



Skip to content





	

Community








Back


	


Back


	

Academic Access


	

Certified Consultants


	

Customer Community


	

Developers


	

Incubator Program


	

Referral Program


	

The Reisman Awards










	

Region







Back


	


Back


	

North America


	

United Kingdom


	

Ireland


	

Australia










	
Login






























Try For Free






	

Products








Back



Legal Software


	


Back


	

Law Practice Management

Clio Manage


	

Client Intake & CRM

Clio Grow


	

Document Automation

Clio Draft


	

Apps & Integrations

250+ integrations to choose from








Manage Your Firm


	


Back


	

Calendaring


	

Case Management


	

Collaboration


	

Contact Management


	

Document Management


	

Firm Communications


	

Legal Aid


	

Medical Records & Settlement Management
New


	

Mobile App for Firms


	

Task Management








Bill Efficiently


	


Back


	

Accounting


	

Billing


	

Firm Reporting & Insights


	

Online Payments


	

Time & Expense Tracking








Engage Clients


	


Back


	

Appointment Booking


	

Client Intake


	

Client Portal


	

Client Relationship Management


	

Documents & E-Signatures


	

Google's Local Services Ads


	

Websites


	

Workflow & Email Automation








Manage Documents


	


Back


	

Advanced Document Automation


	

Court Forms


	

Template Building







All Features
What's New





	

Practice Areas








Back



Areas of Practice


	


Back


	

Administrative Law


	

Bankruptcy Law


	

Business & Compliance


	

Civil Litigation Law


	

Criminal Law


	

Elder Law


	

Employment Law


	

Estate Planning Law


	

Family Law


	

General Practice


	

Government Law


	

Immigration Law


	

In-House Counsel


	

Intellectual Property Law


	

Personal Injury Law


	

Real Estate Law


	

All Practice Types








Firm Size


	


Back


	

Solo


	

Small Firm


	

Mid-Sized & Large Firms










	
Pricing

	

Resources & Events








Back



Resources


	


Back


	

Blog

The latest legal insights


	

Customer Stories

Hear from lawyers like you


	

Guides

In-depth reads on hot topics


	

Hubs

Curated article collections


	

News & Press

Clio in the news








Topics


	


Back


	

AI for Law Firms
New


	

Law Firm Billing


	

Law Firm Marketing
Popular


	

Law Firm Operations


	

Law Firm Productivity


	

Lawyer-Client Relationships


	

Legal Document Templates


	

Starting a Law Firm
Popular








Industry Reports


	


Back


	

2023 Legal Trends Report
New


	

Webinar: Key Insights from the 2023 Legal Trends Report


	

Legal Trends for Mid-Sized Law Firms


	

State Specific Insights


	

Hourly Rate Benchmark Calculator


	

All Industry Reports








Training Courses


	


Back


	

Clio Onboarding Courses


	

Clio Academy








Events


	


Back


	

All Upcoming Events


	

Clio Cloud Conference


	

Continuing Legal Education


	

On-Demand Webinars







All Resources





	

Community








Back


	


Back


	

Academic Access


	

Certified Consultants


	

Customer Community


	

Developers


	

Incubator Program


	

Referral Program


	

The Reisman Awards










	

Region








Back


	


Back


	

North America


	

United Kingdom


	

Ireland


	

Australia










	
Login

	
Try Clio for free




Try Clio for Free













Clio Blog







	

Clio Blog



	

Accounting



	

Business



	

Clio



	

Marketing



	

Technology



	





























	

Clio









	

Posts



	

Technology Posts



How to Compress a PDF

Written by Lauren Erdelyi7 minutes well spent


Download This Article as a PDF 





Loading ...


Instantly download this blog article as a PDF
 How to Compress a PDF
 







 























Contents

5 ways to compress a PDF file for court systems
What happens when you compress a PDF?
Final notes on compressing a PDF







				
			















				
			










The wait is over…gain an edge with the latest report.

Get the Report




Download this article as a PDF









If you’ve been in the legal industry for some time, you’re probably familiar with the struggles of submitting court documents in person. The ordeal typically involves carving out time in your busy day to print paperwork, hand-delivering it to the courthouse (or arranging a courier), and then obtaining a file stamp. As technology progressed in recent decades, many courts started to let legal professionals e-file their documents.

E-filing, short for electronic filing, has since revolutionized the court filing process—allowing legal professionals to submit documents online from anywhere.

For all its advantages, though, many grapple with one aspect: file size limits. In the legal field, it’s not uncommon to have documents that are dozens, or even hundreds of pages long. And yet, most court management systems only accept files that are approximately 35MB.





Compressing PDFs for court systems



You can compress PDFs to ensure they’re accepted by court case management software without a hitch. And you have plenty of choices when it comes to doing just that.








In this guide, we’ll show you five simple ways to reduce the size of a PDF using different software.

5 ways to compress a PDF file for court systems

When it comes to compressing a PDF, legal professionals have several choices. Here, we’ll show you some of the top ways to quickly shrink your files—so you can get back to the work that matters.

Compressing a PDF in Adobe Acrobat Optimizer

Adobe PDF Optimizer is known to be slightly more complex than one-click compressors. But for what it lacks in simplicity, it makes up for in quality. With the application, users have more control over specific compression settings, including the images, font, and other content. Discover the different elements you can change in Optimizer.

Before you compress a file with Optimizer, determine its size. To do that, simply open the PDF and select File and then Properties—it’ll then show you how large it is. If your file is over the size limit accepted by your state, here’s how to reduce it in Adobe PDF Optimizer:

	Open the PDF in Adobe Acrobat
	Click on File at the top-left corner > Save as Other > Optimized PDF
	Click Audit space usage in the top-right corner of the pop-up
	Review the largest sections of the document, and compress what you can
	Select the checkbox next to the element(s) you want to shrink


Compressing a PDF in Optimizer is a manual process—but it’s a good option when you need to retain the quality of important elements in your files that one-click compressors may shrink.

