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Why PDF?

« "Portable Document Format”

« Platform independent

* Freely available Adobe Reader

« Easy to read, print, and exchange
« Difficult to edit

* |Image-on-text or image only

* Practically anything can be converted to PDF
— documents, images, spreadsheets,
presentation files — and retain formatting, look
and feel
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Tools and Equipment

e Scanner
« Computer (Mac or PC)

« Software:
— Adobe Acrobat Standard or Professional
— OpenOffice (open source)
— GoBCL (web-based)
* Plugins
— Bates stamp and redaction
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http://www.openoffice.org/
http://www.gobcl.com/convert_pdf.asp

Shopping
* For less expensive options and plugins:

— PDFZone.com
— PlanetPDF.com
— PDFstore.com

 PDF For Lawyers (Blog)
— http://www.pdfforlawyers.com

* Appligent (Bates stamp and redaction
plugins)
— http://www.appligent.com

* IntelliPDF BATES
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http://www.pdfzone.com/
http://www.pdfzone.com/
http://www.planetpdf.com/
http://www.planetpdf.com/
http://www.pdfstore.com/
http://www.pdfforlawyers.com/
http://www.appligent.com/
http://www.intellipdf.com/bates_stamp.htm

PDF and Security

 Digital signatures
— Built in or third party

— Recipient will need
certificate to validate

— Can use
personalized stamp
Instead
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http://www.abanet.org/scitech/ec/isc/dsg-tutorial.html
http://www.abanet.org/scitech/ec/isc/dsg-tutorial.html

Securing a PDF

Standard Security |

o M a n y O pti O n S Specify Password

Iv Password Required to Open Document

— No comments sserassword: |

' ' Iv Password Required ko Change Permissions and Passwards
No printing o
asker Password: |

Permissions
|
|

— No copying
 Must PasSSwWo rd Encryption Level: |128-bit RC4 (Acrobat 5.0) =

protect document Or

options can be

changed! e [0

Only Document Assembly

Only Form Field Fill-in or Signing

Comment Aukhoring, Form Field Fill-in or Signing
izeneral Editing, Comment and Form Field &uthoring

Changes Allmwed: | General Editing, Comment and Form Field authoring | ™
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PDF Tricks - Bookmarks

« Bookmarks

— Create manually or automatically from MS
Word styles

— Bookmarks are independent of page order
— Can be nested to have sub-categories

— Open options can be set to have
bookmarks visible

— Very useful for large documents
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PDF Tricks - Bookmarks

B @ B Bookmark =
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PDF Tricks - Comments

« Comments
— Add notes, stamps, sounds, even files
— Many color options and icons

— Comments can be summarized and printed, or
viewed in tab column

— Useful for collaborating without actually changing
text or collaborating with scanned documents or
Images

— Also drawing tools, highlighters, and more for
annotating
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PDF Tricks - Comments
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PDF Tricks - Links

* Add links to
— Webpages
— Other files
— Javascript v Wbk
— Form fields
— Audio files
— More!

Link Properties !
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PDF Tricks — Insert/Extract Files

* Insert other PDF files into the document
— Before or after current text

» Extract pages from existing document
— Save as a separate document
— Delete extracted pages

* Replace pages

— Replace specific pages with specific pages
from another file
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PDF Tricks — Insert/Extract Files

Document  Tools  Miew  Window Help Insert Pages

Insert File: “ockoberminutes, pdf!

Locakion: |After A |

Mext Fage -=
Last Page Ckrl+3hift+Pag Dn
5o To Page.. Chrl4+M

o To Previous Document  Alk+Shifk+ <-
(a0 Ta Previous Yiew AlE+=-

Insert Pages, Ckrl4-5hift+I
Extract Pages... Extract Pages

Replace Par
Fram: | 1 Tao: | 1 af =

Delete Pag CErl4+-Shift+D
| Delete P

Crop Pages. .. Chrl4+T
Rokake Pages. .. Chr[H-R,

Murnber Pages...

Set Page Action...
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PDF Tricks — Thumbnails

Thumbnail =

Thumbnails tab

— Move pages (single
or groups) around

— Easily delete pages

— Rearranging via
thumbnails will not

re-arrange
bookmarks
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PDF and Metadata Avoidance

« “Data about Data”

» Useful for finding
documents, reviewing,
and sharing

* |nvisible, but not too
hard to find

* Reveals information
about electronic
documents beyond the
printable text
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Why is it such a big deal?

