PDF/A Procedures

Using Adobe Acrobat Pro v. 11 to Process PDF/A-1b Files

The tasks involved in processing a PDF/A file include:

Make thumbnail

Add collection information as page 1

Enter document properties (descriptive metadata and generic copyright information)
Add OCR (for scanned images of typed text)

Optimize file for smaller size

Convert to PDF/A-1b file format

Verify compliance with PDF/A-1b

NouhswnNe

o Almost every step you need to perform uses a function from the
default tool sets accessed via the Tools pane on the right hand side.

Customize - |

e When you open the Tools pane, a list of various tool sets appears. Tools | Sign | Comment
These sets group similar functions together. Clicking on the arrow : :
next to a set in the tool list will open or close that set within the tool
pane.

_w(_E-)

+ Content Editin

e (Clicking on the show/hide icon allows you to add or remove tool sets. » Forms

» Action Wizard

e Adobe Pro has default, common, and customizable tool sets you can
change as you wish.

» Text Recognition

+ Protection

+ Document Processing

» Print Production

Four alternate methods can be used to access the Tools pane:

Method 1: Method 2: ===l
Tools Customize — MK
B ; ze 2 : : ST
Toggles the tools & otk * | o This option ¥ 3 Defaul Tock
pane on and off. Be (roots ). sion C°’“’“°“;_I allows you to O e
z i . Manage Teol
aware the Tools » Coudast Editing switch between e
label will change it tool sets, to L
. . * Interactive Objects Find More Onlline._.
depending on which ' g create custom
=| » Action Wizard
tool set you last . » Action Wizard tool sets and to - u::ec;;mn
used. ' i i manage your » Pratection
fufrotection tOOI SetS + Document Processing
» Document Processing ° 3 =
» Print Production 2gfrink feunaches
3 e » Accessibility
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Method 3:

View = Tool Sets
This menu allows
you to switch
between different
tool sets or to
create your own
custom tool sets.

=
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Method 4:

View = Tools
Selecting a tool
set from this
menu will open
the set in your
tool pane.

11 Enmegshbowh Letter Aug 23 1870 pages: 1-4pdf - Adobe Acrcbat Pro
[Fiie Edn [l Window Help
e dEd=k EC AT Y
)
Bage Display f[oes -] 5B
Zoom »
Tool Sets »
S Pages
Comment b Intessctive Objects
ShowHide »| Eomms
il
o Resd Mode Gtk
= Tert Recognitor
I Eull Screen Mode Cutol
= Protection
& Tracker- Document Processing
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Compere Documents.. Jayseript I
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For additional help and tutorial information about how to use Adobe Acrobat Pro v.11, see the Adobe

Acrobat Pro User Manual: http://helpx.adobe.com/en/pdf/acrobat reference.pdf

1. Make thumbnail:

Use Adobe Acrobat Pro to extract a page and save it as a JPG file. Then open the JPG file in Microsoft

Office Picture Manager and make it smaller.

Adobe Pro

e Open a PDF document

e Select Tools 2 Pages =2 Extract page

e |nthe dialog box that opens, enter the PDF page
number you want for your thumbnail image (typically
page 1). Leave both checkboxes blank and click OK. !

S i
i

Extract Pages

Frome ij

Delete Pages After Extracting

Extract P‘agﬂ As Separate Fies

Ta: |1 of 4

D.K. J i Cancel

The page you specified will appear in a new Acrobat Pro window.

e Select File 2 Save As and change the file type from PDF to JPG.

Microsoft Office Picture Manager

e Open the JPGfile

e Select Picture = Resize and resize the thumbnail to 90 pixels
on its longest dimension (To resize an image that results in 90
pixels on the longest dimension in Microsoft Office Picture
manager, enter a custom width x height of 90 x 90. Note that
thumbnail size may vary depending on dimensions of the
original, e.g. a panorama may need a larger pixel size)

e Save the JPG file.
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1 files selected
Resize settings
Make picture fit inside:
() Original size
() Predefined width x height:

(@) Custom width x height:

-

90 (5 x (30 5

pixels

(") Percentage of original width x
height:

H %
Size setting summary

Criginal size: 57 x 90 pixels
Mew size: 57 x 90 pixels
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http://helpx.adobe.com/en/pdf/acrobat_reference.pdf

Follow Steps 2-7 in Adobe Pro to Convert a PDF File into the PDF/A-1b file format.

