MERIDIAN DOCUMENT MANAGEMENT SYSTEM

Searchable PDF/a Files

This manual includes step by step instructions on how to create and modify searchable PDF/a
files for long term archiving in the Meridian document management system.
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Creating Searchable PDF/a files

1.1

Searchable PDF/a files

* PDF/a is the government accepted standard that is specialized for the digital
preservation of electronic documents.

* PDF/a differs from PDF by omitting features ill-suited to long-term archiving, such as
special fonts, hyper-links, etc., which will make the files unable to be opened as future
versions of adobe acrobat or other pdf readers become available.

* Searchable PDFs are created using OCR (Optical Character Recognition), which is
the conversion of scanned images into machine-encoded text. This process allows
users to search for keywords in the file.

* The Kodak Scanners in the FIS department and the large format OCE scanner are set
up to scan into searchable PDF/a format.

* There are different methods for creating a searchable PDF/a file depending on the
original file type of your document.

1. using a SCANNED file (paper that was scanned into an electronic format)
2. using an ELECTRONIC file (file originally created on the computer)

Shortcuts on your Toolbar

Steps to add toolbar shortcuts

1. Marquee Zoom

2. Fit Page to Screen

3. Preflight (PDF/a creation)
4. Text Recognition (OCR)
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Searchable PDF/a files

1. Marquee Zoom
a. Right-Click on the Toolbar
b. Select ‘Show Select & Zoom Tools’
c. Select ‘Marquee Zoom’.

Show Eile Toaols r
Show Edit Tools r
Show Page Mavigation Tools »
Show Page Display Tools 4
Show Select & Zoom Tools 3 . D Marquee Zoom
A - (3 Munamic Zanm
2. Fit Page to Screen

a. Right-Click on the Toolbar
b. Select ‘Show Select & Zoom Tools’
c. Select “Zoomto Page Level’

Show Edit Tools 3
Show Page Mavigation Tools 4
Show Page Display Tools 3
Show Select & Zoom Toaols 3 o D Marquee Zaom
Customize Quick Toals... ,G) Dynamic Zoom
Hide Quick Tools EQ Pan & Zoom
Show Recently Used Tools é Loupe Toal
Show Properties Bar ctri+g | ¥ Actual Size
v Menu Bar I D Zoom to Page Level
Fit Width ’
Hide Toolbars F&
Reset Toolbars Alt+E8 Show All Select & Zoom Toals
Reset Select & Zoom Tools
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Creating Searchable PDF/a files

3. Preflight (PDF/a creation) and
a. Right-Click on the Toolbar
b. Select ‘Customize Quick Tools...’

| =
Show Eile Tool
Show Edit Tools L
Show Page Mavigation Tools *
Show Page Display Tools r
Show Select & Zoom Tools »

| ﬂ- Customize Quick Tools...

Hide Quick Tools

Select ‘Enhance Scans’
Scroll down to the end of that section
Select ‘Recognize Text’

o Ao

Text Recognition (OCR)

Click the add button to the right of scroll bar.
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Searchable PDF/a files

oF 4

Choose tools 1o sdd:

¥ Create PDF

v Edit PDF

v Export FDF

» Comment

v Organize Pages

=~ Enhance Scans

3%, - -
= Optimize Scanned Pages

Recognize Text in This File

g Scroll down even more

h. Click on ‘PDF Standards’

1 Select ‘Preflight’

j.  Click the add button to the right of the scroll bar
k. Make sure your selections are shown at the top
1. Click ‘Save’
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6 Creating Searchable PDF/a files

Toeenks 1o shevwy in Tosnlban Ilil 4 D

Chesorse bocls o add:

* Qetion Wizard

* Print Production

= PDF Standards

* Send for Comments

& Frefign

¥ Certificates

v Aocessibility

¢ Rich Media

v JlavaScript

¥ Index

* Measure

1.2 Creating a searchable PDF/a file

To create a searchable PDF/a from a scanned image, you will have to:

® Convert or print the file to a PDF if necessary.

* Open the file.
* Run OCR
* Run Preflight

To create a searchable PDF/a from an electronic file, you will have to either:

* Open the file.

® Print directly to a PDF/a

or

® Convert or print the file to a PDF

® Open the file.
* Run Preflight
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Searchable PDF/a files 7

1.21 OCR

To create a searchable file:
1. Click on 'AA".

2. Select 'In this File'.

3. Click on 'Recognize Text.

- Infrared Heaterspdf - Adobe Acrobat Pra DC
File Edit View Window Help

Home Tools Document @ @ =) Q @

2

@ Correct Recognized Text

[B In ThisFile |

Enhance Scans ~ Eé’ Insert ~ r‘_,j\ Enhance * AA Recognize Text =
o
In Multiple Files...

