PDF Compatibility and CM/ECF

Documents filed within CM/ECF must have Acrobat Compatibility setting of
Acrobat 4.0 (Adobe 1.3) and later. Follow the steps below to ensure that your ECF

documents have the correct compatibility setting.

: o Determining a document’s current compatibility setting

: o Updating a document to the correct compatibility setting

5_ o Changing default compatibility settings

e How to check the compatibility version of a PDF document:

1. Open the file in Acrobat.

2. Click File.

3. Click Properties.

4. The PDF Version is listed under Advanced.

Document Properties

Security || Fonks || Initial view | Custom || Advanced

Descripkion
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File Size: 12.53 KB (12,832 Bytes)
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PDF Version must
be 1.3 (Acrobat 4.x)
for successful
CMI/ECF filing.
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o Updating the PDF Compatibility Setting of a Document

If a document is created with the wrong compatibility setting, the user must re-save
the document to correct the setting. Follow directions below to change the settings in

Acrobat Professional or Acrobat Standard.
o Acrobat Professional

Acrobat Professional requires that documents be re-saved as an optimized PDF to
change the compatibility settings. Once the file is re-saved, the user can remake the

docket entry.

Re-saving as Optimized in Acrobat Professional
1. Open the problem PDF file in Acrobat.
2. Select Advanced.
3. Select PDF Optimizer.

& wordprint2. pdf, - Adobe Acrobat Pro

File Edit Yiew Document Comments Forms  Tools BESEEREERE SWindow  Help

Accessibility
A sian & Certify

_JI a l_'] @ L || Security

Security Sektings. ..

= = T
i) Create - d:}j Combine ~ q_;] Collsborate =

Manage Trusted Identities. ..

Prink Production
Redaction

Testing testir Daocument Processing
‘'eb Capture

PDF Cptimizer. ..
=78 Preflight. ..

Extend Features in Adobe Reader, .,

* v v v

Shift+CtrlHi

4. Select Acrobat 4.0 and Later from the Make Compatible With drop down

PDF Optimizer %]
Settings: | Standard ~ Audit space usage...
Current PDF Yersion: 1.3 (Acrobat 4.x) Make compatible with: | Retain existing ~
Retain existing

Images Image Settings [acrobat 4,0 and later

ot Acrobat 5.0 and later

onts Color Images ; acrobat 6.0 and later
Transparency B ks s ot @ [0 acrobat 7.0 and later

Discard Objects ownsample: | Bicubic Downsampling ko B bt 5.0 ot Lot

¥ Discard User Data

P Compression: | JPEG v | Quality: [Medium LAcrobat 2.0 and later

Grayscale Images

Compression: | JPEG ~| Quality: | Mediom

Monochrome Images :

Compression: | CCITT Group 4 %

Optimize: images only F there is a reduction in size

Downsample: | Bicubic Downsamplingto  ~| [1S0  ppi for images above [225  ppi.

Downsample: | Bicubic Downsamplingto % | [300°  ppi for images above 450 ppi.

all units are in pixels per inch {ppi).

6. The Save Optimized As window will open.
7. Click Save.

8. Once the file is re-saved, the user can remake the docket entry.
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¢ Updating the PDF Compatibility Setting of a Document - Continued

o Acrobat Standard

If the user has Acrobat Standard, they must print the document to PDF to change the
compatibility settings. Hyperlinks continue to work if a document is printed to PDF
from Acrobat. Once the file is re-saved, the user can remake the docket entry.

CM/ECF

Printing with Updated Compatibility Settings in Acrobat Standard

1.

2
3.
4.
5

Open the problem file in Acrobat.

Click File.

Click Print.

Change the printer name to Acrobat PDF.
Click the Properties button.

-
Print PZ|
Printer
Mame: A
;tatus: Ready Comments and Forms:
Type: Adobe POF Converter Document and Markuops ~
Prink Range Preview: Composite
wd k 85 4
O Current wiew s
O Current page
O Pages |1-2
Subset: Al pages in range w

|:| Reverse pages
Page Handling
Copies: 1 ks 1

Page Scaling: Shrink to Printable Area w

Auto-Rotate and Center

[ choose paper source by PDF page size

2l

Units: Inches Zoom : 100%

12 ]
[Printing Iips] [ Advanced ] [ Summarize Commenks ] Ok Cancel

Under the Adobe PDF Settings tab, click the Edit button.

