INTRODUCTION

Scanned documents should be remediated to improve accessibility, accuracy, and complia
Remediation, like OCR, converts images into machine-readable text, enabling access for

nce.

individuals with disabilities, making documents searchable, and enhancing user experience.

It also corrects OCR errors, ensuring accurate information, which is critical in professional
settings.
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SerTin Up THe DocuMent PropeRTIES

There are three parts to setting the basic document properites:

1. Setting the Document Title
2. Setting PDF Metadata to Use the Document Title
3. Setting the Language in PDF

Performing these steps first when opening any PDF document will help resolve the most
common errors before you start the remediation process.

Document TiTee

SETTING THE DOCUMENT TITLE

First check if the document has a document title. If it doesn’t add the title. If the source
document (such as Word, Excel, or PowerPoint) includes a title, the PDF will typically carry it
over. Otherwise, you will need to add a title to the PDF. Follow the steps below to determine if
the document title has been set properly.

Older Versions of Adobe Acrobat

1. Click on “File” at the top of the menu bar.

IZ' g k't View E-Sign Window Help
Home Tools Licensees as of Jun...

2. Select "Properties” to open the Document Properties window.

Edit View E-Sign Window Help
D Open... Ctrl+=0

Protect Using Password

é}‘; Request E-signatures

m Share File
Close File / Ctrl+W
I Properties... Ctrl+D
& erint.. Ctrl+P
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Newer Versions of Adobe Acrobat
1. Click on "Menu” at the top left of the window.

Licensees as of June 4, 2019 Nev_

Alltools  Edit onvert  E-Sign

2. Select "Document Properties” to open the Document Properties window.

- ¢ Licenseesasof June 4, ]

Window >
Help >
Preferences... Ctri+K
Protection >

Document properties... Ctrl+D

Exit application Ctrl+Q

3. View the Description tab to determine if the document has a title and/or if the title is an
appropriate description of the document. If the title is accurate, proceed to next section. If
the title is not there or is not accurate, proceed to step 4.

Note: Steps 3 and 4 are the same in both older and newer versions of Adobe Acrobat

Description  Security Fonts  Initial View Custom Advanced

Description

File: Adding Table of Content Links PDFEpdf

Title: IAddingTable of Content Links in PDF B

Author: |

Subject: I

4. If there is no title, or if the title does not provide an accurate description of the document
click in the Title field and select any text in it. Type in the new accurate document title.
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Serting PDF Meraoara to Use tre Document Timee

When adding a title to the document, the metadata must be updated to reflect the new
document title instead of the file name.

Note: These steps are the same in both older and newer versions of Adobe Acrobat.

1. Make sure you are still in the Document Properties. See last section for guidance.
2. Click on the “Initial View” tab.

Document Properties

Description  Security Fonts [ Initial Viey

stom  Advanced
Layout and Magnification

Navigation tab: | Page Only o
Page layout: | Default v
Magnification: | Default ~ ‘

3. If the "Show” dropdown menu is set to “File Name” change this to "Document Title”

Document Properties

Description Security Fonts  Initial View Custom Advanced

Layout and Magnification

Navigation tab: | Page Only ~
Page layout: | Single Page v
Magnification: |Default -

Open to page: |1 of 11

Window Options

[ Resize window to initial page

[ Center window on screen

[JOpen in Full Screen mode

Document Title v

ser Interfe

Show:

[ Hide menu bar
[ Hide tool bars

[ Hide window controls

Page 4



Sertine THe Lancuace in PDF

Screen reader technology will read the document to the user in the language set for the document.
A document can only have one language setting. The steps to set the correct language in a PDF

are:

Note: These steps are the same in both older and newer versions of Adobe Acrobat.

1. Click on the “Advanced” tab in the Document Properties window.

Document Properties

Description Security Fonts  Initial View Custo

PDF Settings

2. Choose the “Language dropdown” and change it to the correct language. In this case

“English.”