2. Add Collection Information as Page 1:

e Open the Collection Information template (\\DCS\Digital
Collections Services\Collections

Digitization\Templates\Collection Information.dotx) and

modify the form as needed.

e SAVE the form with another name and in another location so
as not to change the original template!

e Select Tools = Pages = Insert from File and insert the saved
collection information form as the first page of the PDF file.

3. Enter Document Properties:

e Add metadata by either selecting File ?Properties, right clicking
and choosing Properties, or, using the shortcut Control+D.

e C(Clicking on Additional Metadata will open a screen that includes ~
fields for copyright information. Fill in necessary XMP data by
following the guidelines in PDF/A Standards for Digital
Reproductions in the CMToolkit.

4. Add OCR (optical character recognition):

e Add OCR (as needed = handwritten text will not
need OCR) Select Tools (right hand side of
screen) = Text Recognition = AA In This File

e Adialog box will appear. The settings should be:
English, Searchable Image (Exact), and No
Downsampling.

e Click OK to run OCR and save the file when OCR

has finished.
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5. Optimize File:

e To Optimize the PDF: Select File 2
Save As Other... 2 Optimize PDF.
Another dialog box will appear...

e Make sure that the settings on your
computer match those in the PDF
Optimizer screen below. The settings
should remain the same after the
first adjustment, but check them
every time you do this process just
to be sure because sometimes new
updates will clear all settings.

dopb DB
E B

Ctrl+5

Shifte Ctrle§
)ﬂ-ﬁ:mwﬂ Word (3 I
=] Send Fle. dpreadsheet '
e Microsoft PowerPoint Presentation
L Get Documents Signed... e 5
fmpea HTML Web Page
Llose Cere W
- - Reduced Size PDF...
ik v D | caninedpoF..
l & print.. CteP v
W 1c\tsers\keliommem\Desktap\WhiteETEST2 paf C d POF.. >
2 C:\Users\kellommm'\Desktop\ WhiteETESt. pdf Archivable FOEPOTTET
3 CUsers\kellommmiDeskiop\ WhiteETEST3.3 pdf Press-Ready POF (PDF/X)
4 Ch\Users\kellommmb Deskiop’ WhiteETEST.pdff z
Edore Options 3
5 C:\Users\kellommem'\ Desktop\WhiteETES T2, paf

Egit Curl+Q

e C(Click OK to optimize. Larger
documents may take longer to run.

e After Optimization, save the file.

PDF Optimizer

Audit space usage..

Current PDF Version: 1.6 (Acrobat 7.x) Make compatible with: | EEG]E SRIETGE -
Images Image Settings
Fonts ColorImages:
[ Transparency
Discard Objects Downsample: lBicubic Downsampling to vl 150 ppi for images above IZE ppi.
[ Discard User Data
Grayscale Images :
Downsample: [Bicubic Downsampling to v] 150 ppiforimages above IZE ppi.
Monechrome Images :
Downsample: lBicubic Downsampling to vl 300 ppiforimages above (450 ppi.
Compression: [JBIGE v] Quality: [Lossless v]
All units are in pixels per inch (ppi).
] m
Optimize images only if there is a reduction in size
[ 0K ] I Cancel
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6. Convert File to PDF/A-1b File Format:

To convert a file into the PDF/A-1b file format, you need to run Preflight:

Control+Shift+X is the shortcut to the T;.U"“':’E&Mﬁbm: : - - . —
Preflight dialog box.

f\! Cro  Fotate Yiew
' Fege Havigation

Customize = .

Tools Sign Comment

Alternatively, select View = Tools =

. |
Print Production and then select Preflight | — ;::::n. Editing
after Adobe has added the Print ez L et O
Production tool set to your tool pane. B LT
c;::: T o : Tent Rr.(ngnmnu
——— Potection

Tb-emum Processing

PR S

Another alternative method is to click on

the show/hide icon in the upper right- s et — <
hand corner of the tools pane show the == .
Print Production tool set in the tool pane.

