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Assemble and Download Applicant Documents 
 
The Document Assembly feature of ACES2 allows you to download and print the following: 
 
• new and updated applicant documents 
• documents of specific applicants 
• documents assigned to a reviewer 
• documents of matriculated students for the registrar 
 
LSAC’s document printing service will be discontinued on June 30, 2020.   
 
Assemble Groups of Applicant Documents for Printing 
 
1. From the Search tab, select Applicants and then select Documents. Alternatively, select Documents 

from Applicants in the SEARCH section of the site map. 
 

 
2. Enter the search criteria for these applicant documents. Some basic search criteria are:  

 
• Applicant Name 
• Current and/or Decision Status  
• Reviewer Name  
• Document Type 
• Date Ranges  
• Status 
• LSAT Score Range 

 
 
 
 
 

https://www.LSAC.org
https://www.LSAC.org
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3. To target specific applicants for printing, enter SSNs or LSAC account numbers in the Targeted 
Search Criteria section.  
 
• You can also upload an applicant list in .txt or .csv format to target specific applicants for printing.  
• You can hand enter or upload an unlimited amount of records. 
 

 
 

4. Select Search. Select Clear to discard your search criteria.  
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• The Search Results section displays up to 500 documents.   
• If your results exceed 500 documents, select Export to export the information to an Excel file.  
• A grid appears containing the applicant documents that meet your search criteria.  
• Each document’s file extension displays in the Doc Type column.  
• The checkboxes located in front of the search results default to being checked. If you want to 

deselect, select Uncheck All. Then select the specific applicant documents you want to assemble 
for printing.  

 

• CAS Report documents containing multiple pages display a Detail link.  

 

5. To display the document details, select Detail. CAS Document details will display:  

• Type 
• Specific detail 
• Number of pages in the PDF document 
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File Assembly Output Options 
 
In the Assembly section, there are three format options for output, and an on-screen preview for each 
option. ACES2 retains your most recent assembly settings. You can reuse or change these settings the 
next time you assemble documents. 
 
• PDF: this is one PDF file with all your selected documents. You can choose to assemble files with 

either E-App or CAS documents first, and set bookmark order.  
 

• Zip File by Document: a zip file with a separate PDF for each document. You can choose to assemble 
files with either E-App or CAS documents first, specify which CAS documents to include, and 
customize the name of the PDF.  

 
• Zip File by Applicant: a zip file containing a PDF for each applicant. You can choose to assemble files 

with either E-App or CAS documents first, specify which CAS documents to include, and customize 
the name of the PDF.  
 

PDF  
 
To assemble the selected applicant documents for printing, scroll to the bottom of the screen and enter 
the following: 
 
1. Select PDF for the Assembly Output Format. 

 
2. Choose Eapps or CAS Reports to print first. 

 

 

 

 

3. Select Standard or Custom Bookmark Order Settings:  

• Standard: Last Name, First Name, Document Bookmark 
• Custom: To customize PDF bookmark, drag any available fields into the “Selected Fields” box 

4. You can select specific CAS document types for printing. 
 

5. To assemble documents for printing, scroll to the bottom of the screen and enter a name for this group 
of documents in the Description field. 

 
6. Select Assemble. A confirmation window will display. Select OK. Your documents will be assembled.  
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Zip File by Document 
 
1. Select Zip File by Document for the Assembly Output Format. 

 
2. Choose Eapps or CAS Reports to print first. 

 

 

 

 

3. Select PDF Naming Convention. 

• Default Settings: Last Name + First Initial, LSAC Account Number, Document.pdf 
• Custom Settings: To customize the PDF file name, drag any available fields into the “Selected 

Fields” box 
• To include underscores in PDF file name, check the box labeled “Separate fields with underscores” 

 
4. You can select specific CAS doc types for printing. 

 
5. To assemble documents for printing, scroll to the bottom of the screen and enter a name for this group 

of documents in the Description field.  

6. Select the Assemble button. A confirmation window will display. Select OK. Your documents will be 
assembled. 
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Zip File by Applicant 
 
1. Select Zip File by Applicant for the Assembly Output Format. 

 
2. Choose Eapps or CAS Reports to print first. 

 

 

 

3. Select PDF Naming Convention.  

• To customize the PDF file name, drag any available fields into “Selected Fields” box. 
• To include underscores in PDF file name, check the box labeled “Separate fields with 

underscores.” 
 

4. You can select specific CAS doc types for printing. 
 
5. To assemble documents for printing, scroll to the bottom of the screen and enter a name for this group 

of documents in the Description field.  

6. Select Assemble. A confirmation window will display. Select OK. Your documents will be assembled.  
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Print Groups of Applicant Documents  
 
1. From the File Processing tab, select Document Download. Alternatively, select Document 

Download in the File Processing section of the site map. 
 

 
 
2. Enter Search criteria—for example: 

 
• User who assembled file 
• Date range that file was assembled 
• File name 
 

3. Select Search. If no criteria is entered, all document groups appear.  
 

 
 

4. A grid will display containing the document group matching your search criteria. The initial status for 
the document group is Queued and the # Pages column is blank. Remember, you have to wait for the 
process to complete.  

 

 

5. Wait for the status to change to Available.  
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6. There is an icon at the end of the row containing your document group. This contains the 
document group you created.  

• If you asked for a zipped file, select the folder icon and then choose Download.  
• A red message will display notifying you that the details are not available for zip files. 

 
 

 

 

• If the file was a PDF, select the PDF icon. A list of applicants will display.   
 

 
7. Scroll to the bottom of the list and choose Download. 

 
8. Either open or save the PDF. 

  

• If a document is not included in this document group, the Start Page column displays the word 
“Missing” and the End Page column displays the word “Doc.”  
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