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your journey to a healthy firm. Lawyerist Lab is the place for
innovative, modern, and entrepreneurial small law firm owners
who want to explore better ways to do law.
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MEET OUR TEAM OF
POWER PDF EXPERTS

Meet our team of Power PDF experts who have co-authored this manual.

P BARRON HENLEY
e, Most people wouldn't relish the idea of spending a day in a conference room,
[/ teaching legal professionals how to manipulate PDFs. Barron is not most people.
] There are few things Barron enjoys more than teaching all-day software training
classes.

As an attorney, he understands how challenging it is to practice law without the
proper training on the technology tools. When Barron isn't training he focuses on
automating documents and teaching CLE classes for attorneys across North
America.

PAUL UNGER

Paul's passion is coaching lawyers on managing time, distractions, tasks, emails,
and documents efficiently. As the author of Tame the Digital Chaos — A Lawyer's
Guide to Time, Task, Email and Distraction Management, Paul is truly an expert on
the topic.

Paul's expertise is well-founded from his time practicing law. When Paul isn't
coaching lawyers, he teaches CLE classes for attorneys across North America.

DANIELLE DAVISROE

Passionate about remote learning, Danielle is the force behind Affinity's
membership training program, Affinity Insight. Danielle focuses on creating easily
accessible training materials and webinars tailored to meet each organization's
needs. From one-on-one training to organization-wide training plans, Danielle has
her clients covered.

When Danielle isn't providing remote training, she focuses on teaching CLE via
webinar and providing legal organizations with the advice they need to run
smoothly. With a background practicing law at a boutique firm, Danielle understands the challenges
that legal professionals face every day.
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CHAPTER18
REDACTION

Can't find it? Something missing? Instructions not clear? Email manuals@affinityconsulting.com.

Importance of Proper Redaction

The importance of properly redacting a document cannot be understated. Using the Redaction
tools, as described in this chapter, is the only proper way to redact information. Any other
method may result in the disclosure of redacted information. One merely needs to read the news
to see prominent attorneys in trouble for improperly redacting documents.

Save a Copy First

Start by creating a copy of your PDF. Redactions cannot be undone unless the PDF is closed
without saving changes.

Redaction Properties

Set your Redaction properties first (color, text within redaction options, etc.). Open the desired
PDF and select Security + Redaction (group) # Redaction Properties.

K ] 9 C ™ .9\7 ] Microsoft Word - Brief.doox - Kol

File Home Edit View Comment Advanced Processing Security

'3 Apply Redaction (o) HE
; w1 O Q & F KM D DR S e
- u} \m|
@ | Search and Redact VZl = X X = & é"
Mark 13 Redaction P . Handwritten Sign  Time Certify Document DocuSign SignDoc Clean  Remove Secure Manage  Manage Digital Trusted RMS
Redaction #-_fedaction Properties Signature ™ v Stamp *  Signatures~ = = Document Elements Delivery Security ™ Identities  |dentities = Security
Redaction Sign and Certify Security IDs and Certificates DRM

FIGURE 18-1

Text-Searchable PDF
Manually Redact

To redact text in a text-searchable PDF, simply click on the Mark Redaction button and select
the desired text.

K = 9 C ™ Q\v S Microsoft Word - Brief.doox - Kol

File Home Edit View Comment Advanced Processing Security

'3 Apply Redaction (i [w @ @ g‘EI;’ E‘ H @ @ @] {C}} [%OD @% él.‘.

[7] Search and Redact
Mark 13 Redaction P ) Handwritten Sign  Time Certify Document DocuSign SignDoc Clean  Remove Secure Manage  Manage Digital Trusted RMS
Redaction [ edaction Properties Signature ™ - Stamp  *  Signatures~ - - Document Elements Delivery Security ™ Identities  |dentities  Security

Redaction Sign and Certify Security IDs and Certificates DRM

FIGURE 18-2
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Search and Redact

To search for text and redact, select Security  Redaction ® Search and Redact.

I search — O *

Look Ir;
Current document e

Search For:
(®) single word or phrase

() Multiple words or phrases
() Looks Like Search (TM) Pattern
() Looks Like Search (TM) Custom Pattern

What word or phrase would you like to search
for?

bry e 4
[ match Caze

[ ]Match whole word only
Indude Subfolders

Indude Comments
Indude Bookmarks

Stemming

Search and Redact

FIGURE 18-3
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Redact Area

Mark your redactions next. Select Security # Redaction » Mark Redaction. To redact a region
or area (images or non-text searchable PDF), using your mouse, simply click and drag over an
area, as represented in the larger red rectangle below.

STEVEN RI SCHOENY, [# - |
PIidate)r Fl1ISLN

DV _"S "”‘-"!. _'\:‘" G \ f':"i = = F adhon |
Review Applica

City of Columbus | Department of Development | Historic Preservation Office | 50 W. Gay !

APPLICANT INFORMATION (please type or print legibly)

Property Address -Street, [Eolumbus, OH 4320

aul J Unger

Applicant Name*

* If the applicant is not the owner, s/he must be authorized by the owner to co

FIGURE 18-4

Apply Redactions

To apply the redactions, select Security # Redaction + Apply Redaction. The redactions cannot
be undone unless you exit the document without saving your changes.

