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Preparing Document for judge Review
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Overview

When a signature, a stamp or anything typed is added to an original PDF document those additions are
considered a layer. Most of the time you can even click-hold and drag it around the page or change the
text. These layers remain loose on the document until a process is done called “Flattening”. This
flattening process makes all of these layers become a permanent part of the document.

When the clerk accepts an order off of e-filing the order immediately shows up on the “Register of
Actions”(INQROA). Approximately one hour later, if required, JUSTICE pulls that image off of the
register of actions and sends a copy of that image to the parties in the case that are required to get a
copy. Then JUSTICE attaches a “Certificate of Service” to the image of the document and re-saves it to
the register of actions. Now when someone looks at that document they will see the certificate of
service attached to the document and they will know what parties got served.

When this process of adding the certificate of service is completed by JUSTICE, anything that was added
to the original document(ie. Signatures, dates, stamps) will disappear unless they were originally
flattened to the document before accepted through Clerks Review.

You may work with two types of documents. Documents that are already in a PDF format(through Judge
Review(because the attorneys are required to file them as a PDF file already) and those that are in a
format that was created by a word processor(you received it from an attorney via an email or you
created it yourself using word processing software). Whichever format the document is in when you get
it, it must end up in a PDF format and flattened to be able to electronically process it through Judge
Review. Below are the instructions to sign and flatten documents in both of these situations.
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Creating and Adding a signature to a Document in PDF Format.

1. First write your signature on a blank piece of paper until you get one that you like and make the
signature about this size.

2. Open adocument in Adobe Pro and click the “Fill & Sign” button in the tool bar.
= & |[ =]
%

Customize ~ | [ZJ

Tools ™ Fill & Sign Comment

3. Inthe menu that opens below the Fill & Sign button, click on the “Place Signature” button. A
window opens asking how you would like to create your signature.

Tools Fill & Sign Comment

—| ¥ Fill & Sign Tools

T AddText
v’ Add Checkmark

Place Initials

Place Signature v
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The easiest and best looking signature can be obtained by selecting, “use a webcam” if you have
one. If you do have a webcam(built in to the laptops) then continue to #5, If not go to page #6 —
Create a signature using a scanner.

Click the radio button in front of “use webcam”(1). The webcam will start up and you should
see yourself in the background. Press the “Start webcam” button in the box covering the
webcam image(2).

Place Signature

£

How would you like to create your signature? ©
(©) Type my signature

@ Use a webcam (New!)

(©) Draw my signature

(©) Use an image

() Use a certificate

Sign your name with black ink on white paper. Click
the "Start Webcam" button to start capturing the
signature image.

Start Webcam

Preview the captured signature: Clear
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6. Hold the paper with your signature in front of the webcam so it lines up with the blue line going
through the signature(not above)(1). When signature covers the blue line that is what triggers
the program to take a picture of the signature. When it does you will see it appear in the box
below webcam image. If it looks good then click the “accept button”(2). If you are not happy
with it click the clear button(3) and repeat the process of holding the signature on the blue line.

bl

Place Signature

How would you like to create your signature? @
© Type my signature

© Use awebcam (New!)

©) Draw my signature

© Use an image

(©) Use a certificate

Make sure your signature rests properly on the blue line.

7. Once you have clicked the “accept” button, a faint image of your signature follows your mouse
pointer around the document. Just hover over the place on your document that you want your
signature to be placed and press your left mouse button. You will see you signature now on the
document with a blue box around it. You can left click-hold inside the box and drag the
signature to the desired location. You can also Left click-hold one of the small boxes along the
blue border and drag the box larger or smaller to make the signature the desired size. *Note —
From now on when you open a document in Adobe Acrobat Pro, you just click on the “Place
Signature” button in the “Fill & Sign” tools to bring your signature back to the mouse pointer for
placement.

it
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If you need to add anything to the document such as a date, go to the “Fill & Sign” tools again.
Click the “Add Text” button. Just click on the document where you want to add text and type

the desired text. Proceed to “How to Flatten a Document Correctly” section.

8.