* Widely known since 1998

* Mass movement to MS Word by
attorneys

* Advent of efiling
* Advent of electronic discovery
* High profile examples
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Examples in the News

* October 2000: WSJ reports critical
“anonymous” emalil edited in MS Word
to a candidate for the Senate reveals
author — chief-of-staff of the opposing
party

* February 2003 — 10 Downing Street
dossier regarding Iragi security found to
be plagiarized from US researcher
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http://www.abanet.org/govpub/Metadata_excerptsummer04.pdf
http://www.abanet.org/govpub/Metadata_excerptsummer04.pdf
http://news.bbc.co.uk/2/hi/technology/3154479.stm
http://news.bbc.co.uk/2/hi/technology/3154479.stm

More Examples in the News

 March 2004 — SCO Group, seller of
Linux and Unix, files suit against
DaimlerChryster and Autozone.
Metadata reveals the attorneys had
originally identified Bank of America, but
they were later removed from the

pleading.
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http://slashdot.org/article.pl?sid=04/03/04/2055227
http://slashdot.org/article.pl?sid=04/03/04/2055227

MS Word —\What Can Be Viewed

« Date created/modified/last accessed
* Number of revisions/versions

* Previous document authors

« Total editing time

« Hidden text (formatting)

« Comments

* Hyperlinks

* Redlining/changes
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http://support.microsoft.com/kb/290945
http://support.microsoft.com/kb/290945

Metadata: How Do | See It?

 Enable “Track
Changes”

 View Comments

* File — Properties and
look behind the tabs

 Text editors

« Save as HTML and
view source

« Third party software
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Track Changes

Fil= Edit View Insett Format | Tools Table ‘Window Help Acrobat

DS &8 ¥ v peling and Grammar...  F7 % ME E 4 B T a8 - .

P —— - o  EEEC - 802} = .||abl P R
Marmal - Al Track Changes + WE Highlight Changes. .. . . i .. m E .

Arccept or Reject Changes. ..
E W bl o = =1 Envelopes and Labels. ..
b

W

ﬁ ﬁ Fa: Qpkions, .. rksiProjects - 200218411 GrantiMaterials Turned ir -
1|g - L U SR BRSO,

hame, aor on the mad.

It was important to define this subset because a large number of
laweyers do not appear to rely on a law librarian for legal information,
whether because they have not hired one or for other reasons. Lawyers
reported thaté #firm librarians perform only a small portion_of_the

attorney's legal research, and that is primarily in law firms with 50 or more

attorneys!? These law firms may be able to support the digital law library
but would probably not need any physical space as part of that librany if

their law firm does not have a librarian.
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View Comments

Fil= Edit | Wjew Insert Format Tools Table Window Help  Acrobat
O &= | =] Mormal |:| e - 7 B ‘-E'E"‘ *.%‘
Prink Layouk
IiZ-:urnrmenI:'m DRATHETE D -~ B F U = i= i *;E £§ - # - i T m

Header and Footer G 1 | D:iMy DocumentsiProjects - 200244ALL GrantiMaterials Turned ir =

g Comments
- N S R R BN SERC AN BRI SERPRR TR SOy

The American Bar Foundation performed research in 1995 on the
demographics of lawyers, by firm size. That research found that nearly
half of all lawyers were sole practitioners, with another third practicing in
law firms with 2 to 40 lawyers1?  Of the # estimated 1 milion active

attorneys in the United States_only approximately 105,000 work in law

-
=|=[g] -]
Comments From: |SandersC - @ gl-:.se|

[ch=7] FH questions the validity of a lot of the statements in this section. Again, might as

firrns with 1558 [awwers or rmnre 12
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Hidden Text

1 v

"Defining the Digital Library

There is no universally accepted definition of what a digital library is
or what it contains. Clifford Lynch refers to it as "shorthand for digital
collections in libraries® He suggests that it is an "exten]sion] of the
collection to encompass substantial amounts of digital materials, making
use of information ] 5 to them, and providing a
coherence of access between their digital materials and their printed

_'—hii\iiﬁ’g 9 #|For the pumposes of the research, we have defined a digital
library as a library whose collection is wholly electronic — Internet-based,

cD and DVD, and software-accessible (e.g., brief banks) — and et
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Hidden Text

| User Infarmation | Cormpatibility | File Lo

ral | Edit | pint | Save | Speli

[v &pimated text [ Field codes

Formatting marks
[ Tab characters

Prink an b Layouk options
v D 5 [v Werki
[ Object anchors
[ Tex

&k boundaries

Cutline and Mormal options
[ Wrap toowindow
[ Drraft Fonk

ABA Legal Technology Resource Center

Copyright 2004 American Bar Association



Hidden Text

‘Defining the Digital Library

There is no universally accepted definition of what a digital library is
ar what it contains.  Clifford Lynch refers to it as "shorthand for digital
collections in libraries.™ He suggests that it is an 1] of the
collection to encompass substantial amounts of digital materials, making
use of information systems to provide access to them, and providing a

coherence of access between their digital materials and their printed

# For the purposes of the research, we have defined a digital

library as a library whose collection is wholly electronic — Internet-based,
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What About Word Perfect?