Preflight i &
Make sure the Standards tab in the = profies - Stancards Optors ~
Preflight screen is set to Save as PDF/A et o e
before you begin. Save as PO/

The POFX standard defines pravisions for reliable POF exchange in the graphic arts industry.
POFX files must contain all page content and resources for predictable wewing and output.

Q| & save asPDF/A
The POF (& standard defines pravisions for long term archiving of electnanic documents in the

POF format. Al cortent in a PDF/A fle must be contained in such a way that viewing or
printing of the fie can be achieved relisbly over & long period of tme,

Save &< PDFJE

The PDFE standard defines provigons for the use and exchange of engneenng documents
in the POF format. It aliows for the inchusion of dynamic content, Be 30 models a5 well as &
I wide range of annotations, and at the same tme requires the presence of all content and
resources in the PDF file In guarantes refiable viewing and printing.

Continve.... *|

Prefight ]
In the Profiles tab select PDF/A ( -\1@ I —— optors -
compliance = Convert to PDF/A-1b and - I wmels i

either click Edit or click the Analyze and fix [ £ Fatian oversrs.
. . |2} s Patien e
button in the lower right-hand corner. F i o

| /1 [ Fiatten wansparency flow resokison)
| ) 5 Fatten transparency (medum resoiution)
|V PDF|A compliance

QU comvert i POFfA-1B -
Treerts the label for PDF/A- 1 into the file if it is in accordance with the redGiements

of this stardard,
|42 $ convert to POF/A-20
|55 = convert to POF/A-2D
[ s Comvert to PDF/A-2u
|55 K conwert ta POF/A-3a il
1[5 JEr Conwert to POF[A-30
1) [ Comvert to POFfA-3u
M| | /) & Remove FOFA nformation

|| Further options B sl ;:K‘,,@M-.ueam @ |

. |
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Once Preflight has run you should see a
Results screen with a green arrow
signifying that no errors or warnings were
found.

A red X will appear If errors were
encountered during Preflght. If an error
occurs, run Preflight again using the
Analyze and fix button.

'-FJ\ Profies % Results - Standards Options ™

« preflight profile "Convert to PDF fA-1b (sRGE)" did not find any errors or warnings:

TJ Pages 1 - 2 from "Gideon_AGMO002a.pdf™
E? Discard image interpolation flag (2 objects)
g’ Convert to PDF/A-1b (1 object)
59 Remove all alternate images {1 object)
&Remuve document structure compression {1 object)
E? Recompress LZW as ZIP (1 object)
g’ Convert color to sRGE (1958 objects)
-+ o problems found
[ f—f—; Overview
I:I-" Preflight information

Qs Show in Snap Qj Embed Audit Trail... | @ Create Report. .

When Preflight has finished, you should

see a blue bar across the top of your file
stating that the file is compliant with the
PDF/A standard.

File Edit View Window Help
Raste | E G | & i W
oo Ng | eO® (] 5E

@ This file claims compliance with the PDF/A standard and has been opened read-only to prevent modific

— =

7. Verify Compliance With PDF/A-1b: e :“ i
Shaw al e ~ - [>)
Cemm——
e The last step is to run verification of your PDF/A file to make E,;":m
sure it has been converted. j i:n“
e If yousee ared X after you run preflight, make sure all of your —|
settings are right and repeat the process using the Analyze and % o
fix button. If you continue to see a red X consult Preflight f iep——
Report Help: "
http://www.enfocus.com/~/media/enfocus/files/downloads/pit
stop%20server%20manuals/pspreflightreporthelpenus.pdf
e Y [ yewpr
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Adobe Acrobat Pro Tips

Create Custom Tool Sets

Using either View = Tool Sets = Create New Tool
Set or Customize = Create New Tool Set, you can
create a custom tool set that includes all the
Adobe Pro steps used to save an extract as a JPG
file and to convert a file into the PDF/A-1b file
format.