Tools Fill & Sign Comment

“| v Fill &Sign Tools

T AddText
v/ Add Checkmark
Place Initials

Place Signature
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Create a Signature using a Scanner

1. You will need to scan the Piece of paper that has your signature on it and send it to your email
or just open it on your computer. Then open the scanned document by double clicking it. If an
Opening mail attachment window opens click “Open” to view it. Now click on the windows start

button , click “all Programs” then click on the “Accessories” folder and click on “Snipping

Tool”.

. Accessories
9 Bluetooth File Transfer
E] Calculator
Command Prompt
@3 Connect to a Network Projector
B Conn( Display your desktop on a network projector.
=1 Getting Started R

QSnipping Tool
File Edit Tools Help

\ﬁ Math Input Panel

2 Notepad Control Panel % N l I . D / 9/!

- New = - S N \’
€3} Paint Devices and Printers =

& Remote Desktop Connection

5] Run
\-> SR Snipping Tool

', Sound Recorder

T Sticky Notes
@ Sync Center

4 Windows Explorer

8 Windows Mobility Center
I;l WordPad

1. Ease of Access

4 Back 3 » Libraries » v | ‘,' I Search Lil

| Search programs and files pel ‘

2. Your screen will become kind of faded looking. Put your mouse pointer slightly above and to the
left of your signature. Now left-click and drag creating a red box around your signature, then let
go of the mouse button. Your signature should be In a small snipping tool window now(like the
one above). Click on the Save button(red arrow in above image). This will bring up a “Save As”
window. Chang the “File name” to Signature and click on “Desktop” on the left-hand side of the
window. Now click the “Save” button to save the image of your signature to you desktop.

"Wswvers =
@Qv‘- Desktop » t

Organize v Newfolder = @

[ Microsoft Word [ J“d St ollss

Mike Prochnow

¢ Favorites 3 )& System Folder
Desktop F
16 Downloads ‘R { Computer
G RecentPlaces | & System Folder
9 Libraries e
B Documents S| 5ystem Folder
& Music .
(=] Pictures /
B videos i

File name: Signature.png

Save as type: | Word Document (*.do®

Authors:[Wind | Tags: Add a tag

[F] Save Thumbnail

4 Hide Folders
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Open a document in Adobe Acrobat Pro Xl and click the “Fill & Sign” button in the tool bar.

o |e [ =]
%

Customize ~ | @

Tools Fill & Sign Comment

In the menu that opens below the “Fill & Sign” button, click on the “Place Signature” button. A
window opens asking how you would like to create your signature.

Tools Fill & Sign Comment

—| ¥ Fill & Sign Tools

T AddText

v’ Add Checkmark

Place Initials

Place Signature v

5. Click the radio button in front of “use an image”(1) and click the “Browse” button(2).

Place Signature P9

How would you like to create your signature? (7]
© Type my signature

(©) Use a webcam (New!)

(© Draw my signature

© Use an image

© Use a certificate

Review Your Signature:
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6. An “Open” window appears. Click on “Desktop”(1). Using the slider(2) locate the file that you

renamed(Signature) earlier(3). Click on that file and click the “Open” button(4).

.
'@ Open

@Ov[. Desktop » ~ [ 4] [ Search Desktop 2|
Organize v New folder g~ 0 @
A . & =l Next.pdf o~
tavortes BE | por bocument

=T 135k8
& Downloads z .1 Proceedures manual doc:
‘2 Recent Places Internet Shortcut
174 bytes
4 [ Libraries = Sinature.,PNG
3 @ Documents — ;’gfég\age
> &) Music
Startup - Shortcut
> (&) Pictures Shortcut
> B Videos 198 KB
- Supreme Court Web
48 Computer Internet Shortcut
» &, Local Disk (C:) 262 bytes
> &# mprochnow$ (\\ Test Efiling
3 \Il polproS (\\capntc ‘@ ir;'; Ln;teihon(m

File name:

Open from Online Account v

v |Supported Formatg (*.pdf,*.jpg, v

7. Your signature will now appear in the “Review you Signature” box(1). Click the “Accept”

button(2).

Place Signature

How would you like to create your signature? ®

(© Type my signature

(©) Draw my signature

@ Use an image

© Use a certificate

© Use a webcam (New!)

