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Redacting in Adobe

Acrobat Professional 9 contains several features that legal professionals may find helpful. One
feature, the Redaction Tools, enables you to mark text, images, and sensitive areas for redaction,
and then permanently apply the redaction. You may modify the appearance of redaction marks,
including color and codes. Furthermore, you can use the Search option to find a specific word or
phrase, and then mark some or all of the search results for redaction.

Marking for Redaction

1. Click the View menu, point to Toolbars, and then click Redaction. This makes sure
that the Redaction Toolbar is visible at the top of the application and is available for ease
of use.

2. To mark content for redaction, click the Mark for Redaction toolbar button.

Adobe.pdf - Adobe Acrobat Pro

Comments  Forms  Tools  Advanced  Window  Help

lne T @ Cullabw /J Sign - Forms = E Multimedia *

3. The following message appears:

Using Redaction Tools

Redaction allows you to remove sensitive information from your document before you
publish or distribute it.

Mark for Redaction

= Use this tool to mark text or graphics for redaction. Selecting text will mark that text
IJ for redaction, or you can double-dick an image and that image will be marked for
redaction. If your document's text and graphics cannot be selected (for example, a
scanned document), you can use the Mark for Redaction tool to simply draw a
rectangle around a region to redact everything within that region.

Apply Redactions

E& Redactions are not applied permanently until you select Apply. Select Apply when your
redaction marks are complete,

IMPORTAMT! After you apply redactions, you will be prompted to rename your document
during your next save. You may wish to choose a new name for your document in order to
have one copy without redaction and another copy with redactions applied.

4. TIP: If you want to avoid seeing this message in the future, click the Don’t show again
check box. Click OK to continue.

5. Mark items you want to remove by performing either of the following:
e Double-click to select a word or image.

e Drag to select a line, a block of text, an object, or an area. Use this method to select
areas of a page in a scanned document.
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6. To preview how your redaction marks will look, hold the mouse pointer over the marked
area.
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7. To redact the marked items, click the Apply Redactions toolbar button.
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8. The following message appears:

%]

‘fou are about to permanently redact all content that has been marked for
! redaction. Once the document is saved, this operation cannot be undone.

Are you sure you want to continue?
IMPORTANT! During your next save, you will be prompted to rename your

document. You may wish to choose a new name for your document in order to
have one copy without redaction and another copy with redactions applied.

Cancel |

9. Click OK to confirm the redaction. The items are not permanently removed from any
Indexing until you perform the next step and save your document. The following
message appears:

%]

| Redactions have been successfully applied.

-
Would you also like to examine your document for additional document
information?

[~ Always perform the selected action:

10.

11. The following Examine Document View Panel will display on the left.

Examine Document

fﬁ a United States Govemment

NATIONAL LABOR RELATIONS BOARD
Status:
Raglon 8

Ezami docurnent.. . Done -
1240 East 5th Strest - Room 1635 miephone: (216) 522-3715
Far (216) 522-2418
LU LU UL Clewsland, OH 441952088 * o . nirb.gov
Results: 1 = October 3, 2007

E T D15.9-UD-4000.Test « |
4% Metadata (1 item)

Re: Indusirial Energy Sysiems, Inc. (IES)
Case Nos. 3-RV-1087 5-RM-1088 and 8-RM-1053

Desr Sir or Madam:
-
I _'I_I The shove-captioned cases, petidoning for an investdmstion and cemificaton of
Tepresentative wmdsr Section 9 of the Matomal Labor Felagoms Act, have been carefully

mvestigated and considersd

Acrobat has examined . . . ; .
waur document and Inssnmach as the project has not yet commenced and the bargaining wmit work is not yet

F d this inf Fi ‘being performed it cannot be determined who is in the bargzining wnit  Therefore, no question
oun I Inrarmation. CODCETNNE representation cTently exdsts. In addition, it is premature to file the Petifions undsr

Click ove Deldewa since the slaction processes are invoked wnder Deldewa = qfter the relarionship has
selected items, been astablished emd iz aperational. (382 NLRE 1356 f45). Even assuming without deciding
that an 8(f) relationship has been estsblished by the ewistence of an Amended Project Labor

Agresment since the project has not yet cormmenced. it cannot, in amy sense. be determined that
the 8(f) relationship is operational. The processing of the Petitions under Dekdewa is premanme.