Document Properties

PDF Settings

Deseription Security Fonts  Initial View Custom Advanced

Base URL: I

Search Index: I

3 Trapped: | Unknown

Accessibility

Print Dialog Presets
Page Scaling:

DuplexMode:

Paper Source by Page Size:

Print Page Range:

Number of Copies:

Reading Options

Binding: | Left Edge

PDF/UA Compliance:

Browse... Clear

None ~

Default v

Simplex v

O

—

Default  ~

Language:

Protected Mode:  On

Estonian

(=D Finnish

French

English with Hebrew support

French (Morocco)

3. Click the “"OK button to save any changes to the PDF title or language.
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Scannen Documents IN Newenr Versions of Apoe AcroBaT

For documents that have been scanned into electronic documents, they won't be immediately
remediable.

TestinG For Scanneo Document v Newer Versions or Apose

1. Firstis to test to see if the document is scanned or not. To do so, use the Edit PDF Tool in
the toolbar on the right.

&

Accessibility

<

Action Wizard

o)

Edit PDF 1 }

ov

Prepare Form
Organize Pages
i— Scan & OCR

Fill & Sign

More Tools

b
ﬁ Redact
7o
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2.

STATE OF NEVADA
DEPARTMENT OF ADMINISTRATION
POLICY STATEMENT
; ON ‘
'INDIVIDUAL LIABILITY ACCOUNT (AKA INDIVIDUAL TRAVEL CARD)

[Effective: 7/1/2016]

Policy412’ Revision: NIA

PURPOSE

The purpose of this document is to establish a formal procedure for the issuance,
maintenance, and collection of State approved and authorized Individual Liability Account
hereinafter referred to as "Travel Card”.

The State of Nevada has contracted with Bank of America (BofA) for the issue and use of
charge cards for travel related expenses. The travel card is for official State use only and
should only be used, whenever possible, to pay for travel related expenses. Only State
officers and employees who fravel more than four (4) times in a year are eligible to receive a
State sponsored travel card, subject to their agencies’ internal policies and procedures.

Procedures exist within the Bank of America (BofA) WORKS application

(https://payment2 works.com/works/) to restrict card usage, including requiring real-time
agency approval of the exact amount of transactions and suspending the procurement card for

a period of time..

This policy applies to all Travel Card users within the State of Nevada, Department of
Administration.

REFERENCES

SAM — Travel: Chapter 200
State of Nevada Individual Liability (Travel Card) Employee Agreement

DEFINITION OF ROLES

The Travel Card Point of Contact (TCPOC) is located in the Department of Administration,

Administrative Services Division (ASD) and is the department's direct contact for the

After the Edit PDF tool has been selected, hover the cursor over the document and look to
see if there is an image icon in the top right corner of the document.

If there isn’t an image icon, it means the document isn’t a scanned document. However, if
there is an image icon, the document is scanned and therefore non-remediable. To make it
remediable, use the Scan and OCR Tool to convert the document into editable text and images.
This will make the document remediable.

Use the Scan and OCR Tool to convert scanned text and images into readable text for the
computer to recognize.

3.

How 10 START REMEDIATING A SCANNED DOCUMENT IN Newer VErsions oF Apose

Use the Scan and OCR Tool in the toolbar on the left side of the screen.

=[] oOrganize Pages

Send for Comments

Comment
& Scan & OCR
O Protect
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4. Under the Recognize Text section, click on “In This File”.

MODIFY PAGE

c w & G

EMHANCE FILE

1) Enhance scanned file .

4+, :
[€] Enhance camera image |

RECOGMNIZE TEXT

[A) In this file
rl

@ In multiple files

() Correct recognized text
Fl

Bates numbering ,

EDIT THE SETTINGS SO THAT TEXT AND IMAGES ARE CONVERTED CORRECTLY IN NEwER VErsions oF Apost.

5. Left Click on “Settings”.

(B In multiple f pages

() Correct reco | All pages 1% ‘
Language .

Bates numb | English(US) v ‘
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6.

7.

Select “Editable Text and Images” from the Output drop-down menu.

Recognize Text X

Pages
OAII pages

O Current page

O From page 1 to |4

Settings

Document Language  English (US) w

Output |Searchable|mage e

Searchable Image

Downsample To

Cancel

Then click "OK” button.

