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How to Redact Documents

Before you submit documentation to the BACB, you must redact all personally identifiable information (e.g., client names, 
genders, dates of birth, addresses, images of faces) to keep such information safe. This resource will show you how to redact 
documents using the following methods:

1. Adobe Acrobat (requires an Adobe Acrobat subscription)
2. Microsoft Word (requires Word editing privileges)
3. Microsoft Edge Web Browser (requires a Windows operating system)
4. Manual (e.g., print, draw/tape, scan, photograph)

Note: Some of these instructions may not apply to your computer’s software or operating system. 

In the following examples, we will redact the word documentation and the BACB logo. 

1. Adobe Acrobat

1. Open the PDF using Adobe Acrobat. Find and select the Redact tool.
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2. Select the information you wish to redact by highlighting the text or image(s).

3. Select Apply. This action removes the information highlighted in the document. 
4. Rename and save the redacted document. 
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5. The document is ready to submit. 
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2. Microsoft Word

1. If you must redact a PDF and do not have an Adobe Acrobat subscription, follow these steps to convert it to 
Microsoft Word. 

a. On your desktop, right-click the PDF and select Open with.
b. Select Choose another app.

c. Select Word.

d. Select OK. 
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2. Under the Edit tab, select Find and then Advanced Find and Replace.

3. Use the Replace tool as shown in the following images. Here, we find the word documentation, replace it with XXXX, 
and then select Replace All. 
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4. To readact images, use the Shapes tool under the Insert tab to create a square that can cover the image you must redact. 
Select, hold, and drag the square over the image. You may adjust its size using the white squares along its border. 
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5. Save the file as a PDF. If you cannot convert the document to a PDF, you can print the document and take a picture 
of it. If you submit it as a Word document, the square used to cover the image(s) can be altered or deleted, revealing 
the personally identifiable information. 

a. Select File and then Save As.

b. Select PDF.
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c. Select Export. 

6. When the automatic notification pops up, select Yes. Then, you can rename the document as a new PDF. 
7. The document is ready to submit. 
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3. Microsoft Edge Web Browser

1. Right-click the document you must redact. Select Open with and then Microsoft Edge.

2. Select the Draw tool on the toolbar. Adjust its color and thickness as needed.
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3. Draw over the areas that must be redacted.

4. To save the redacted PDF, locate the printer icon in the toolbar. Saving with this method will remove metadata that 
may still be in the document (e.g., author’s name) and prevent anyone from altering or erasing the redactions. 
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5. Open the Print dropdown menu and select Microsoft Print to PDF. This will generate a PDF with the 
redactions applied.

6. The document is ready to submit. 
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4. Manual Redaction

This method requires a hard copy of the document and a scanner or mobile phone that can take and send photographs. 

1. On the hardcopy, use a black marker or opaque tape to cover the information that must be redacted. 
2. Once the redactions are complete, scan the document to your computer or take a photograph of the document, 

send it to your computer, and save it. From there, you can submit the scanned document or photograph. 

Note: Please ensure that submitted photographs are clear and readable.