File: |/C/Users/mprochnow/Desktop/Signatures/MySignatures/Mik

Review Your Signature:
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8. Once you have clicked the “accept” button, a faint image of your signature follows your mouse
pointer around the document. Just hover over the place on your document that you want your
signature to be placed and press your left mouse button. You will see you signature now on the
document with a blue box around it. You can left click-hold inside the box and drag the
signature to the desired location. You can also Left click-hold one of the small boxes along the
blue border and drag the box larger or smaller to make the signature the desired size. *Note —
From now on when you open a document in Adobe Acrobat Pro, you just click on the “Place
Signature” button in the “Fill & Sign” tools to bring your signature back to the mouse pointer for
placement.

9. If you need to add anything to the document such as a date, go to the “Fill & Sign” tools again.

Click the “Add Text” button. Just click on the document where you want to add text and type
the desired text. Proceed to “How to Flatten a Document Correctly” section.

Tools Fill & Sign Comment

P

v Fill & Sign Tools

T AddText
v/ Add Checkmark
Place Initials

Place Signature -
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How to Flatten a Document Correctly

1. To flatten the document, click the “print preview and print” icon in the tool bar at the top of the
page(1) or click on “File” in the upper left-hand corner(2) of the screen and click “Print”(3).

E] ORDER of DISMISSAL flat.pdf - Adobe Acrobat Pro
ile Edit View Window Help

Open | @Createv |@ _{}du @

ven | ING [ @® (] |HB|E

Edit View Window Help |
9 Open... Ctr0
5 Create ’
Save Cirte§
Save &s... Shifts CtrleS
| SwedsOpe. ]
(] Send Fie...
(¥ Get Documents Signed...
Reyert
Close CtieW
Proprties... CtrleD
print.. Culep |
1 C:..\Six Concepts That...ock Your World.pdf
2C:..\How to Write fro Traffic and Money.pdf
gt CrlQ
I |

2. The “Print” window opens. In the “Printer:” field click on the pull down menu arrow on the right
side of the field and click on “Adobe PDF”(1). Now click on the “Print” button at the bottom of

the window(2).

Adobe PDF ~] [ properties |[ Advenced | Help @
les: 112 Print in grayscale (black and white)
Pages to Print Comments & Forms
@Al Document and Markups -
Current page
Pages [L
» More Options Scale: 100%
Page Sizing & Handling (@) 8.5x11 Inches
[ size | [ B Poster [ [€] Muttiple [%] Bookiet ]
©Fit TEST PAGE
© Actual size
© Shrink oversized pages WO
© Custom Scale: 100 %
[7] Choose paper source by PDF page size
Orientation:
© Auto portrait/landscape
° rait
© Landscape
Pagelofl
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A “Save Adobe PDF File as” window opens. You do not have to change the file name, if you do
not want an unsigned copy of this document. If you do want an unsigned copy of the document
then | would suggest either putting the letter “F” or the word “flat” at the end of the file name
so you know which document has been flattened. Now review the rest of the “Save As” window
to make sure the document is being saved in the desired location. Then you will be able to
retrieve it when you need to for the “Judge Review” screen. Click the “Save” button to complete
the save. You are now finished and ready to send the document to the clerk through Judge

Review.

(3] Save Adobe PDF File As

-~ - =
AT l\j » Libraries » Documents »

Organize v New folder

' Favorites Documents library
Ml Desktop Includes: 2 locations
& Downloads e -

| Recent Places
E . Bluetooth Exchange Folder

- Libraries . Custom Office Templates

3 Documents . OneNote Notebooks
& Music . Outlook Files
=) Pictures @ Documentl.pdf
B videos X Test again and again.pdf
T Test doc.pdf
P
1% Computer e

&, Local Disk (C:)

-~ <

File name: testy.pdf

v [43][ sea

Arrangeby:  Folder ¥

Date modified

4/16/2014 9:57 AM
8/10/2015 1:56 PM

8/3/2015 8:48 AM

9/2/2015 10:14 AM
11/13/2015 4:12 PM
11/13/20151:48 PM
11/17/2015 3:21 PM
11/23/201511:18 ...