Select options from the left pane and add them to
the right pane to create a custom tool set.
Options can also be moved up or down the tool
set list to refine the order of your processing
steps.

Combine Multiple Files Into a Single PDF File

Edit Tool Set - POFA [optimize scanmed POF)

Toels to show in Quick Tools Teolkar
8 Lo

Choote took to add:

» Content Editing

» Pages

» Interactive Objects

» Forms

* Action Wizard

* Text Recegnition

Protection

» Documen t Processing
+ Print Production
» JavaScript

» Accessibility

» Analyre

» Sign & Cortify

= Create

» Save & Export

+ Annotations

» Drawing Markups
* Review

Tools in Custom Tools panes

* Untitled

& e

L]

Cancel

Multiple files of varying file formats can be combined together in Adobe Acrobat Pro to create one

PDF file. Combining files together has two advantages. When a collection component consists of

item-level files, combining the items together provides fuller access to the whole component and
better preserves its context. Additionally, combining multiple files into a single component can
result in processing efficiencies by saving encoding time and file management costs.

A wide variety of common file formats are supported by Adobe Acrobat Pro. The variety of formats
can include PDF, AutoCAD, image, multimedia, html, textual, and Microsoft Office files. File formats

that are supported by Adobe Acrobat Pro are shown in the screenshot below:

Adobe PDF Files (*.pdf)

| 3D Files (*.u3d,".prc)

Autodesk AutoCAD (*.dwg,™.dwt, ™ dxf, ™. dwf, *.dst)
BMP (*.bmp,*.rle,*.dib)

Compuserve GIF (*.gif)

EMF (*.emf)

HTML (*.html, *.htm, * shtml)

JPEG (*.jpg.".jpeg,"jpe)

JPEG2000 (*.jpf," jpx,"jp2,".j2k " j2¢," jpc)
Microsoft Office Bxcel (*xds,*axdsx, * xlsm, * xdsh)
Microsoft Office Powerpoint (*.ppt,*. ppte, ™. pptm)
Microsoft Office Word (*.doc,*.ritf,* . doo, *.docm)

Multimedia (*.flv,".fv, " mov,".mdv, " 3gp,* 3g2,".mp3,"swf, " mpd)

PCX (*.pex)

PNG (*.png)

PostScript/EPS (*.ps,*.prn,*.eps)
Text [*.bet, " text)

TIFF (*.tiff, * tif)

KPS ("xps)
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. Adcbe Acobat Fra s ® PP - it
To combine multiple files into one PDF Be £t Gew Winion Eeb
o | B s B=|@
[ el
PDF from the menu that appears when o Com:

» Pages

file, either select Combine files into a

» Interac

Adobe is first opened, or select Create
- Combine Files into a Single PDF.

Adabe’ Acrobat X| Pro

Open a Recent File
RDA.ChapterL0-IdentifingFamilies. pdf t Create PDF

o

DACSZ2E-2013.patt

o coon
16960 pot
Cowne combined pdt.pd =

=

¥ AGame of Bowls.pdf =y
‘-_!Ir Combine files into POF

oo

]

le

B My Computer..,

S crobateom |# GexDocuments Signe

it ts by

w that you th

% Combine Files into a Single FDF...

&5 Create Farm...

£ PDF postfaho...

A Combine Files screen that allows you to add and arrange individual files will appear. To add files
you can either click on the Add Files icon to browse for other directories, or you can open a folder
on your desktop and drag and drop files onto the Combine Files screen.

[ combine Files =)
% Add Files... ~ EE % Options Help
MName Page Range Size Medified Bookmark for File ‘Warnings/Errors

Add files using the dropdown or drag and drop them here. You can then arrange them in the order you want.

Combine Files
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After adding files to the Combine Files screen, individual files can be moved up or down or be
removed by using the icons in the lower left of the Combine Screen.

