Adobe Acrobat PDF File Tips and Suggestions'’

Adobe Acrobat PDF File Tips and Suggestions™.. . .. ... ... .. 1
Portable Document Format. . . ... ... ... .. 1
How to locate the current acceptable pdf size limits in CM-ECF. . ................. 1
Creating smaller electronic PDF files.. . . . ... ... . 2
Splitting a multi-page PDF into separate PDF files. .. ........ ... ... ... ........ 4
Merging separate PDF files together into one PDF file (inserting pages). ........... 5
Converting PDF files from other programs (Word, WordPerfect, Excel, etc.). ... ... .. 5
Free Adobe Reader.. . ... ... 6
For additional assistance.. . . ... . . 6

Portable Document Format

PDF stands for Portable Document Format (PDF). A PDF is a snapshot of a document
usually created from another program (e.g., Microsoft Word, Corel WordPerfect, etc.).
Documents for filing in the United States Bankruptcy Court’'s Case Management-
Electronic Case Filing (CM-ECF) system must be PDF files.

How to locate the current acceptable pdf size limits in CM-ECF

The maximum PDF file size is given in megabytes (MB) and is currently 2.5 MB.
The maximum size for a PDF file with attachments of additional PDF files (i.e.,
exhibits) (known in the CM-ECF system as a “multiple document”) is 12.5 MB.
This information usually changes with each upgrade of the CM-ECF system. To
check the current size limit, log into the CM-ECF filing system.

1. Click Utilities

2. Click Court Information

3. The information for a single document is the Maximum PDF File Size
(MB) is listed under Court Details

4. The information for a multiple document, which occurs when you

click Attachments to documents yes, is the Maximum Merge
Document Size (MB) is listed under Court Details

SEC

Ttihties

' These instructions are a basic guide and were created using Adobe Acrobat 9 Pro;
other versions may require modifications.
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| Court Details
|Cuu.:t‘s Mame |New Mezco

|Suftwara Version | Thisis for a document scanned as one image. | |CMIECF'BK V333

ECF Go Live Date ﬁ June 13, 2006
Masimum PDF File Size (MB) 25
Maximum Merge Document Size (MB) 125

| Thisis for a document separated into multiple pages. i

Creating smaller electronic PDF files

Smaller electronic PDF files are preferable because uploading them to CM-ECF is
quicker and they take up less room in the electronic system, which speeds up the rate
at which the system operates.

To minimize the size of a PDF file you have already created, click Document on the
Adobe menu. The three methods shown on the screen you will see (displayed next)
are listed in preferred order for the best results:

* Optimize Scanned PDF, or
+ Reduce File Size, or
* Flatten Document

Selecting any of these options will effect the choice. Optimizing a scanned PDF file
(sometimes even if the underlying PDF file was not created by scanning) removes
hidden coding that takes up space (electronically speaking). The same holds for
Reduce File Size and Flatten Document. They all achieve the objective of minimizing
the size of the PDF file.
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& Create a PDF File_pot - Adobe Acrobat Pro

Fle Ed® View | Document Comments Forms Toole Ac

Delete Pages.... 5 hifit+Crrl+Dr

Ciop Pages. . Shift+«CrileT
Rotate Pages. .. Shift+Cd+F

Reduce File Slit:
Examine Document. ..
Compane Documents .

Hdd Eookmark Chi+E

Select one option. Again, you will likely get the best results from, in order, Optimize
Scanned PDF, Reduce File Size, and then, Flatten document.

Page 3 of 7



Splitting a multi-page PDF into separate PDF files

From the Adobe menu click on Document. The two methods shown below are
listed in preferred order for the maximum results:
Extract Pages

Click Extract Pages Select the pages to be A dialog box entitled “Browse
extracted, select Extract For Folder” will open, select
Pages As Separate Files, the appropriate folder for the
and click OK extracted pages. Repeat as
many times as necessary.

B Create a POF FHie.pdt - Adobe AcrobBat Pro

Fie Edit View | Document Comments Forms Tools A Extract Pages

) creste - LT"# Hesder & Foober g

- Background » Frarm: |3 Tas |E| of &

i Wwiatermark L3

—"_i H [T Delete Pages After Extracting
Ipsett Pageas L4
Sticky T I ¥ Extract Pages As Separate Files
Ber HL Cancel |
Cradete Pages. . ShaftsCarlsD
I 5Splt Docurment . ]
Crop Pages... Shaft+ChilsT
Rotate Pages... Shat+CirksR
- Split Document x|
e Scan to FOF L
Diptimize Scanned POF Split docurnent by
DOCA Tesxt Recogrataon b
" Mumber of pages
Flather pagpe =
Flitton doc [Max pages: |2 j
Feduce File Sige. ¥ File size
Examgne Document.. Max ME: Iz_ﬂ
Cormpane D ocuments. .
"~ Top-level bookmarks
Add Bookmark Cril+B
ﬁ Attach a Fie... i Cukput Options | Apply bo Mulkiple | Zancel |

Split Document

Click Split Document | Split by Number of Pages or | A dialog box will open

File Size and click OK indicating the split was
successfully split into #
documents or File size
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Merging separate PDF files together into one PDF file (inserting pages)

From the Adobe menu, click on Document.

