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How to fix document issues for eFiling 

 

My PDF needs to be flattened to remove form content , macros, annotation, or 

signature panels that are ‘active’ content 
1. Open the PDF. 

2. Do File > Print. 

3. Select any printer that has “PDF” in the title.   

4. This will print (i.e., save as) your document to 

another PDF file and will strip out (flatten) the 

document to remove any active elements. 

5. Save the final PDF as another name to tell the 

versions apart. 

6. Upload the flattened version to the eFiling website. 

7. NOTE: If you do not have a printer with PDF in the title, then scan the paper document and Save 

as a PDF. 

 

My Word document is in .doc and needs to be .docx 
1. Open the Word document that is .doc. 

2. The top of the window will say [Compatibility Mode]. 

3. Do File > Info. 

4. Click the large CONVERT button. 

5. You may get a pop-up about converting. Click OK. 

6. Then SAVE your document. It will save as a .docx format. 

7. Check your document for any formatting changes. 

8. Upload the .docx version to the eFfiling website. 

 