Save as type: IPDF files (*.pdf)

View Result

[] Protect PDF

Type

File fold:
File fold:
File fold:
File fold:
Adobe A
Adobe A
Adobe A

Adobe A

»

“ Hide Folders

Options ] [

Save
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Sign, Date and Flatten a Document Created in Microsoft Word

1. If you are using an up to date version of Adobe Acrobat Pro XI then there will be a handy
“Acrobat” menu tab at the top of the screen. Click on the “Acrobat” menu tab at the top of the
page(1) and click on “Create PDF” on the left-hand side of the menu(2).
B ©- 0 @ s
FILE HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILINGS  REVIEW ~ VIEW  NITROPRO1Q  ACROBAT
ol .-_ji S =5 = Ly
Create Preferences Create and Mail Create and Acrobat Create PDF and Embed
PDF Attach to Email Merge Send For Review Comments ~ Run Action ~ Flash
Create Adobe PDF Create and Email Review And Comment Create and Run Action  Flash
2. Then a small window will ask you if you want to save this document. If you want to keep an

unsigned copy then click “YES”, if you do not want to keep an unsigned copy then click “NO”.

If “yes” then a “save as” window will open. E

nter the desired file name(1) and make sure it is

saving to the desired location(2). Press “Save” to complete. If “no” then go to the next step.

-

Acrobat PDFMaker =]
Acrobat PDFMaker needs to save the file before continuing.
Do you want PDFMaker to save the file and continue?

-

[ Save As
OQ [ » Libraries » Documents »

Organize v New folder

[ Microsoft Word Documents library

Armange by:  Fold
Includes: 2 locations

B 2| Name ° Date modified
-' z:::l,:ads 1. Bluetooth Exchange Folder 4/16/2014 9:57 AM
5.;_..‘ Recent Places 1. Custom Office Templates 8/10/20151:56 PM
. OneNote Notebooks 8/3/2015 8:48 AM
4 Libraries 1. Outlook Files 9/2/201510:14 AM
@ s % Adobe sign and flatten.docx 11/23/2015 9:53 AM
& Music ] Test again and again.docx 11/13/20151:43 PM

ﬂ_’j Test doc.docx 11/17/2015 2:44 PM

[&5] Pictures
Videos

~ [}

File name: Test.docx

er v

Type

File fold:
File fold
File fold:
File fold:
Microso

Microso’

Microso®

Save as type: [Word Document (*.docq)

Authors: Mike Prochnow Tags: Add atag
[F] Save Thumbnail

# Hide Folders
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3. A “Save as Adobe PDF File As” window opens. This saves the document as a PDF
document(.pdf) instead of a word document(.docx). Since these file extensions are different you
do not need to change the file name of the document, but you can if you want to. Click “Save”
to continue.

[ Save Adobe PDF File As =
ST 5
Uu l@ » Libraries » Documents » v [‘,‘ | Search Documents pel |
Organize v New folder == ~ @
- .
7 Favorites T Documents library Arrangeby:  Folder ¥
Bl Desktop Includes: 2 locations
=
# Downloads Name Date modified Type
] Recent Places
E | Bluetooth Exchange Folder 4/16/2014 9:57 AM  File fold:
53 Libraries 1. Custom Office Templates 8/10/20151:56 PM  File fold:
] Documents 1. OneNote Notebooks 8/3/2015 8:48 AM File fold:
J’ Music |, Outlook Files 9/2/201510:14 AM  File fold:
(&) Pictures X Documentl.pdf 11/13/20154:12PM  Adobe 2
Videos X Test again and again.pdf 11/13/20151:48 PM  Adobe 2
@ Test doc.pdf 11/17/20153:21 PM  Adobe 2
18 Computer T Test.pdf 11/23/201511:18 ...  Adobe A
&, Local Disk (C:
: 2cal DEE(C) ~ ] T ] »

File name: testy.pdf
Save as type: [PDF files (*.pdf)

View Result [] Protect PDF

4 Hide Folders Options ] [ Save

4. Now the document will open in an Adobe Acrobat pro window. If you have not already created
your signature in Acrobat Pro then go to the section, “Creating and adding a signature”(steps 1-
7). If you have already created your signature in Adobe Acrobat Pro then Click the “Fill & Sign”
button in the tool bar(1). Click “Place Signature”(2) and place your signature in the desired
location on the document by hovering with the mouse. Click the left mouse button to drop it
into place.

