
APPENDIX B
What is a PDF file?

Port able Document  Format  (PDF) is a universal f ile f ormat  that  preserves all f ont s, f ormats, graphics

and other t ypeset t ing at t ributes of  a source (original) document ,  regardless of  w hat  applicat ion w as

used to create the source document .     PDF f iles are most  easily  v iew ed using A dobe Acrobat

Reader® , w hich is a f ree dow nload available f rom w w w .adobe.com.

Why Convert Word and WordPerfect Documents to a PDF File?

PDF f iles are compact  and are easily  and quickly  t ransmit t ed v ia the W eb or t hrough elect ronic mail.  

A lt hough PDF f iles can be shared, v iew ed, nav igated and printed, PDF f iles cannot  be edit ed or

alt ered by the recipient , t hus preserv ing the integrit y  of  t he source document .

You must  convert  all of  your documents to PDF format  before submit t ing the documents to the

Dist ric t  Clerk ' s Of f ice through the Elect ronic Case Filing (ECF) system. 

How  Do You Convert a Word Processing Document to a PDF File?

1. WordPerfect 9 or later versions:

W ordPerfect  9  and later versions have a built -in capabilit y  t o convert  any document  to a

PDF f ile:

1 . Open the source document  in W ordPerfect .

2 . W hile t he source document  is on the screen, choose FILE f rom the menu bar.   

3 . From the drop-dow n FILE menu, select  PUBLISH TO PDF.

4 . To save the source document  as a PDF f ile, t ype the document   name w here 

prompted in the PDF w indow .  To save the PDF f ile t o a f loppy disk, place f loppy

disk in appropriat e hardw are slot ,  and t ype A:\[document name] in the “ Publish To

PDF”  pop-up w indow .  Press “ OK”.   

The source document  is now  saved in PDF format  eit her on t he hard drive or on a f loppy

disk.   

2 . All other WordPerfect versions, MS Word, or other Applications:

To convert  a source document  f rom an applicat ion other t han W ordPerf ect  9 , A dobe 

A crobat  5 .0 ®  (w hich contains a “ w rit er”  f unct ion) must  be installed on your computer.  A dobe

A crobat  5 .0 ®  is available for purchase f rom w w w .adobe.com.

1 . Open the source document .

2 . From the menu bar,  select  PRINT.

3 . In the “ Printer”  w indow , select  CURRENT PRINTER.

4 . A t  t he drop-dow n menu in the CURRENT PRINTER w indow , select  ACROBAT

DISTILLER.  

5 . Press “ OK”  to print  t he f ile t o your hard drive or f loppy disk, instead of  t o the 

printer.

6 . A f t er you press “ OK” , verif y  t hat  t he SA VED FILE TYPE is PDF,  and

press t he SAVE but t on.
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