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GOVERNOR’S TECHNOLOGY OFFICE
SETTING UP THE DOCUMENT PROPERTIES

INTRODUCTION

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.
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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.

IFiIe kit View E-Sign Window Help
Home Tools Licensees as of Jun...

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

mEd:t View E-Sign Window Help
E) Open... Ctrl+0

Protect Using Password

Ej:‘_ Request E-signatures

|'1'| Share File
Close File / Ctrl+W
I Proparties... Ctri+D
& erint.. Ctrl+P

Newer Versions of Adobe Acrobat
3. Click on "Menu” at the top left of the window.

Licensees as of June 4, 2019 Nev...

Alltools  Edit onvert  E-Sign
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4. 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

5. 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

6. 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 Metaoara 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 Y

Description Security Fonts  Initial View Custom Advanced

PDF Settings

Base URL: ‘

Search Index: ‘ Browse... Clear

3 Trapped: |Unknown v

Accessibility

PDF/UA Compliance: | None ~
Print Dialog Presets
Page Scaling: | Default v
DuplexMode:  Simplex v

Paper Source by Page Size: [

Print Page Range:

Number of Copies: | Default  ~

Reading Options

Binding: | leftEdge v

Language:

Protected Mode:  On

English with Hebrew support
Estonian

French |
French (Morocco)

Help

3. Click the “"OK button to save any changes to the PDF title or language.
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