Toolsy_Fill & Sign | Comment

T AddText
v Add Checkmark

Place Initials

[£~] Place Signature v
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5. If you need to add anything to the document such as a date, go to the “Fill & Sign” tools
again(see #1 in above image). Click the “Add Text” button(see #3 in above image). Just click on
the document where you want to add text and type the desired test.

6. To flatten the document, click the printer icon in the tool bar at the top of the page(1) or click on
“File” in the upper left-hand corner of the screen and click “Print”(3).

@ ORDER of DISMISSAL flat.pdf - Adobe Acrobat Pro
ile Edit View Window Help

Open | @Createv |@ EJ
1 /1|I\

- — e e e
Edit View Window Help ]
S Qpen.. 0
5 Create »
Save Cirle S
Save As... Shifte CtrlS
- Save A3 Other o
(5 Send Fie..
(¥ Get Documents Signed...
Feyernt
Close Ctris W
Propgrties... Ctrl«D
& print.. “Ceep |
1 C:..\Six Concepts That...ock Your World.pdf 1
2 C:..\How to Write fro Traffic and Money.pdf
Ext Cir-Q
B |

7. The “Print” window opens. In the “Printer:” field click on the pull down menu arrow on the right
side of the field(1) and click on “Adobe PDF”(2) and click on the “Print “ button at the bottom of
the window(3).

Print

Printer: [\\NSC DCI\HP 3525C IT - BLKWHT _v]
\\NSCDCI\HP 3525C IT - BLKWHT - le (black and white)
\\NSCDCI\HP 3525CIT - COLOR

o \\NSCDC1\Lanier 433 BAs

Copies:

Comments & Forms

Document and Markups -

" Microsoft XPS Document Writer

29es Nitro PDF Creator (Pro 10)

wor- EE I Sale s6%
Page Sizing & Handling (&) 85x11 Inches
[ s | [ 5 Poster [ [E] Muttiple [E] Bookiet ]
OFit TEST PAGE
© Actual size

TWO

© Shrink oversized pages

© Custom Scale:  [100 %

[] Choose paper source by PDF page size

[7]Print on both sides of paper

Orientation:
© Auto portrait/landscape
© Portrait
© Landscape
Page1 of1
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A “Save PDF File as” window opens. You do not have to change the file name, if you do not
want an unsigned copy of this document. If you do want an unsigned copy of the document
then | would suggest either putting the letter “F” or the word “flat” at the end of the file name
so you know which document has been flattened. Now review the rest of the “Save As” window
to make sure the document is being saved in the desired location. Then you will be able to
retrieve it when you need to in the “Judge Review” screen. Click the “Save” button to complete
the save. You are now finished and ready to send the flattened document to the clerk through
Judge Review.

[ Save Adobe PDF File As

QQ l@ » Libraries » Documents »

Organize v New folder
/¢ Favorites = Documents library ok -
Bl Desktop Includes: 2 locations
“' Dowrlioacs Name : Date modified Type
| Recent Places
= | Bluetooth Exchange Folder 4/16/2014 9:57 AM File fold:
=3 Libraries |, Custom Office Templates File fold:
j Igjiraects . OneNote Notebooks File fold:
J’ Music |, Outlook Files File fold:
& Pictures — 5 Documentl.pdf 11/13/20154:12PM  Adobe A
B Videos X Test again and again.pdf 11/13/20151:48 PM  Adobe A
L Test doc.pdf 11/17/20153:21 PM  Adobe A
1% Computer T T 11/23/201511:18 ...  Adobe g

&, Local Disk (C:)

File name: testy.pdf

Save as type: [PDF files (*.pdf)

View Result [ Protect PDF

4 Hide Folders Options ] [ Save
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Summary(quick outline)

Save document in .PDF format.

Open the document in Adobe Acrobat Pro XI.

Add signature and date if needed(“Fill & Sign” then “place signature”).

Print to Adobe PDF(save document so you know it’s been flattened using “f” or “flat” at end of

P wnN e

file name and remember where you saved it).
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