Wisconsin circuit court eFiling guide series

Flattening PDFs

If you receive an upload rejected error message stating “PDF contains form content,” your
document contains some complex elements—such as editable text fields, comments, or
signatures. To rectify this, you will need to flatten your PDF to convert these elements into a
simple, “flat” image. The easiest method to do so is to use the “Print to PDF” feature in Adobe
Acrobat or in Google Chrome. Note: This process can also be used to reduce the size of a PDF.

Documents

Upload your filing document and additional documents below.

« The choices available in the document type mend below will fill in appropriately depending on an uploaded document's format (.pdf or .docx).
« Documents must be less than 10 MB in size and standard letter or legal size.

« Do notinclude the signature block on proposed orders

« Formore details on technical requirements for documents see the support page.

To upload multiple documents using Firefox, Chrome and Internet Explorer 10 or higher, first select a file you want to upload and then press and hold the Ctrl
key while selecting each of the other files to upload.

Upload documents

File name Status Document type Document title & :eal Remove
Exhibit C - Rewvision Upload rejected Reason: The F'DE _cuntains form content. Click here for instructions to make the document Remove
- 2012 pdf compatible for eFiling. —
Previous Caontinue
Adobe Acrobat
1. In Adobe Acrobat, open the PDF you need to flatten.
2. Select File > Print.
m Edit View Window Help
% Open... Ctrl+0 o [ —
& Gen W eled(=] ] HE | 22|k
'@ CreatePDF Online...
Save Ctrl+5
Save As... Shift+Ctrl+5
Save As Other... L4
C:E:, Share Files Using SendMow Online...
Send File...
[£F Get Documents Signed...
Revert
Close Ctrl+W
Properties... Ctrl+D
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3. Select the Printer dropdown and choose any option that has PDF in the title. Change the
Comments & Forms dropdown to Document. Select the Print button.

Print

R

IPrinter: CutePDF Writer

v]I| Properties |’ Advanced ]

Copies: |1 =
Pages to Print
@ All

(7) Current page

[ Print in grayscale (black and white)

() Pages |[1-2
¥ More Options

Page Sizing & Handling (i)

Help &
Comments & Forms
[ Document v]

[ Size H B:Dposter H Multiple H EBookIet ]

© Fit
() Actual size
@ Shrink oversized pages

() Customn Scale:  |100 %,

Orientation:
@ Auto portrait/landscape
() Portrait

() Landscape

Page Setup...

Choose paper source by PDF page size
["] Use custom paper size when needed

’ Summarize Comments ]

Scale: 100%

8.5x11 Inches

o

wtazars

......
Carm m

Pagel of 2

I Print h]l ’ Cancel ]

Note: If you do not have a PDF option in your dropdown, you can download CutePDF—a
free PDF converter—Dby clicking here.

4. Choose a location to save your new PDF and enter a new name to differentiate it from your
original version. Select the Save button.

Fave As

E =

Save in:| , Metadata

MName
@Metadata.pdf

x| = & e B
Date modified Ty
5/19/201711:22 AM A

4 | mn

File name: |Flattened Metadatalpdf

—

I I Save

Save a3 type: |PDF Files (" pdf)

~| Cancel

Wisconsin Court System (10/2017)

Page 2


http://www.cutepdf.com/download/CuteWriter.exe

Wisconsin circuit court eFiling guide series Flattening PDFs

5. You will now be able to upload your newly saved PDF to the eFiling website.

Google Chrome

1. Open a Google Chrome browser window and drag your PDF file into it.

New Tab *

C|a

5 Apps [ HELP @ZenDesk ' eFiling Test [ Wiki Dev Links PRD ' eCourts administratic @ User Guides

Google

B (el

—
@uv| .« Staff » cgraff » Downloads » Metadata v|‘f|| Sean

Organize v OpenwithAdobeReader){I - Print New folder
-
X Favorites Name Date modified Type Size

Ml Desktop E| [T Metadata.pdf
4 Downloads B

5/19/2017 11:22 AM  Adobe Acrobat D...

=1l Recent Places

4 Libraries
3 Documents

J’ Music
1l 3

B Dk

2. Select the Printicon in Chrome’s PDF viewer. Alternatively, you can select Ctrl + P.

I_E.:.@ i

(AP /USER/Staff/cgraff/Downloads/Metadata/Metadata. pdf
[ Wiki Dev Links PRD @ eCourts administratic () User Guides

hg Test
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3. Select the Change button in the print window. Select Save as PDF. You may need to use
the Search destinations search bar to locate this option.

/ [ GF-175: Affidavit of Nor X \1\ !

< C | @ filey//wicourts.gov/CCAP/USER/Staff/cgraff/

Print

Total: 2 sheets of paper

Print _ Cancel _

Destination et 6th Floor 1
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Save as PDOF
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4. Select the Save button. Select a destination and enter a new file name in the window that

opens and then select Save again.

L

4 \
/ [0 GF-175% Affidavitof Non X %%

C | @ file://wicourts.gov/CCAP/USER/Staff/cgr

4. Downloads

15| Recent Places

m

4 Libraries
@ Documents
J? Music
[ Pictures

B videos |

. Computer
&, Local Disk (C:)
S Group (Nwicourt
5 CGRAFF (\\ccap-
C# Instructions () -~

Print
Total: 2 pages
Cancel
P Save as PDF
Destination
Change...
€ Savehs = =
.
@Uv| . ¢ Network » wicourts.gov » CCAP » USER » Staff » cgraff » Downloads » Metadata v|¢,|| Search Metadata Pl
Organize « New folder EER (7]
=
e MName Date modified Type Size
Bl Desktop m Metadata.pdf 5/19/2017 11:22 AM  Adobe Acrobat D... 327 KB

I File name: Flattened Metadata.pdf

Save as type: | Adobe Acrobat Document

“ Hide Folders

I §avel\ ]I ’ Cancel
LN

5. You will now be able to upload your newly saved PDF to the eFiling website.
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