Compressing a PDF on a Mac




				
			










If you’re an avid Apple user—don’t fret. There’s always an alternative way to perform tasks on a Mac, including compressing a PDF. On your Mac, your PDFs will automatically open in Preview. You can follow the steps below to compress an existing PDF:

	Open the document you want to compress in the Preview app
	Choose File > Export (don’t choose export as PDF)
	Click the Quartz filter menu, and select Reduce File Size


Compressing a file from Word

Most Word documents aren’t too heavy, and you’ll often be able to save them as a regular PDF. In the event that  your file is too big, you can save a compressed version right from Word. Simply follow these steps:

	Open the document
	Click File > Save As
	Under Save as type, select PDF
	Go to Optimize for and select Minimum size (publishing online)
	Your PDF file will automatically be compressed


Note: Some versions of Word don’t offer this feature. If you don’t have the option to compress your document from Word, you can use one of the two options below.

Compressing a file online with Adobe

Even if you’re not an Adobe user, Adobe offers a free online compression tool to minimize the size of your documents. This is arguably the easiest and fastest way to compress an existing PDF.

	Click Select a file button at the top of the landing page
	Select the PDF you want to shrink
	It will be uploaded and compressed
	Download the compressed version of your file from the Adobe site 
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Compressing a file using other online tools

There are also several other free online tools for shrinking PDFs that are similar to the Adobe compressor, like SmallPDF. Here’s how it works:

	Click Choose Files at the top of the landing page
	Select the file(s) you want to compress
	Choose your desired compression level
	Edit your PDF if needed
	Download your compressed file


When selecting a free tool, you’ll want to make sure that none of your information is being stored online. SmallPDF, for example, deletes your information one hour after you compress the file.

Other legal platforms, like Infotrack, offer automated court filing. With Clio’s integration, users can e-file documents to state courts directly from their Clio matter. Each document automatically converts to a PDF, while a built-in compression tool makes sure that documents meet court file size requirements.

Tip: Avoid scanning from paper to PDF

Scanning a paper file into a PDF creates a larger file than converting digital files into PDFs. So, be sure to only scan hard copies when there are no digital copies of the documents. If you frequently scan documents, here’s our advice on how to choose a scanner for your law firm.

What happens when you compress a PDF?

You may be wondering what exactly happens to your document when you compress it. It’s a technical process, as you might expect. In short: the compression tool uses an algorithm that spots redundancies in the code and pinpoints areas that can be reduced to make the file size smaller. That might, for instance, be unnecessary pixels or embedded fonts. Perhaps most importantly, compressors maintain the quality of your document as much as possible.

Remember: You usually can’t reverse the process once you’ve compressed a file. So, you’ll want to be sure to back up your files in advance.
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E-filing allows you to submit court documents quickly, and makes them easily accessible to all parties. Let’s walk through some of these benefits in closer detail.

	It’s convenient. It’s a breeze to submit court documents with e-filing. In a few clicks, you can securely upload documents, from anywhere and at any time. Because of this, e-filing is playing a powerful role in the legal profession’s shift to remote work. That’s becoming increasingly important, especially as Clio’s 2022 Legal Trends Report found that fewer than 30% of lawyers work only from the office.
	It eliminates paper waste. Another advantage of e-filing is that it reduces the need to print physical copies of documents—which helps to reduce your environmental impact. This also has significant cost savings.
	It’s faster than traditional methods. Lawyers struggle to find time each day to practice the law—in fact, most spend less than three hours of an eight-hour workday on billable work. With e-filing, court documents can be quickly processed, without the need for frequent trips to the courthouse.
	It delivers peace of mind. E-filing reduces the risk of human error that comes with manually entering case information. Plus: You don’t have to worry about files getting lost or damaged in transit. You’ll get an automatic email verification that it’s been received right after filing, as well as electronic file stamped copies back from the court.
	It improves accessibility. With e-filing, all case information is immediately available to the public and it’s easy to convert filings to searchable court records. This improves access to a wealth of important legal documents.


With these many benefits, it’s not surprising that the number of lawyers who e-file is rising. The 2022 ABA Legal Technology Survey Report found that, of the 84% of respondents who reported filing documents with their state or local courts, they do so electronically an average of 180 times per year. That’s up from 155 in 2020.

Final notes on compressing a PDF

Today, many legal professionals are harnessing technology to streamline the court filing process. While e-filing is great for promoting efficiency and accessibility, many case documents are large in size. The good news is that compressing a PDF is an easy way to make your documents fit your local e-filing requirements.

That’s only one of the many powerful possibilities that technology has brought to the legal field. From accelerating client intake to automating tedious tasks and easily accepting payments, Clio helps lawyers spend more time practicing the law. Learn more about our solutions here.






How do I compress a PDF without Adobe?




Adobe has a free online compressor that anyone can use without an Adobe account. To compress a PDF without Adobe, open the free PDF compressor tool in any web browser. Then, click Add file (or drag and drop it into the browser), choose your compression level, and click Compress.
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What's Clio?
We're the world's leading provider of cloud-based legal software. With Clio's low-barrier and affordable solutions, lawyers can manage and grow their firms more effectively, more profitably, and with better client experiences. We're redefining how lawyers manage their firms by equipping them with essential tools to run their firms securely from any device, anywhere.
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Call 1-888-858-2546
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[email protected].



Our sales team is available Monday to Friday from 8 a.m. to 8 p.m. EST.
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