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Step One - Scanning
Scanning your documents can generally be accomplished using any off-the-shelf 
scanner or utilizing the scan function on your office copier.  Note – nearly every 
copier manufactured in the last 5 or 6 years has scan to PDF capability.  Check your 
owners manual for more information.

Once you have scanned your documents you will need Adobe Acrobat version 7.0 or 
later to combine the files, bookmark them and make the documents text searchable 
using an Optical Character Recognition tool that is part of the Acrobat software.  This 
demonstration was done using Adobe Acrobat Pro X.

You have two choices in scanning –
Scan individual documents, name them and later combine them – see 
below; or
Scan the entire packet and then bookmark each document in the packet.

Again, scanning will depend on your machine and its procedure.  From here, we are 
going to discuss how to combine the already scanned documents.  It is important to 
mention when saving individual files in PDF – the naming convention should mirror 
your conference packet index (i.e. “Report of Dr. Jones 3-21-2002 or Boston Med. 
Ctr. Records 5-2-2003 to 6-15-2003” etc.)



Once you have saved your scanned documents and named 
them, it will be time to combine them into a single PDF.  
Open Acrobat and select the “Combine files into PDF” 
function on the start page to accomplish this:

A new window opens – select “Add Files”

Select the PDF documents (the ones 
you scanned and named).

Combining your PDF files.



Tip – you can select all the documents by holding down the shift key and then 
clicking on the top and then the bottom file name.  You can also select the files one 
at a time.  The order which you select the documents will be the order in which they 
are combined.  Then click on “Add Files.”  Be sure to put your Conference Packet 
Index as the first document.  You can also combine other file formats such as Word.

The “Combine Files” 
window will then show 
all the files you 
selected.  You can add 
more if needed.  

When all have been 
added, click on the 
“Combine Files” 
button in the lower 
right of the window.

You can rearrange 
the order of the 
documents by using 
the “Move Up” and 
“Move Down” 
button shown here.



Once all the files have been combined, you 
will be prompted to save the new combined 
PDF.  This is where the new combined file 
must be named properly.  For example “EE 
Impartial Med Pack. - Smith -115906”

Acrobat will then begin combining the files

Note: The procedure for Non-
medical submissions is the 
same.  The final combined 
PDF file should be identified 
as the Non-med. submission.
For example “Ins. Conf. Non-
Med. – Smith 115906.”



Your new combined PDF will open.  
You can then save it to your computer 
and then submit it via our “direct 
upload” module which is explained 
later in this tutorial.

This icon 
allows you 
to view the 
bookmarks.

Viewing PDF w/ Bookmarks



The bookmarks were automatically embedded when the PDFs were combined.  This is 
how all parties, including the Impartial Physician, will view the conference med. packets.

Clicking on each bookmark will jump you to that document!

Embedded 
bookmarks



Text Recognition – Making the Document Text 
Searchable (REQUIRED).

After creating your PDF Conf. Med. 
and Non-med. packets from your 
scanned documents, you can initiate 
the Optical Character Recognition 
(OCR) function to make the 
documents text searchable.

First, select the “Tools” menu, then 
“Recognize Text,
Followed by “Aa In This File”

A box will pop-up asking 
which pages you wish to 
Text Recognize – select 
All and click OK.

Adobe Acrobat will then 
begin the OCR process.  Depending 
on the number of pages, this could 
take a few minutes.

Note: Some documents in your packet may already be 
text searchable.  If that is the case, Acrobat will prompt 
you that the page is already in a text format and clicking 
OK will allow it to continue to the next page.



Document Pagination (Bates Numbering) is 
REQUIRED.

How do I paginate Conference Submissions?

Adobe feature: TOOLS => PAGES => Under Edit Page 
Design Select HEADER & FOOTER  Add Header 
& Footer (Insert Page number) number 1 appear in 
the option selected (Left Header Text, Center Header 
Text, Right Header Text etc.).

You would want the number in the left Header Text 
box then click OK.  You can also GOOLE pagination.



WHAT IS DIRECT UPLOAD?
It is the process of submitting court documents from your computer directly to the 
Department of Industrial Accidents (DIA) through our online Case Management System 
(CMS).  The environment offers a seamless and pragmatic path for interfacing with the 
board. 



WHY DIRECT UPLOAD?
• Improves flow of information to and from the DIA; 
• Increased data security;
• Creates an efficient system that affords knowledge, confirmation and tracking of 

submission to the DIA;
• Provides accountability to all parties where documents are to be submitted;
• Streamlines the document submission process;
• Reduces processing times.
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You are now at the Application tree.  At this point select the Attorney’s Calendar. 
This selection will bring you to your calendar which show all cases with meeting[s]
scheduled before the Department.



Select and open case for the details of the 
case.



Select the Case Inquiry tab to gain access to 
all cases associated with your bar number.  This 
option will bring you to  Case Inquiry page.  



At this page you can use any of the options listed on the left to 
perform a search of CMS data base for an individual case.  If you 
are not in possession of any of the listed information you can 
select search tab function will pull all cases associated with your 
name/bar number.  You can then select the case you need for the 
upload of the Conference Medical Submission.



You have found your case and can now begin the process
of uploading the Conference Medical Submission.  Select the 
file upload tab.  This will bring you to the Document Name
page.



You would want to narrow your search to focus on all things related to the 
Conference Impartial Medical Submission. We recommend entering (CONF) in 
the Narrow by Document Name field (the field is not case sensitive).  
Place your cursor and click on the inverted caret for a list of the conference 
document names.















You will get the message in red if the file you
are attempting to upload is too large.    



If you have missed Document Parameters you 
will be bounced out of the upload and the 
fields missed will appear as above. You will 
need to make the corrections and initiate the 
upload. 