 Undo command
reveals changes

« Comments

« Document
properties similar to
MS Word

 Versions

B i w2 O,

LL A

WordPerfect
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http://www.abanet.org/genpractice/magazine/june2001/june01_08.html

How Do You Get Rid of [t?

« MS offers tools and
tricks for removal

« Save as PDF

« Third party software
tools
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The “Save as PDF” Solution

Document Properties

advanced Description

Title: ‘Web Site Stategies: 2004 Ear Leadership Institute
Fonks
be=Tun 4 > Author:  Catherine Sanders Reach

> Subject:  website design, website navigation, content managment systems, hosted
syshems, search engines, YWerity, Teamsite

keywords: | yehsite design, website navigation, content managment syskems,
hosted systems, search engines, Yerity, Teamsite

Created:  3/18/2004 5:34:22 PM
Modified:  3/18/2004 5:34:32 PM
application:  Acrobat PDFMaker 5.0 for PowerPoint

PLF Information
POF Producer:  Acrobat Distiller 5.0.5 {Windows)
PDF Wersion: 1.4 {Acrobat 5.0
Path:  F:\UsersiLiblercPay Per Download\Reachiwebsitestrategies. pdf
File Size: 964,69 KB (987,543 Bytes)
Page Size: 9.97 x 7.47in Mumber of Pages: 30
Tagged POF:  Yes Fast Wieb Yiew: Yes

Ik | Cancel |

ABA Legal Technology Resource Center

Copyright 2004 American Bar Association




The “Save as PDF” Solution

Y LAY WALLILE UL A TELITL AL UL T LML LRI L BRI UL R APRLRL AL L CAPCILE UY LILY L'LILALILLE
i
Al

dest

of General
i

[+ Highlight changes on screen
Iv Highlight changes in printed document

Cancel Cpkians. ..

COoININUILIC Ar1oILs ‘tl.t].l me1n
Motion to Amend Fecomme

Nell Hemmessy moved that S CO TIS adopt the recommendation =4 as written. Tom

Recommendatian 4

Acrobat PDFMaker 5.0 for Yord E2

ted that ‘Highlight chan
mith this option selected.

Mo

their products, services, and transactions accessible to members in # a variety of
media consistent with member desires. Obviously, evaluation of whether a
particular product should be made available to members, for example, in print (e.g.,
a hardbound book), or in electronic form (e.g., a CD-ROM), or on the web (e.g., on a
limited-access web page), is best left to the entities with expertise in delivering these
products, but ABA policy should encourage # such product LLzliconsistent with
economic realitv. Further, wherever possible, multiple cnl:nt'rm'ﬁ should be given to
members. For example, members should be afforded the opportunity at their

U wank bo continu
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E-filing and PDF

« US Courts.gov CM/ECF (Case

Management/Electronic Case Files)
http://www.uscourts.gov/cmecf/cmecf about.html

* National Center for the State Courts
http://www.ncsconline.orqg/

« Courts.net E-Filing
o http://www.courts.net/efiling.htm

 Many use PDF as standard for documents
 Always follow court rules (will vary)
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http://www.uscourts.gov/cmecf/cmecf_about.html
http://www.uscourts.gov/cmecf/cmecf_about.html
http://www.ncsconline.org/
http://www.courts.net/efiling.htm

Catherine Sanders Reach
Sandersc@staff.abanet.org

American Bar Association
Legal Technology Resource Center
http://www.lawtechnology.org
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mailto:Sandersc@staff.abanet.org
mailto:Sandersc@staff.abanet.org
http://www.lawtechnology.org/
http://www.lawtechnology.org/

PDE's On TThe \Web

« When Tle Use
= Forms / DocumentsThat Should Not Be Altered
= Exactness & Consistency Across Browsers
= When Time & Web Knowledge Is Limited
= Security
= Other Examples

Consultwebs.com, Inc.



PDE’s Oni TThe Web

* \When Not To Use
= llext Articles

= Web Content That Search Engines Will Index
(Note: Some SE's Will Read PDF’s)

= When File Is Large
= Spam/ Attachment Issues
= Blogs

Offer Both When You Are Unsure



Viarketing Using PDF's
* Brochures
* Forms — Be A Resource

» Shared, Universal Documents



Consultwebs.com

» Speaker Dale linecher, Web Design, 300
Legal Clients, Consulting 919-272-8052,
DiRCHEN@CORSUIMELSICOMm

» \Web Marketing
» CLE Training — PowerPoint, Internet

» Resource Location — Tips, Techniques ...

Consultwebs.com, Inc.


http://www.consultwebs.com/dtbio.htm
mailto:Dtincher@consultwebs.com
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