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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
• Scanner
• Computer (Mac or PC)
• Software:

– Adobe Acrobat Standard or Professional
– OpenOffice (open source)
– GoBCL (web-based)

• Plugins
– Bates stamp and redaction

http://www.openoffice.org/
http://www.gobcl.com/convert_pdf.asp
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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

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
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PDF and Security

• Digital signatures
– Built in or third party
– Recipient will need 

certificate to validate
– Can use 

personalized stamp 
instead

http://www.abanet.org/scitech/ec/isc/dsg-tutorial.html
http://www.abanet.org/scitech/ec/isc/dsg-tutorial.html
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Securing a PDF

• Many options
– No comments
– No printing
– No copying

• Must password 
protect document or 
options can be 
changed!
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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
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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
– Form fields
– Audio files
– More!
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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
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PDF Tricks – Thumbnails

• 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

• Invisible, 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” email 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 Iraqi security found to 
be plagiarized from US researcher

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
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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.

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

http://support.microsoft.com/kb/290945
http://support.microsoft.com/kb/290945
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Metadata: How Do I 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
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View Comments
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Hidden Text
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Hidden Text



A B A  L e g a l  T e c h n o l o g y   R e s o u r  c e   C e n t e r
Copyright 2004 American Bar Association  

Hidden Text
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What About Word Perfect?

• Undo command 
reveals changes

• Comments
• Document 

properties similar to 
MS Word

• Versions

http://www.abanet.org/genpractice/magazine/june2001/june01_08.html
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How Do You Get Rid of It?

• MS offers tools and 
tricks for removal

• Save as PDF
• Third party software 

tools
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The “Save as PDF” Solution
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The “Save as PDF” Solution
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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.org/

• Courts.net E-Filing
• http://www.courts.net/efiling.htm
• Many use PDF as standard for documents
• Always follow court rules (will vary)

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
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Catherine Sanders Reach
Sandersc@staff.abanet.org

American Bar Association
Legal Technology Resource Center

http://www.lawtechnology.org

mailto:Sandersc@staff.abanet.org
mailto:Sandersc@staff.abanet.org
http://www.lawtechnology.org/
http://www.lawtechnology.org/
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PDF’s  PDF’s  On The Web                   On The Web                   

When To UseWhen To Use
Forms / Forms / DocumentsThat  DocumentsThat  Should Not Be AlteredShould Not Be Altered
Exactness & Consistency Across BrowsersExactness & Consistency Across Browsers
When Time & Web Knowledge Is LimitedWhen Time & Web Knowledge Is Limited
SecuritySecurity
Other ExamplesOther Examples



PDF’sPDF’s On The WebOn The Web

When Not To UseWhen Not To Use
Text ArticlesText Articles
Web Content That Search Engines Will IndexWeb Content That Search Engines Will Index
(Note: Some SE’s Will Read (Note: Some SE’s Will Read PDF’sPDF’s))

When File Is LargeWhen File Is Large
Spam / Attachment IssuesSpam / Attachment Issues
BlogsBlogs

Offer Both When You Are UnsureOffer Both When You Are Unsure



Marketing Using Marketing Using PDF’sPDF’s

BrochuresBrochures

Forms Forms –– Be A ResourceBe A Resource

Shared, Universal Documents Shared, Universal Documents 
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Consultwebs.comConsultwebs.com

Speaker Speaker Dale TincherDale Tincher,  Web Design, 300 ,  Web Design, 300 
Legal Clients, Consulting  919Legal Clients, Consulting  919--272272--8052, 8052, 
Dtincher@consultwebs.comDtincher@consultwebs.com

Web MarketingWeb Marketing

CLE Training CLE Training –– PowerPoint, InternetPowerPoint, Internet

Resource Location Resource Location –– Tips, Techniques …Tips, Techniques …

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