£5) Combine Fles L
| rE——
| (& Add Files... » 8 B | optons | | Hep |
! Marnie Page Range Size Madified Bookmark fa
| ﬂlf.lMdeogg Construction-0002.td All Pages 114 ME 4730/2011 ...  IMKellogg Ct
| ﬁ_.:lMKdingg Construction-0003.tif All Pages 6.53 MB 42072011 .. IMKellogg Ct
fglMKrJIngg Construction-0004.1if All Pages 1.07 MB 4/0/2011 ..  IMKellogg Ci
E!Mkalrogg Constrsction-0005.tif All Pages 7.07 ME 400011 .. IMKelfogg Ct
E!Mlt"ogg Constrection-0006.tif All Pages 655 MEB 4072011 ... IMKellogg Ct
ﬁ-’_lMKdlvgg Construction-0007 tif All Pages 6.85 MB 4/30/2011 ..  IMKeliogg Ct
_ﬂ.:lMK:angg Construction-0008.tif All Pages 6.5 MB /072011 ...  IMKelicgg Ct
T K eliegg Construction-D009 4 All Pages 6.70 MB 4/20/2011 ..  IMKellegg Ci
ﬁlflMKzll-agg Construction-{041.tif All Pages 6.55 MB 42072011 .. IMKellegg Ci
ﬁ_—‘_lMKelLogg Construction-0002.tif All Pages 685 MEB 42072011 ... IMKellogg Ct
ﬁ;lMKﬂhgg Construction-0003.tif All Pages 6551 MB 47207011 .. IMKeliogg Ct
_ﬁ-fIMK!IHH_;g Constrection-0004.tif All Pages 6.50 MEB 40011 ... IKeliogg Cf
'ﬁ:lMK:lFogg Construction-000 5.tf All Pages 111 MB 4/20/2011 .. IMKelkogg Ct
ﬂ.‘lMK:lb,g Constrection-0006.tf All Pages 711 M8 4/20/2011 .. IMKellogg C¢
2 IMKellogg Construction-(000.tH All Pages 656 MB 4/ .. IMKellogg C
o= IMEellogg Construction-0017.jpg All Pages 1839 KB 33072004 ...  IMKellogg Ci
= _F a f
| Combine Files Cancel

Options you can adjust for the resulting PDF file include file size, file type, bookmarks, processing
error detection, and thumbnail page numbers.

£51 Combine Files (= @] = |
- ~

[ Add Files... - |88 €| [ options | ) Hep |
Mame Page Range Size Modified Bookmark for File Warnings/Errors
EJMKellogg Construction-0001... A S4B istruction...

L IMKellogg Construction-0002... A Options - - istruction...

@JMKEIIogg Censtruction-0003... A nstruction...

@JMKellogg Construction-0004... A File Size: @ .I nstruction...

EJMKellogg Censtruction-0005... A nstruction..

@JMKEIIogg Censtruction-0006... A File Type: @ Single PDF nstruction...

@JMKEIIogg Construct!on-UUU?... A ) Portfolio nstruction...

EJMKellogg Censtruction-0008... A \fnstruction...

T IMKellagg Construction-0009... Al|  Other optiens | fnstruction...

@JMKEIIogg Construction-0010... Al [E] Always enable accessibility and reflow | pnstruction...

EJMKellogg Censtruction-0011... Al | Instruction...

T IMKellogg Construction-0012... Al Always add bookmarks to Adobe PDF | Instruction...

@JMKEIIogg Construction-0013... Al [#ontinue combining if an error occurs | pnstruction...

EJMKellogg Censtruction-0014... Al | Instruction...

L JMKellogg Construction-0015... Al [ Show page numbers in Thumbnail View | Instruction...

TIMKellogg Construction-0016... Af| Convert all files to PDF when creating a portfolio [|pstruction...

@JMKellogg Censtruction-0017... Al | Instruction...

EJMKE”OQQ Construction-0018... Al | | Instruction...

L] n ] +

] Comnbine Files ] [ Cancel
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File Size: Options include smaller, default, or larger resulting file sizes.
File Type: Select Single PDF.

Bookmarks: Bookmarks act like a table of contents to a PDF file and provide navigational links
to that content. When multiple files are combined into a PDF, Adobe offers you the option of
adding a bookmark for each individual source file to the resulting PDF. When this option is
turned on, the resulting PDF file will contain bookmarks that list the filename of each individual
source file.