P N
Recognize Text X
Pages
o All pages
O Current page
O From page 1 to |4
Settings
Document Language  English (US) W
(011, {- 1Nl F ditable Text and Images w
Downsarmnple To W
i o
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Run e Recochize Text toor in Newer Versions or Anose

8. Now run the tool by clicking the blue “Recognize Text” button.

In this file

@ In multiple f

Pages

(&, Correct reco | All pages

Language

Bates numb | English(US)

9. This will start the tool and convert the document into editable text and images, thus
making the document remediable when it is finished. And now the document is taggable

as seen below.

s

IThe purpose of this document s o estatiish a formal prosedure fo the ssuance,
i

approved and
Inereinafter referred to as “Travel Gerd'.

[The State of Nevada has contracted with Bank of America (BefA) for the Issue and use of
e

‘whenerer possitie, tc pay for Only State
officsrs and four (4) tmes n a year bl i
Siate sponsored travel car, subject to thei* agencies’ nterral policies and procecures

[Procecures exist wittin the Bank of America (Bof) WORKS application
work: [} including requiirg real-ime

gency adpr
la pericd of ime..

[This policy apolies to all Tavel Card users within the State of Nevada, Departrert of
|adminstraton.

|REFERENCES

[SAV — Travet Chapter 200
IState cf Mevada Indhidual Liatilty (Traval Card) Employee Agresment

[DEFINITION OF ROLES

[The Travel Carg intre Depar
0 (ASD) for e

Ithe Department of Administration's Travel Card orogram. The TCPOC monitors al Travel
[Card usage:

(TCA) provices Jevel and s
egistered with add or cancel
Jerds) forthe agency The TCA i designaied by the agency cr Diviion adminstator or their
lesignee

[The Purcrasig Divsion's Purchasing Officer represents the State of Nevadain the
RP; conducts negoliaions wih the vendcr

Fesuting n a contract, y subseq:
i management They are

ssociated with the use of ths Travel Card
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Scannep Documents IN Ovoer Versions oF Anose AcroBaT

For documents that have been scanned into electronic documents, they won't be immediately
remediable.

Testinc For Scanneo Document N Ocoer Versions or Apose

1. Firstis to test to see if the document is scanned or not. To do so, use the Edit PDF Tool in
the toolbar on the right.

&

Accessibility

1% ]

Action Wizard

o)

Edit PDF 1 }

(1P

Prepare Form
Organize Pages
=4 Scan & OCR

Fill & Sign

More Tools

A
.4 Redact
G

Page 11



2. After the Edit PDF tool has been selected, hover the cursor over the document and look to
see if there is an image icon in the top right corner of the document.

STATE OF NEVADA
DEPARTMENT OF ADMINISTRATION
POLICY STATEMENT
; ON ‘
'INDIVIDUAL LIABILITY ACCOUNT (AKA INDIVIDUAL TRAVEL CARD)

o [Effective: 7/1/2016]
Policy412: Revision: N/A

PURPOSE

The purpose of this document is to establish a formal procedure for the issuance,
maintenance, and collection of State approved and authorized Individual Liability Account
hereinafter referred to as "Travel Card”.

The State of Nevada has contracted with Bank of America (BofA) for the issue and use of
charge cards for travel related expenses. The travel card is for official State use only and
should only be used, whenever possible, to pay for travel related expenses. Only State
officers and employees who fravel more than four (4) times in a year are eligible to receive a
State sponsored travel card, subject to their agencies’ internal policies and procedures.

Procedures exist within the Bank of America (BofA) WORKS application

(https://payment2.works.com/works/) to restrict card usage, including requiring real-time
agency approval of the exact amount of transactions and suspending the procurement card for
a period of time..

This policy applies to all Travel Card users within the State of Nevada, Department of
Administration.

REFERENCES

SAM — Travel: Chapter 200
State of Nevada Individual Liability (Travel Card) Employee Agreement

DEFINITION OF ROLES

The Travel Card Point of Contact (TCPOC) is located in the Department of Administration,
Administrative Services Division (ASD) and is the department’s direct contact for the

If there isn’t an image icon, it means the document isn’t a scanned document. However, if
there is an image icon, the document is scanned and therefore non-remediable. To make it
remediable, use the Scan and OCR Tool to convert the document into editable text and images.
This will make the document remediable.
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How 10 START REMEDIATING A SCANNED DOCUMENT IN Ouer Versions or Apose

Use the Scan and OCR Tool to convert scanned text and images into readable text for the
computer to recognize.

