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INTRODUCTION

Once the Word document has been remediated, the final step is to save it as a PDF (Portable
Document Format). Converting the document to PDF ensures that its formatting remains intact
and makes it easier to share, whether online or in print. The method outlined below preserve
the intended layout and include any accessibility enhancements made.
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SETTING PReFerences 1N Microsor Worp

Setting preferences is crucial to the accessibility process of the converted document. This
process of setting preferences only needs to be done once, if the preferences are saved to the
correct location (identified later in this procedure).

The steps to setting the preferences are:

1. Go to the Acrobat tab at the top of the Word document.

File Home Insert Draw Design Layout References Mailings Review View Developer Help

£ £ =

2. Open the Preferences under the Create Adobe PDF section.

File  Home Insert Draw Design Layout References Mailings Review View Developer Help Acrobat

- - - - - - -

e = & .7
Creatl§l Preferences Create PDFand ~ Mail Create PDF Acrobat Create PDF and
PDF| Share via Qutlook Merge  and Share link Comments + Run Action v

Create Adobe PDF Create and Share Review And Comment Create and Run Action

3. Under PDFMaker Settings, make sure that the following boxes are checked: View Adobe
PDF result, Prompt for Adobe PDF file name, and Convert Document Information.

—

Acrobat FUriviake

Seftings Securty Word Bookmarks
PDFMaker Seftings
Conversion Seftings: Standard

Use these seftings to create high quality Adobe PDF documents sutable for a delightiul
viewing experience and prining of business documents. Created PDF documents can

@ View Adobe PDF result

B Prompt for Adobe POF file name

: A S
B Conver Document Information Siyalieed el

Application Settings
|_|Amach source file
I8 Create Bookmarks
18 Add Links
Enable Accessibility and Reflow with tagged Adobe PDF
Enable advanced tagging
|__|Mark PDFJUA Compliant

Copyright ® 1984-2024 Adobe and its licensors. All Rights Reserved. Adobe, the Adobe
"‘ lege, Acrobat, the Adebae PDF logo and PostScript are either registered trademarks or

rademarks of Adobe in the United States and/or other countnies. All other rademarks are the
Adobe property of their respectve owners

Restore Defaults OK Cancel Help
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4,

5.
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Seflings Security Word Bookmarks
PDFMaker Settings
Conversion Seitings: Standard et

Use these seftings to create high quality Adobe PDF documents suitable for a delightful
viewing expenience and printing of business documents. Created PDF documents can

& View Adobe PDF result
B Prompt for Adobe PDF file name
. Convert Document Information Advanced Settings ...
PDF/A Compliance:  None w
Apphcation Settings
[ Aach source file
B Create Bookmarks
B Add Links
. Enable Accessibility and Reflow with tagged Adobe PDF

B Mark PDF/UA Compliant

Copyright ® 1984-2024 Adobe and its licensors. All Rights Reserved. Adobe. the Adobe
"‘ logo. Acrobat, the Adobe PDF logo and PostScriptare either registered rademarks or

trademarks of Adobe in the United States and/or other countries. All other trademarks are the
Adobe property of their respective owners.

Restore Defaults Cancel Help

Next go to the Advanced Settings.
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| o Acrobat PDFMaker x

| o Acrobat PDFMaker x

Seflings Security Word Bookmarks

PDFMaker Settings
Conversion Seitings: Standard et
Use these seftings to create high quality Adobe PDF documents suitable for a delightful
viewing expenience and printing of business documents. Created PDF documents can

& View Adobe PDF result

B Prompt for Adobe PDF file name =
. Convert Document Information Advanced Settings ...

PDF/A Compliance:  None o

Apphcation Settings
[ Aach source file
B Create Bookmarks
B Add Links
. Enable Accessibility and Reflow with tagged Adobe PDF
[_)Enable advanced tagging
B Mark PDF/UA Compliant

logo. Acrobat, the Adobe PDF logo and PostScriptare either registered rademarks or
trademarks of Adobe in the United States and/or other countries. All other trademarks are the
Adobe property of their respective owners.

' ‘ Copyright ® 1984-2024 Adobe and its licensors. All Rights Reserved. Adobe. the Adobe

Restore Defaults Cancel Help

Under Application Settings, make sure that the following boxes are checked: Create
Bookmarks, Add Links, and Enable Accessibility and Reflow with tagged Adobe PDF.
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6.

7.

8.

Under File Options, change Compatibility to “Acrobat 8.0 (PDF 1.7)”

Standard - Adobe PDF Settings X
E Standard L
T General
"% Images o
% Fonts D !
% Color Use these settings to create high quality Adobe PDF documents suitable for
'1 ad od delightful viewing experience and printing of business documents. Created PDF
) 5 \radncrd documents can be opened with Acrobat and Adobe Reader 7.0 and later.
& Standards

[~ Show All Settings

r File Options
Object Level Compression: | Maximum -
Auto-Rotate Pages: [Collectively by File |
Binding: ||_eﬁ LI
Resolution: ISDD dots perinch
& Al Pages
" Pages From: | To: I

[~ Embed thumbnails
[V Optimize for fast web view

— Default Page Size
Width: |3.5
Height: |11.D

Units: I Inches -

Save fs... | ok | Cancel | Hep |

Click the Save As button and when the dialog box appears make sure

path (Adobe > Adobe PDF > Setting).

D m Save Adobe PDF Settings As

Organize v New folder
£ Home
| Gallery

> @® Diana - State of

&M Desktop »

= Documents #

€ o < Adobe » AdobePDF » Settings ~ (e} Search Settings »

[
4
-]

Name Date modified Type Sze M

"
Mo items match your search. n

File name: | Standard(1) jeboptions -

. Hide Folders

Save as type: Adobe PDF Settings Files (*joboptions) “Ih

Save Cancel

=

it is saving to the

Click OK and save these conversion settings, as these will be the settings that you use to
convert your Word documents to PDF. Click OK in Acrobat PDFMaker.

Save As.. | Cancel Help
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Converting THe Woro Document 1o PDF

Setting the correct Word Document preferences is crucial to the accessibility process, as it
ensures that both formatting and accessibility improvements are preserved—something other
methods may not consistently maintain.

1. Once the Preferences have been set, Create PDF button in the toolbar.

File Home Insert Draw Design Layout References Mailings  Review View  Develc

- - - - | T - -
. [, I I
Create Heferences Create PDFand  Mail Create PDF Acrobat Create PDF and
PDF Share via Qutlook Merge  and Share link Comments ~ Run Action ~
Create Adobe PDF Create and Share Review And Comment Create and Run Action

2. Run an accessibility check on the PDF document, to ensure there are no accessibility
issues.
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