
How to Use the Merge Tool When Consolidating 
Comments on the DD Form 818 or 818-1 
The Merge Tool MUST be used in Chrome.  It is not compatible with other browsers. 

Step 1:  Export the Comments. 
• Open the DD Form 818 you wish to merge with other files. 
• Click the “Export Comments” button on the bottom right of the first page. 

 

 



• This will automatically open File Explorer to save the data as an XML file.  Name the 
file as appropriate and select “Save”. 

 

• The XML files for comments you wish to consolidate must be saved in the SAME 
folder to successfully use the merge tool. 

• Repeat Step 1 for all files you wish to merge.  Once you have finished exporting the 
data from all the PDFs you wish to merge, proceed to Step 2. 

Step 2:  Open the Merge Tool. 
• The Merge Tool is available on the Directives Division Website at 

https://www.esd.whs.mil/directives/forms/DD-818-merge-tool/ 
• The tool is used directly in the browser and must be used in Chrome.  It is not 

compatible with other browsers. 

 

  



• Click “Choose Files.”  This will open file explorer. 

 

• Hold down the CTRL key and select all the files you wish to merge. 

 

• Click “Open.”  Next to the “Choose Files” button, you will see how many files have 
been selected for the merge. 

 

*You can hover your cursor over this information to see the names of all selected 
files to confirm the correct files were selected. 



 

• Click “Merge and Download.”  You will see a “Success!” message along with an 
important note for how to save the file and File Explorer will open for you save the 
merged file.  The default file name is “Master_Combined”; however, it can be 
modified as needed. 

 

  



Step 3:  Import the Comments. 

• Open a new DD Form 818 or 818-1 in Adobe. 
• Select the “Import Comments” button at the top right of the comment matrix (on the 

second page of the DD Form 818 and on the first page of the DD Form 818-1). 

 

• A warning window will pop up reminding you to select the file you just created using 
the Merge Tool.  Click “Yes.” 

 



• Select the merged XML file and click “Open.” 

 

• The comments will automatically populate in the form.  If you are merging a lot of 
comments, this may take more time to populate. 

• See the “Instructions” page on the DD Form 818 and 818-1 for information on how to 
use these forms. 
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