» Select Insert Pages From File

» A dialog box entitled “Select File To Insert” will open. Select the pdf
file to be added to the document and double click on the pdf symbol

« A dialog box entitled “Insert Pages” will open

» Select the location from the drop down menu for After or Before the
current page

» Select the Page criteria First, Last, or Page (enter a specific page
number if Page is selected). (This is where you want the inserted
pagel[s] to appear — first in the series, last in the series, or in the middle
of the document and click OK

+ The additional pages have now been inserted

» Save the new document

& Create a P ; 3at F
Fla Edt View | Document Commerts Forms Tool: Advanced ‘Window Help
:',j': o Heades & Foober l*;g_., EF“"E' E”..
Background L
] = ' stermark: v &) & | 8 8 s
Ceteae
< ) oo S e L
Extract Pages... i rom Chpboard .
Beplace Pages:
Delets Pages. .. Shaft«CrrdeD
Split Document..

Insert Pages x|

Insert File:  Clark, pdf

Location: I.ﬁ.Fter
P
=k Before

£~ First
" Last
-‘[ (o Page: |1 of &
-’
My Computar
- ok I Cancel
|

-
(LT File name: [Matice of Compliance pdt -] Select
Places

Flesoitype:  |Adobe FOF Files ["pdl] zl Cancel
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Converting PDF files from other programs (Word, WordPerfect, Excel, etc.)

To convert a document to a PDF file you must have a program that creates PDF

files

. If your word processing software has PDFMaker installed, click the pdf
icon (see the items highlighted in green, below) and the file will
automatically convert

: File Edit View Insert Format Tools Table
Acrobat menu

E_ : TimesNewRoman + 12 ~ | B I U | =

m_ Acrobat icons

Window  Help

. If your word processing software does not have PDFMaker, click File >
Print > change the printer name to Adobe PDF and click OK

. A “Save PDF File As” box will appear

. Name the file and save it to the desired location

|_?\{J_'-_"_~f-'|"-'-rfr_-|:t X4 - FASTATS Isabelle and April\,Stats procedure.wpd (unmnosdifi
lemm Fomat Table Tool: ‘Window Help Structured Writing

D 1M . Etl'l"’" 1|I_| ;E |
——  Hew fiom Project.., Chil+5 bt +M .
ia Hew XML Document. . ke irH-HNw} jl -
= Dpen.. Cirk0 2 " ‘
% w‘ L i Z i L, - 1 a L, I L i L i 1 i L = 1
Save Cil+5
Save As F3
_SMWHM
Signature *
Document . i‘J‘NITED STaTEs BA

— Prinker

Name: |~dobe POF -]

habus: Vippi /10,20, 215, 1204 &dminCopier

* ipp:/i10,20,.215, 1200 ColorLaserPrinter
Type: 'l,'l,lpp [110.20.215.120\OpshorthRicoh3aPL4 100
10.20,215,120Y0PSS0ukhL 2430 =

— Prink Rang
e al  [Fax
HP Laset Jet P1005S
£ Currer Microsoft ¥P'S Document Wriker
" curped MM Fax Prink Driver

Smart Label Prinker 200 & 420
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Look inc | 9 PDF to Insert 5| € 3. B HEL

k i — Mobice of Compliance. pdf !

My Recent
Dr oLl 5

Dreskbop

4

My Documents

Fili= msmees: IN otice of Compliance. pdf ""I Select
Files of lype: [2dobe POF Files (~.pdf) =1 Cancel |

Free Adobe Reader

The free Adobe Reader will not permit you to create PDF files. It is only
designed to view pdf images. You can type information into interactive PDF files
(aka fillable, dynamic, and data-enabled PDF files), but Adobe Reader will not
save the data, so you must print the completed document to paper before
closing it.

For additional assistance

Please contact the court’s CM-ECF Help Desk at 505-348-2480 (or 866-291-
6805, press #3). You may also e-mail the ECF help desk at
ecfhelp@nmcourt.fed.us.

Revision history

Date Comments By
May 7, 2010 | Created from a revision of various AC &
documents to address the most common MGG

questions we receive on PDF files.
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