[CIPrint o file

=
%" Adobe PDF Document Properties

Layout | Paper/Quality [ Adobe PDF Settings
Adobe POF Conversion Settings

Use these settings to create Adobe POF documents suitable for reliable viewing and prnting
(;) of buginess documents. Created POF documents can be opened with dcrobat and Adobe
Reader 5.0 and later,

Drefault Settings: |2l hd
Adobe POF Secunity: | Mone hd
Adobe PDF Output Folder | Prampt for Adabe PDF filename v
Adobe PDF Page Size: | Letter v Add...

Yiew Adobe PDF results
Add document information

Rely an system fonts only; do not use docurment fonts

Delete Jog files for successful jobs

[ Ask to replace existing PDF file

Ok l ’ Cancel
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¢ Updating the PDF Compatibility Setting of a Document - Continued

o Acrobat Standard - Continued

Printing with Updated Compatibility Settings in Acrobat Standard - Continued
7. Select Acrobat 4.0 (PDF 1.3) from the compatibility drop down menu.

r

Standard - Adobe PDF Settings

E Standard
([ General
[ Images o
3 Forts Dezcription
(27 Calor Use these settings to create Adobe PDF documents suitable for reliable viewing and
(3 Advanced printing of business documents. Created PDF documents can be opened with
03 Standards Acrobat and Adobe Reader 6.0 and later.

File Options
Compatibility; | Acrobat 6.0 (PDF 1.5) w

Acrobat 4.0 [FPDF 1.3]

Object Level Compression: |Acrobat 5.0 [FDF 1.4]
Acrobat 6.0 [FOF 1.5]

Auta-Rotate Pages; |Acrobat 7.0([PDF 1.6]
Acrobat 80 [POF 1.7]

Binding: | Left w

Besolution: [gon | dots per inch
(%) &)l Pages
(") Pages From: T
[] Embed thurmbnails
Optirize for fast web view

Default Fage Size

Width: |85 Units: | Inches w
[ Shaw Al Settings Height: |11.0
] [

8. Click OK.

9. The Save Adobe PDF Settings As box will launch.

10. Type CMECF in the File Name field.

11. Click Save.

12. Click OK in the Adobe PDF Document Properties box.
13. Click OK in Print dialogue box.

14. Click Save in the Save PDF File As dialogue box.

15. The User can now upload the file to CM/ECF.
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e Changing Acrobat Default PDF Compatibility Setting

The default PDF compatibility setting must be updated in Adobe Acrobat and any word
processing software utilized to create PDF documents for filing in CM/ECF. Once the
compatibility setting is changed in Acrobat Standard, Acrobat Professional, Microsoft
Word and Word Perfect, all future documents created in those applications will have the
correct setting.

o Acrobat Professional

Open Adobe Acrobat Professional.

Open any PDF file.

Click Advanced.

Click PDF Optimizer.

Select Acrobat 4.0 and later from the Make compatible with dropdown menu.
Click OK.

The Save Optimized As dialogue box will open.

Click Save.

[~ wordprintZ. pdf - Adobe Acrobat Pro

File Edit Wiew Document Comments Forms Tools BEEEEGEEN Window  Help

1.
2.
3.
4.
5.
6.
7.
8.

Accessibility
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Ui Create - Combine %}j Collaborate ~

el bt A Sign & Certify
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Security Setkings...

N -
i Multimedia ~ ,) Comment ~

Manage Trusted Identities. ..

Extend Features in Adobe Reader...

Prink Production L4
Redaction L4
Testing testir Document Processing 2
Web Capture 4
PDF Optimizer...
=70 Preflight... Shift-HCer+%
! PDF Optimizer 3]
Settings: | Standard i Audit space usage. ..
Current PDF Yersion: 1.3 (Acrobat 4.:) Make compatible with: | Retain existing b4
Reetain existing
Images Image Settings | Acrobat 4.0 and later
g tg Acrobat 5.0 and later
T”” : Calar Images : Acrobat 6.0 and later
WIS - : Acrobat 7.0 and later ]
Discard Objects Downsample: | Bicubic Downsampling ko % | |150 p PNy g pi.
¥| Discard User Data Acrobat 9.0 and later
Clean Up Compressian: |JPEG v| Cuality: | Medium T

Grayscale Images :

Downsample: | Bicubic Downsampling ko % | |150  ppi for images above  [225 ppi,

Compression; |JPEG v| Quality: |Medium v|

Monachrome Images

Downsample: | Bicubic Downsamplingto % | 300 ppi for images above 450 ppi.
Compression: | CCITT Group 4 %

Al units are in pixels per inch (ppi}.

Optimize images only if there is a reduction in size

84 ] [ Cancel ]
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o Acrobat Standard

Open Adobe Acrobat Standard.

Click Advanced.

Click Print Production.

Click Acrobat Distiller.

Click Settings.

Click Edit Adobe PDF Settings.