3. Use the Scan and OCR Tool in the toolbar on the right side of the.
#[] Organize Pages
Send for Comments

Comment

B Scan & OCR

O Protect

4. Click on the “Recognize Text” button.
@ 1 /4 R MO @ v B T B ¢

& Insert = @ Enhance * [l AA Recognize Text = . Bates Numbering = [%_

5. Left Click “In This File”.

é Enhance~  AA Recognize Text = Bates Mumbering

4] In Multiple Files...

@ Correct Recognized Text

6. Additional options will appear below the Recognize Text button.

[Bymsert~ i\ Enhance A RecognizeText [ Bates Numbering v B OaQ

Pages Al Pages ~  language English (US) ~  L¥ Settings
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BEFORE RUNNING THE TOOL, EDIT THE SETTINGS SO THAT TEXT AND IMAGES ARE CONVERTED CORRECTLY.

7. Left Click on “Settings”.

[Bymsert~ i\ Enhance A RecognizeText [ Bates Numbering v B OaQ

Pages Al Pages ~  language English (US) - Iﬁsmmgs I xt )

8. Select “Editable Text and Images” from the Output drop-down menu.

Recognize Text X

Pages
OAII pages

O Current page

O From page 1 to |4

Settings

Document Language  English (US) w

Output |Searchable|mage e

Searchable Image

Downsample To

Cancel

9. Then click "OK” button.

P . |
Recognize Text X

Pages
OAII pages

O Current page

O From page 1 to |4

Settings

Document Language  English (US) W

011,11l F ditable Text and Images w

Downsample To 600 dpi W

Cancel
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Run Tie Recocnize Text toow I Ouper Versions oF Apose

10. Now run the tool by clicking the blue “Recognize Text” button.

ates Numbering ~

&

Recognize Text

N0 QW

E:, Insert ~ é‘\ Enhance ~  AA Recognize Text ~

Pages Al Pages v Llanguage English (US) v L¥ settings

11. This will start the tool and convert the document into editable text and images, thus
making the document remediable when it is finished. And now the document is taggable
as seen below.

T EPOSE

[ The purpose of his document s fo estatiish a formal prosedure fo the ssuance
Imaintenance, ard collection of State zpproved and authorized Individual Liabilty Account
Inereinafter referred to as “Travel Gerd'.

e Sl of N s ko Wl Pk of Ao (1) s b o
cards for travel related excenses. The travel sad is for official State use orly and
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offcers and employees who travel more than four (4] times n  yeer are efigile 1 roceive @
Siate sponsored travel car, subject to thei* agencies’ nterral policies and procecures

Procecurss e i the Barkof Anetka Bo4) HORKS anuw, tion
s) b requirirg real.tme.

arency aorora ot pact amount araacions g epari o osaonen ard

l peric of timg

The poly apates toal Tael Card sers winis the Sats of Nevata, Depatient of

|adrinitator.

IREFERENCES

i e )
prec

TETCP rezes
w2 e

[SAM — Travet: Chapter
St f Nevad e Lt iy (Travel Card) Employee Agreament

[DEFINITION OF ROLES

el Rt LR s P eaues et
(s dreccantac for b

7 G B
o0 s 3 [Purchasing Division 2n them for
Ithe Department of Admiistration's Travel Card orogram. The TCPOC Pt o

0 usage.

2l e s b
Fegistered with the BofA as the only ndividual autrorized o m: d or cance:
e Tt e gency. The TCA B desighaled b he ageny r v adinstata 1 it
[designee.

[The Purchasing Disisior's Purchasing Officer regresents the State o Hevadain the

lprocurement process o intite the Favel card RFP; conducts negotiajons wih the vendcr

Fesuting i a contract, handles any subsequent conliad changes or extensions and provides.

ssistance with program management. They are the acministratcrs for daiy activies
ssociated with the use of ths Travel Card

STATE OF NEVADA

GOVERNOR'S TECHNOLOGY OFFICE
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