
Creating One PDF File with a filing that will not Print-to-PDF 
 
Occasionally, a user may run into a filing that will not Print-to-PDF.  This document will 
walk the user through creating their own PDF file combining all pieces of the filing into 
one.  This will allow a user to have a PDF copy of the filing saved to their computers for 
backup purposes. 

 
Setup 

 
1. Open the Transmittal Header 
 
 

To Open the TH click on the link 
next to the folder 

 



2. Click the “Printable” button 
 

 
 

3. Click the “Print” button in the new window 
 
 

Press this button to bring up the 
Printer Dialog Box 

 
 



4. Select Distiller as your printer 
 

 
 
5. Click “Print” 
 

 
 
6.  Choose a place on your Hard Drive to Save the file (i.e. a new folder with the 
tracking number name) 

 



7. Rename the file to its corresponding piece of the SERFF Filing (TH, CH01, 
CH02, etc.) 

 
 

Rename the file to its 
corresponding filing piece. 

 
 
8. Click the “Save” button 
 

 
 

9. This will create a PDF version of your TH. 
10. Repeat this with the Disposition, PRs, and CHs on the filing. 
11. Save the attachments to your hard drive 
12. You can then combine them all together using Acrobat. 
 



Combining Adobe Acrobat Documents 
 
13. To do this open the TH.pdf in Acrobat 
 

 



14. Click on the Thumbnails Tab 
 
 

Click on the 
Thumbnails tab 

 



15. Right click on the last page of the TH 
16. Choose “Insert Pages” 

 

 
 

17. Select the next piece of the file, i.e. CH01.pdf or Disposition.pdf 
18. Choose to insert “After” 
 

 
 
19. Press “OK” (This will add the next PDF to the original) 
20. Repeat this for the entire filing adding CHs, attachments, and PRs 



21. Once you’ve done this you can then save the file to your hard drive and you will 
have the entire filing in one PDF. 

 
 

Click on the Diskette Icon to Save 
the file to your hard drive. 
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