Once finished applying redactions, Power PDF will always ask you if you would like to scrub the
metadata (they call it "additional document elements") from the document. Be careful with this
function: if you do this, be sure that you have the original unredacted version somewhere in case
you must produce it to the court or other side by court order. You do not want to face an
unnecessary adverse interference instruction for accidentally destroying metadata.

Apply -

Applying the redaction marks wil delete all marked content permanently.
Mote: This operation cannot be undone!

Cancel

FIGURE 18-5

KOFAX POWER PDF FOR LECAL PROFESSIONALS PAGE 70



Lawyerist

0 LAB

Ready to create the law
firm of your dreams?

Our small firm-focused coaching program is here to guide you on
your journey to a healthy firm. Lawyerist Lab is the place for
innovative, modern, and entrepreneurial small law firm owners
who want to explore better ways to do law.

Build a Solid Foundation

Learn to remove roadblocks to build and
streamline the strategy and systems that help
your practice run smoothly.

Get Expert Guidance

Our team of expert coaches are small business
owners themselves, ready to help you
eliminate uncertainty and indecision, and find
freedom in your firm.

Be Part of the Community

Join a robust and engaged community of like-
minded small law firm owners and find the
support and encouragement to help you thrive.

Visit lawyerist.com/coaching to learn more!



	Chapter 1  Introduction
	PDF File Types
	PDF/A
	Image Only PDFs
	Searchable PDFs

	Power PDF Versions

	Chapter 2  Microsoft Integration
	Word
	Save Button
	Print Driver
	Ribbon

	Outlook
	Print Driver
	Ribbon

	Excel and PowerPoint
	Save Button
	Print Driver
	Ribbon

	File Explorer
	Conversion to PDF


	Chapter 3  Interface
	Main Window
	Main Functionality of Each Section
	Quick Access Toolbar Customization

	Chapter 4  Creating PDFs
	What Can Be Converted to a PDF
	Creating PDFs from Microsoft Office
	Kofax PDF Ribbon (Word)
	File Menu Kofax PDF Buttons (Word, Excel, and PowerPoint)
	Export As PDF (Word, Excel and PowerPoint)
	Print Drivers (Word, Outlook, Excel, and PowerPoint)
	Creating PDFs from Individual Emails or Entire Folders (Outlook)

	Creating PDFs from Power PDF
	Creating PDFs from Scanners

	Chapter 5  Viewing PDFS
	Scroll Options
	Full Screen
	Read Out Loud
	Tabs

	Chapter 6  Creating A Text-Searchable PDF
	Convert an Image-Only PDF to a Text-Searchable PDF
	Batch Process to Text Searchable PDFs

	Chapter 7  Copying Text
	PDF Must Be Searchable in Order to Copy Text
	Copy Text from a PDF and Insert into Word Processor
	Convert PDF to Word Processor Document

	Chapter 8  Extracting Pages
	Extract Button
	Thumbnail Method
	Email Pages

	Chapter 9  Combining PDFs
	Thumbnail View
	Insert Entire PDF
	Insert Pages

	Insert Button
	Create PDF From Files
	Document Assembly
	File Explorer

	Chapter 10  PDF Portfolios
	Create a PDF Portfolio

	Chapter 11  Reducing PDF File Size
	Create Smaller PDF Files
	Word Processor
	Scanner

	Compress Existing PDF

	Chapter 12  Splitting a PDF
	Determine the Size of Your PDF
	Split a PDF
	Split Options

	Chapter 13  Editing and Annotating PDFs
	Typewriter Tool
	Comments
	Comment Types

	Comment Summary
	Search comments
	Formatting Comments

	Other Mark Up Tools
	Active Markup
	Convert to Word, Excel, PowerPoint, or WordPerfect Document
	Convert to Editable PDF

	Chapter 14  Electronic "Image" Stamp Signature
	Create The Stamp

	Chapter 15  Bookmarks and Links
	Creating Bookmarks
	Bookmark Customizations
	Change the Order of Bookmarks
	Change the Format of the Bookmark Link
	Making Bookmarks Visible Immediately Upon Opening a PDF
	Other Controls for the Initial View

	Creating Links to Bookmarks
	Creating Tables of Contents

	Chapter 16  Watermarks
	Create a New Watermark

	Chapter 17  Flattening PDFs
	Print to PDF
	Flatten File Button

	Chapter 18  Redaction
	Importance of Proper Redaction
	Save a Copy First
	Redaction Properties
	Text-Searchable PDF
	Manually Redact
	Search and Redact

	Redact Area
	Apply Redactions

	Chapter 19  Security for PDF Files
	Password Security

	Chapter 20  Eliminating PDF Hidden Content
	Removing Metadata

	Chapter 21  Fillable Forms
	Drafting the Background Form
	Detect Form Fields
	Clean Up The Form
	Fix Check Boxes
	Fix Tab Order
	Format Fields Properly
	Name Fields Properly

	Add A Submit Button to Your Form

	Chapter 22  Headers, Footers, & Bates Numbering
	Headers and Footers

	Chapter 23  Bates Numbering
	Select Files to Bates Number
	Select Individual Files
	Select Entire Folders
	Reorder Files

	Change How Bates Numbered Files are Saved
	Destination Folder
	File Naming Rules

	Add Bates Numbering
	Font Formatting
	Numbering Options
	Adjust Margins
	Insert Bates Numbering