Using the drop down menu, change compatibility to Acrobat 4.0(PDFL1.3).
Click OK.

. The Save Adobe PDF Settings As dialogue box will open.
10. Change the

11. Click Save.

12. Close the Acrobat Distiller window.

CoNor~LNE

[} Wordprint.pdf - Adobe Acrobat
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Add Adobe PDF Settings. .. Ctrl+Shift+E (3 Advanced printing of business documents. Created PDF documents can be opened with

Acrobat and Adobe Reader 6.0 and later
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Q Security ... Chrl+5 =d PDF documents can
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e Changing Acrobat Default PDF Compatibility Setting - Continued

o Microsoft Word
Microsoft Word 2007
1. Open Microsoft Word2007.

2. Click on the Acrobat Ribbon. (In Word2003, go the Acrobat Menu.)
3. Select Preferences. (In Word2003, select Change Conversion Settings.)

ﬁ:: Documentl - Microsoft Word
37
— Home Insert Page Layout References Mailings Review View Add-Ins Acrobat
= ] = == =
2 B & 8 & ¢
Create |Preferences Create and Mail Create and Send  Acrobat
PDF Attach to Email Merge For Review Comments ~
Create Adobe PDF Create and Email Review And Comment

4. Click on the Advanced Settings button.
"B Acrobat PDFMaker 3]

Settings | Security | Word | Bookmarks
FDFMaker Settings
LConversion Settings: | Standard hd

Use these settings to create Adobe PDF documents suitable for reliable viewing &
and printing of business documents. Created PDF documents can be opened with +

[7] View Adobe PDF result

[] Prompt for Adobe PDF file name -

Convert Dacument Information L. Advanced Setting

[ Create PDF#A-12:2005 compliant file

Application Settings

[ &ttach source file

Create Bookmarks

Add Links

Enable Accessibiity and Reflow with tagged Adabe PDF

L] © 1987-2008 Adobe Systems Incorporated and its licensors. All rights reserved,
'\‘ Adobe, the Adobe logo, Acrobat, the Adobe PDF logo, PostScript, and Reader are
either registered trademarks or rademarks of Adobe S pstems Incorporated in the
Adobe United States and/or other countries.

o ([ coneet ][ bew ]
ty drop-down list, select Acrobat 4 (PDF 1.3) or below.

Standard)- Adobe PDF Settings X

[ Standard

(23 General

(2 Images

X3 Forts Description
52 these settings to create Adobe incuments suitable for reliable viewing an

3 Color Use th ‘Adobe PDF d ble: for reliabl d

2 Advanced piinting of business documents. Created PDF documents ean be opened with

& o VT: Acrobat and Adobe Reader .0 and later.

andards

5. In the Compatibili

File Options
Lompatibility:

obat 6.0 [PDF 1.5) ~
0(FDF 1.3]
Object Level Compression: (POF 1.4)
Acrobat £.0 [FDF 1.5)
Aute-Riotats Pages: [erobat 7.0 (PDF 1.5]
- Acrobat 8.0 [PDF 1.7
Binding: | Left v

Resolution: [g00 | dots per inch
© &)l Pages
© Pages From To
[ Embed thumbnails
Dptimize for fast web view
Defzult Page Size
Wi |85 Urits: | Inches v

[ Shaw &1 Settings el 1.0

Click OK.
In the next window, in the File name box, type: CMECF.
Click Save.

Click OK.

©oo~No
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e Changing Acrobat Default PDF Compatibility Setting - Continued

o Microsoft Word

Microsoft Word 2003

Open Microsoft Word 2003.

Click on the Adobe PDF menu.

Select Change Conversion Settings.

Select Acrobat 4 (PDF 1.3) from the compatibility drop-down.
Click OK.

In the Save Settings window, type CMECF in the File Name box.
Click OK.

Noook~ownpE

o Word Perfect

1. Open your document in Word Perfect.
2. Click File.
3. Click Publish To.
4. Click PDF.
5. Select Acrobat 4.0 from the Compatibility drop down.
6. Click the T button,
r 3
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O e i G f Save As Spri General } Dbiectsl Dcu:ument] .-’-'«dvancedl
2 Mew From Project...  Cerl+Shife+0 [ C Lirhead [
o SRR S e il name: [H:ADOCSAI7E33 orpel Browse
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Print Preyiew

Publish Ta Author: |
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Exit Alt+F4 Shorif
I

CM/ECF -8- 10/21/2008



e Changing Acrobat Default PDF Compatibility Setting - Continued

o Word Perfect

7. Type CMECEF in the Save PDF Style box.
8. Click OK.

Save PDF Style

Save PDF style as: |CMECF

Cancel |

9. Click OK.
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