Remave | Mo question concerming representstion cmrendy exists.  Therefore, I am dismissing your
petitions.

i Ad|

12. Click the Remove button in the View Pane.
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13. The below message will open. Click Yes to permanently remove the data and to remove
it from any Indexing automatically performed by Adobe when the document is made
searchable.

x|

' When wou remoyve any of these items, ywou also remove digital signatures,
u Adobe Reader extensions, review and forms warkflows, and document
information added by third-party applications.

[ Do not show this message again

| Ik I Cancel

14. Once complete, the following message will display that Adobe has removed the selected
items.

[>]

Y
Ig Examine Document

United States Government

NATIONAL LABOR RELATIONS BOARD

Region 8
1240 East 5th Strest - Room 1635 Telephone: (216) 522-3715

Far [216) 522-2418 |
Cleveland, OH 44135-2086 waw nlrb. gow

Results:

=5 DIS.9-UD-4000.Test - |
% Mekadata

Re: Indwsiial Erergy Systems, Inc. (IES)
Case Nos. S-BM-1087, 5-RM-1088 and §-RM-1083

October 3, 2007

Diear Sir or Madam:

The sbove-captoned cases, pefiioning for an investigation and cemification of
representative wnder Section 9 of the Matonal Labor Felatoms Act have been carefully
imvestigated and considered.

Inasnmach as the project has not yet commenced and the bargaining mmit work is not yet
Acrobat has removed al being performed it cannot be determined who is in the bargaining wmit Therefore, no question
selected 'tems' Che_lnges CONCEMMINE representation oETently exists. In additen, it is premanre to file the Petifions undsr
are not applisd until vou Dekdevwa since the elaction procasses are invoked under Deidewa *. ... qfter the relasionship has
save the document, been esfablizhed and i operational.” (282 NLRB 1386 fr43). Even asswming without deciding
that an 8(f) relatonship has besn established by the existence of an Amended Project Labor
Agreement, since the project has not yet commenced, it cannot, in amy sense, be determined that

15. Click the File menu, and then click Save As. The Save As window appears.
16. Specify a filename and location so you can locate the file to upload into NxGen using the
Redaction Version of the same document.

Redaction Tools (Optional)

Additionally, you may specify custom text or redaction codes to appear over the redaction marks.

1. Click the View menu, point to Toolbars, and then click Redaction. This makes sure that
the Redaction Toolbar is visible at the top of the application and is available for ease of
use.
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2. NOTE: If you want to set the appearance of redaction marks, you have to do so before
you mark content for redaction. Once you redact content, you cannot change the
appearance. To set the appearance, click the Redaction Properties toolbar button.
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Fedaction Tool Propertiesi

3. The Redaction Tool Properties window opens

a) To change the color of the redacted content, click the Redacted Area Fill Color
button, then select the desired color.

b) If you would like to include text over the redaction, click the Use Overlay Text check
box.

¢) You can write your own text to appear over the redaction or select a predefined code.
To provide your own text, click the Custom Text option, and then type the text in the
box provided. To select a predefined code, click the Redaction Code option, then
select the appropriate item in the Code Sets and Code Entries lists.

d) When complete, click OK.

Redaction Tool Properties x|
I General |
Redacted Area Fill Color: [l I™ Use Overlay Text
[ Overlay Text
Eont: I Helvetica j
Font Size: IIIJ I | Auto-Size text o fit redaction region
Font Color: = Repeat Overlay Text

Text Alignment: _I _I _I
& Custor Text:

€ Redaction Code:

Code Sets: Code Entries:
U.5. FOIA -
L5, Privacy Act
]
Edit Codes
 Loced et |

The Redaction Tool Properties Window
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