Pages | All Pages +|  language English(us)  ~
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8 Creating Searchable PDF/a files

1.2.2 Preflight
Creating the PDF/a:

1. Click on the Preflighticon

2. Open 'PDF/A compliance'

3. Select'Convert to PDF/A-1b'
4. Click on 'Analyze and fix

Preflight

CE:meiles
Show all v| Iﬁﬂﬂ Find (%]

Acrobat/PDF version compatibility "
Convert colors

Create PDF layers

Digital printing and online publishing
PDF analysis

PDF fixups
PDF/A complianc

- Standards

m

qlyr v vy vy w¥vyvw

£ - Convertto PDF/A1b
Converts the current document to PDF/A-1b,

Edit... F‘fv

D L Convert to PDF/A-Lb fwithout fallback conversio I
£ /& Convert to PDF/A-2a

9 /& Convert to PDF/A-2b

o) L Convert to PDF/A-2b [without fallback conversio
O J Convert to PDF/A-2u
£ J& Convert to PDF/A-3a

- I

b LI LT pﬁ.nalyzel ‘mhnalyze and fix

You will be prompted to save the file:

5. Select the location

6. change the file name in case you still need the original file (suggestion: add '~' to the
beginning of the file name)

7. Click 'Save'
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Searchable PDF/a files 9

]
oo P
5 = @

Mame Date

™. Save As PO

. r P T e e
0 I |

Organize - New folder

-~

Wi Favorites
4 acad-pluss (IPF-MSPRODOL) "L Infrared Heaters. pdf 4/20,

B Desktop
4. Downloads

“Zl Recent Places

&2 CD Drive

® DocsStagingArea’ (PPS-FILESRY2) (M) (2)
y. Kendras_Stuff

i ~ADDTO MERIDIAN

1 PROJECT ARCHIVES - DRAWINGS

1. HAZMAT - asbestos release numbers

1. active requests LAl m b

~Infrared Heaters.pdf

Save as type: I.ﬂ.dobe PDF Files (*.pdf)

% Hide Folders 7 [ Save ][ Cancel ]

File name:

If it worked, you will see a green check mark in the preflight results dialog box. You will
also see the PDF/A ribbon on the top of your document.

Preflight (=]

Cﬁﬁufiles U * Results V4 Standards Options ™

J “reflight profile "Convert to PDF/A-1D™ did not find any errors or warnings:

d Pages 1 -4 from "~Infrared Heaters.pdf” -
- Te . [ o |
File Edit View Window Help
Home Tools Document ® E M Q @ 1|74 D @ D An~ % @ Sign In
| @ This file claims compliance with the PDF/A standard and has been opened read-only to prevent modification. Enable Editing. ‘

If Problems were found and you see a red X in the preflight results dialog box. You may
have to try to print to a PDF/a.

" Standards

“reflight profile “Verify compliance with PDF/A-1b" found the following
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Creating Searchable PDF/a files

1.2.3

Printing to PDF/a

1. Open the 'File' menu
2. Select 'Print...

Window Help
Ctr+ O

E"& Create b
Save Ctrl+5

Save As... Shift+Ctrl+5

Save as Other L

Export To L
E Attach to Emall...

Fevert

Close Ctrl+W

Properties... Ctri+D
=3 Print.. | Ctrl+P

3. Change the Printer to '"Adobe PDF'
4. Click on'Properties'

Print

Adobe PDE ' F

Copies: |1 % int i ack and white)
[ save inkftoner (1)

. Change the 'Default Settings' to 'PDF/A-1b: 2005 (RGB)'
Click 'OK'
Click 'Print'

N oo
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Searchable PDF/a files 1

-
= Adobe PDF Document Properties

| Layout I Paper/GQuality iﬁ Adobe POF Settings |
— Adobe POF Conversion Settings

|lse these settings to create Adobe POF documents that are to be checked or
(;) to POF/A-1b, an 150 standard for the long4em preservation (archival) of el
documents. For more infarmation on creating PDF/A compliant POF docu
to the Acrobat User Guide. Created PDOF documents can be opened with
Reader 5.0 and later.

W S | FDF/A-1b-2005 (RGB) - Edt. |
Adobe PDF Security: [None ]| Ede |
Adobe POF Output Folder IF‘mmpt for Adobe PDF filename LI Browse. . |

Adobe PDF Page Size: |Letter ~| A |

¥ View Adobe PDF results
v Add document information

conform

refer
Adobe

¥ Rely on system forts only; do not use document fonts

¥ Delete log files for successful jobs

[ Ask to replace existing PDF file

l QK I Cancel

Pagel of 4

Print

You will be prompted to save the file:

8. Select the location

9. change the file name in case you still need the original file (suggestion: add '~' to the
beginning of the file name)

10. Click 'Save'
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Save PDF File As

Organize * Mew folder == - (7]
A . - L = .
I 457 Favorites . “ | Libraries E|
» acad-pluss (IPF-MSPRODOL) | Systern Folder
| .} Desktop |
i Downloads Schroeder, Kendra
“E—-_‘] Recent Places Sl ke
&2 CD Drive -
. ) Computer
® DocsStagingAreas (PPS-FILESRVZ) (M) (2) I System Folder
L. Kendras_Stuff "
J. ~ADD TO MERIDIAN £ networc I
. PROJECT ARCHIVES - DRAWIMNGS |4 m | »
File name| ~Infrared Heaters.pdf -
Save as type: | PDF files (*.PDF) v]
(= Hide Folders | [ Cancel I

Home Tools Document (15 B H Q (©) 1|74 D @ D An~ % @ Sign In
| @ e c sonard y . [[enabie g |
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1.3

Modifying PDF/a documents

If you need to modify a PDF/a file in anyway:

1. Click 'Enable Editing'

2. Make any changes to the document

3. Repeat all the steps to OCR and PDF/a the file

"L ~Infrared Heaters.pdf - Adobe Acrobat Pro DC - = 8 g
File Edit View Window Help b X
Home Tools Document C?) E N Q @ 1 4( @ Sign In
@ This file claims compliance with the PDF/A standard and has been opened read-only to prevent modification. f Enable Editing
| = —
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