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MICHIGAN STATE GRIVERSTY Converting TIF files to PDF/a files —
Building Specific search

Procedure

1. First time set-up: Create a Collection template for finding all the TIF as-built drawings for a specific
building in Meridian
a. Inthe Drawing Archives Vault open the Advanced Search (magnifying glass icon)
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b. On the “What & Where’ tab, type *.tif* in the document name and select ‘This vault’.
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c. On the ‘More Criteria’ tab, select Property: ‘Buildings’ and Condition: ‘contains’
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d. On the ‘Search Settings’ tab, click ‘Save..’, then name your search ‘tif to pdf — building
specific’, then click ‘OK”’.

4 Find documents in Praoject Archives - Drawings

What & Where More Criteria  Document Types  References| Search Settings

SaveJ%earch gettings: Load
N Modified -
ﬁ' building specific no sour...  5/8/2023
B equipment renumbering  10/21/2022 Delete

i Saye Search Settings

Enter a name for your search settings:

if to pdf - building specific]

Cancel




2. Create a building specific Collection: each time you start a new building you will do this step.

a. Open the buildings — microfilm and as-built processing.xlIsx file (you may want to create a
favorite for this folder location and pin the excel file to your task bar) and find a building that
says ‘COMING SOON?’ in the tif to pdf column.

1. Put your initials and WORKING ON in the cell.
ii. Inthe CONVERT TIF TO PDFA folder, make a folder for that building.

b. In the Meridian Project Archives — Drawings vault, open the ‘Meridian Advanced Search’.

i. Go to the ‘Search Settings’ tab. Select the ‘tif to pdf — building specific’ saved search
and hit the ‘Load’ button.
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ii. Open the ‘More Criteria’ tab and type the building number of the building you selected
on the excel. Then click ‘Save as...’, select the ‘Create dynamic collection with name:’
and type ‘building number — tif to pdf’, click ‘OK’, then close the window.

@#h Find documents in Project Archives - Drawings 0

What & Where nt Types References Search Settings Find Now
Results should match: () All'e e criteria

O any of these oriteria Q
Property Condition Value
B EBuildings contains Stop
Close
Create static collection with name: New Search
Save | -

Cancel —
© Create dynamic collection with name: Save as...
0031 - tif to pdf] o_ Advanced...

[ Available for all users

iii.  This should now open the collection you created for the specific building to work on
converting the files.
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3. Opening the Collection for daily work:
a. Inthe Meridian Project Archives — Drawings vault, open the building specific collection in your
Nav Views list (scroll to bottom).

Project Archives - Drawings Main area - Accruent)

Vault Edit View Folder Tools Help

IM] &ll Flles [Document Type-File Type)
IM] Under Revision By

|2 b SR, |- < i
ol

. --dme. o udee-SuL a5

- human ecology - tif to pdf

1 0031 - tif to pdf

BT 02 - RCWP - TIF 1O Had

b. Select the first file in the list and then select Folders in your Views menu. This will take you to
the project files and be easier to manage and work in.

# Project Archives - Drawings - Accruent Meridian E

Vault Edit View Document Tools Help

1 EE [ADMIN] All Flles [Document Type-File Type)
EE [ADMIN] Under Revision By
EE All Files (Building-Project-Classification]

I:UIfIII Iﬂw-: Buildina-Proiect-Classifiratinn-Disrinlinel

2235_DWG_P¢S B LT_DB_DDDB_. -
2371_DWG_ASBLT_D001_B62...
2335_DWG_ASBLT_0001_B33...

ANNC MK ACDI T AnnT Naa

RACS,IL AR

c. Create a folder in the building folder for that project number. Select all the tif files in that
project in . Drag them out to the folder.
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d. Convert the files to PDFs (you can do one at a time or multiple at a time) by right-clicking on the
selected files and selecting Convert to Adobe PDF (if windows 11 — you may have to select
‘show more options’ in the right-click menu).

i.  You may have to do the converting to PDF and the following steps in chunks if there are
many files in a particular project.

e. The Adobe file will open. If you converted multiple files at once, they will open as separate
tabs.

i. Most of the tif files are rotated sideways and need to be fixed. This HAS to be done
before they are converted to PDF/a files.

ii. Open the page thumbnails and select the thumbnail image (you may have to select the fit
one full page to window’ setting first), then click the correct rotate arrow.
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f. Convert to PDF/a by running preflight on each PDF tab that is open. Save them into the same
folder where you copied the tif files. The first time, you will have to navigate to the correct
folder. For ease, keep the names the same.
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g. Verify it worked and if it looks good, close the tab.
i. If you converted multiple files at once, run preflight on the next tab until they are all
converted.

ii. If you only converted one file at a time, repeat steps until all the files for that project are
converted.
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h. Now start over at step 3 to convert tifs from another project.
1. Once you are done with all the projects for that building, update the excel and select another
building and start the process over again from step 2.



4. You can modify the collection instead of the advanced search options if prefer or delete the completed
building out of your collections list.
a. Open the Vault menu and select ‘Collections...’
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b. To delete the collection, select it, then click the X icon.
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c. To change the collection to a different building, select the collection, click the edit icon, then
click the edit button.
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i. On the ‘general’ tab, change the building number in the name.
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11. On the ‘Property Filters’ tab, change the building number.
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iii. Click OK.
iv. Now your collection is updated to the new building you will be working on.
v. Repeat all steps to convert the tif images to pdf/a.

Revision History and Owner of Document

Created: September 25, 2025
Updated: Month N/A
Kendra Schroeder | kingkend@msu.edu | 517-432-0325



mailto:kingkend@msu.edu

