
Add the sticky note and highlight tools 
to your toolbar items for faster access. 

PRINTING 
When printing be sure to select 
Document and Markups option or the 
word index, cover page, and headers 
and footers will not print. 
 
Under Page Handling 
1. select None for Page Scaling and 
2. uncheck the Auto-Rotate and 

Center checkbox. 
 

Use Summarize Comments to print a 
report of your annotations. 



COPY-AND-PASTE 
Drag over text to copy-and-paste 
transcript portions into WORD 
documents or emails. 
 
For larger selections, click at the 
beginning of the selection then shift-
click at the end. 
 
For multi-page selections; headers, 
footers, watermarks, and word index 
text are not selected.  



BOOKMARKS 
The Bookmarks pane provides quick 
access to the word index pages and the 
exhibit files.  Click to open the word 
index page or the exhibit file. 
 
The Exhibits list also provides a cross 
reference providing every page within 
the transcript on which the exhibit is 
referenced.  Click the Page number to 
navigate to the page. 



EXHIBIT ATTACHMENTS 
Deposition exhibit files are attachments 
to the transcript and can be found be 
clicking the paperclip icon. 
 
From the Attachments window you 
may: 
1. Open the exhibits. 
2. Save the exhibits as separate file(s). 
3. Search the exhibits. 



ANNOTATION TOOLS 
Using Adobe Reader add the sticky 
note and highlight tools to your toolbar 
items for faster access.  Select View > 
Show/Hide > Toolbar Items > 
Comment and click to check to display 
the Sticky Note and Highlight Text tools.  
Or faster, right-click the Toolbar and 
select Comment. 
 
*You may need to make your window 
wider to provide room for these options 
to display. 
 



ANNOTATION BUTTONS HIDDEN? 
If your Annotation tool buttons are not 
shown, size your window wide enough 
to provide space to show the markup 
tools.  If your window is too narrow 
there will be insufficient space for their 
display – they will be hidden. 
 
Or click Comment to show the 
Annotations Side Panel. 



PRINT ANNOTATIONS 
Select View > Comment > Annotations 
to access your annotation tools and see 
the Comments List, a summary of all 
your annotations in a side panel. 
 
The Comments List can be searched and 
sorted/selected  by type, commenter, 
or checkbox status.  Selected comments 
can be shown or hidden. Or use File > 
Print > Summarize Comments button to 
print a summary report of your 
annotations.  



NAVIGATION BUTTONS 
Right-click the Toolbar and select Page 
Navigation then check the Previous 
View and Next View options to add 
them to the Toolbar.   This provides the 
“back button” familiar to users of web 
browsers. 
 
This is especially useful when using the 
word index to find a particular word 
reference.   If the page:line clicked in 
the  word index is not the correct 
reference, click the back button to 
return to the word index. 



SEARCH TOOLS 
The simple Find (Ctrl+F) provides a 
small search box to enter search text. 
 
The Advanced Search (Ctrl+Shift+F) 
provides a separate Search window 
with Advanced search options including 
Boolean, Stemming, and Case-Sensitive 
searches. 
Select All PDF Documents in to select a 
folder of PDF documents to search at 
once.  Search all your documents in the 
case with one search. 
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