The option of including bookmarks should be determined by whether or not master files are
stored on a preservation server and by considering whether or not the filenames are meaningful

Include bookmarks when master files will be stored on a preservation server in order to pair the
access copy with those master files.

When source files will not be retained as master preservation files, consider whether or not the
individual filenames would provide meaningful navigation to content within the resulting file.
Include bookmarks when the filenames are meaningful.

Error Detection: Turn this option on in order to verify that all added files have been combined.
If an error occurs, the combination will stop mid-process at the point where the error occurs.

Thumbnail Page Numbers: Turn this option on to provide a graphical page by page navigation
pane to the content within the PDF file.

Checking and Editing Bookmarks
L}' Click on the bookmark ribbon to open the bookmarks pane.

Select a single bookmark or select multiple bookmarks and click on the garbage can to

i
delete them.
% Add a bookmark by selecting a page in the file where you want the bookmark to link, then
click on the new bookmark icon and type in a title for the bookmark.
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To change the name of a bookmark, select the bookmark, right click on it, and select rename, or,
just select the bookmark and then double click on it.

~ BindarLpdf - Adobe Act

File Edit View Window Help =
Foe- | DB O PH | @ecorabb o cramice: » | [
®[ 3]s & | = e -] L H] Tools | Sign | Comment
- - B
“__J Bookmarks G + Content Editing “N
Edit Test BeImages
T i JonNson, DRake & Prrer o
= IMKellogg Co Goto Bookmark TA] addTet
& WP JMKellagg Construction-0002 Print Page(s) B A
2o || T MKellogg Construction-0003 | Print Sectionts)
“ || ¥ JMKellogg Construction-0004 | cug X & Export File to. -
TP JMKellogg Construction-0005 | Belete More Content
I MKeliogg Construction-0006 et |
|I? IMKellogg Construction-0007 Use Current Appearance as New Default DUING ARE PHOTOGRAPHS OF é Add or Edit Link
L PROJECTS CONSTRUETED [P AddBoockmar
IF JMKellogg Construction-0008 | ¥ Wrap Long Backmarks L= e B sia 5
I mKellogg Construction-0009 | _Prepetien i & Attochafile
ITF JMKellogg Construction-0010 e —
IF jMKellogg Construction-0011 o At —
'D IMKellogg Construction-0012 DURING WHICH PERICD HE WAS SUCCESSIVELY - Manipulate Pages
¥ JMKello Construction-0013 VIER FHSNAT. & CUIEF INLINGRE. BF - [0} Page Thumbnails
- . - T s E e o
Alternative methods for fiews BB®8 2o
ddi diti deleti S e e O oo - o £
adding, editing, or aeleting e -
i (e sl
bookmarks are available by G . Jonnson,DRaxs & P
. A Mew Bookmarks from Structwre.. | ieomsomur
4
selecting the bookmarks menu. e

|| Coapse Top-Level Baokmarks

¥ Highisght Current Bookmark

Hide After Use.

THE FOLLOWING ARE PHOTOGRAPHS OF
Text Sze v

PROJECTS CONSTRLCTED

Goto Bockmark s
Bt Pagets) NDER THE SUPERVISION OF
Print Section(s) Jo U, KELLOGG
ut CurteX - FROM 1921 to 1956
Paste r Sebected Bookmark DURING WHICH PERICD HE WAS SLCCESSIVELY -

Paste aftes Sefected Bookmark

Dy WICE PRESIDENT & CHIEF ENGINEER OF -
Rename Bookmark SIENSHELMERS, INC, = ST, PAUL, MIDE
Use Current Appearance as New Default VICE PRESIDENT & PRESIDENT OF -

¥ Wrap Long Bookmarks MICK F, HELWERS, INC, - NEW YORK, W
Propeties... VICE PRESIDENT & CHIEF ENGINEER OF =

MNHS Archival Processing Manual Page 11 of 11
PDFA Procedures.docx
December 7, 2016



