
 

 
US_ACTIVE:\

Reda
These in

an older

Reda

The Red

from PD

appear 

text or r

1. C

T

2. (O

c

p

3. S

4. M

f







5. T

p

6. If

r

m

7. T

P

8. C

t

\44074020\1\99980

action 
nstructions 

r version of 

action In

daction too

DFs. In plac

as colored

redaction c

Choose Vie

Toolbars > 

Optional) T

click Redac

property se

Select the M

Mark items 

ollowing:  

 Click an

text that

 Double-

 Press C

line, a b

method 

docume

To preview 

pointer ove

f you made

right click a

marks.  

To redact th

Protection/R

Click OK to 

the docum

0.0218 

of a P
also work w

f Acrobat, se

nstructi

ols let you p

ce of the re

 boxes, or 

odes to ap

ew > Tools 

Redaction

To set the a

ction Prope

ettings.  

Mark For R

you want t

nd Drag to s

t are OCRe

-click to sel

Ctrl/Control 

lock of text

to select a

ent that is n

how your r

er the mark

e a mistake

and select D

he marked 

Redaction 

remove th

ment until y

PDF U
with Adobe 

ee Redactin

ons fro

permanent

emoved ite

you can le

ppear over 

> Protectio

) 

appearance

erties. See 

Redaction to

to remove b

select word

ed.  

lect a word

as you clic

t, an objec

areas of a p

not OCRed

redaction m

ed area.  

e or want to

Delete to re

items, click

toolbar.  

e items. Th

you save i

sing A
Acrobat 8 

ng a PDF U

om Ado

tly remove 

ms, you ca

eave the ar

the redacti

on. (In Ado

e of redact

below for p

ool.  

by doing a

ds, sentenc

d or image. 

ck and drag

t, or an are

page in a s

or is OCR

marks will lo

o redo the r

emove the 

k Apply Re

he items a

t.  

Adobe A
and 9 Profe

Using Acrob

be Acro

(redact) vi

an have red

rea blank. Y

ion marks. 

obe Acroba

tion marks,

preferred 

ny of the 

ces or lines

  

g to select 

ea. Use this

scanned 

Red poorly. 

ook, hold t

redactions

redaction 

edactions in

aren’t perm

Acrob
fessional.  I

bat 6 or 7. 

obat 

sible text a

daction ma

You can sp

 

at 8 or 9, ch

, 

s of 

a 

s 

 

the 

, 

n the 

manently r

at X P
If you are us

and images

arks that 

pecify custo

hoose View

removed f

Pro 
sing 

s 

om 

w > 

rom 



 

 
US_ACTIVE:\

9. If

u

10. C

d

o

Y

(

 

Pre

Gene

text t

below

publ

using

 

\44074020\1\99980

f you want 

using the E

Choose File

don’t want t

original ver

You should

CONFIDE

eferred 

erally you w

that the ma

w. Howeve

icly) you m

g a black fi

0.0218 

to search f

Examine Do

e > Save A

to overwrit

sion), be s

d name the 

NTIAL) to t

Redac

will want to

aterial has 

er in some 

may want to

ill color is p

for and rem

ocument fe

As > PDF, a

e the origin

ure to save

file accord

the filenam

ction Pro

o redact us

been reda

instances 

o indicate c

preferred. 

2 

move hidde

eature, click

and specify

nal file (you

e the file to

dingly, e.g.

me to reflec

operties

ing white f

cted. Note

(as in reda

clearly what

 

en informat

k Yes. Othe

y a filenam

u usually w

o a differen

, add (RED

ct which ve

s Settin

fill color and

e the comm

acting a con

t has been

tion in the d

erwise, clic

me and loca

will want to 

nt name, loc

DACTED) o

rsion it is.  

ngs 

d indicate w

monly used 

nfidential b

n redacted, 

document b

ck No.  

ation. If you

keep the 

cation, or b

or 

with overla

settings 

brief to be f

in which c

by 

u 

both. 

ay 

filed 

case 



 

 3 
US_ACTIVE:\44074020\1\99980.0218 

Best Practices Summary  

Keep in the mind the following when taking on projects that require redaction.  

 Do not forget to apply redactions! Simply marking text and graphics does 

not actually remove it.  

 Carefully review scanned documents because OCR is not a foolproof 

process. The Search and Redact feature finds text only in searchable 

documents.  

 Review all documents prior to submission. A two-person review team catches 

many more errors than a single person.  

 Know your court rules and judge’s orders regarding redaction. Ask the clerk of 

the court for clarification if you need more information.  

 Don’t skip the examine document step. Inexperienced users might only cover 

up information in electronic sources and mistakenly believe it is redacted. The 

Examine Document feature can detect and fix these issues. 


