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GOVERNOR’S TECHNOLOGY OFFICE
STRIKEOUT OR MODIFIED MATERIAL

INTRODUCTION

Documents with strikeouts or modified material should be remediated to ensure clarity,
accuracy, and accessibility. Strikeouts can confuse readers making it unclear whether the
original document is still relevant, and remediation removes outdated or conflicting information.
This ensures the final content is clear, professional, and compliant with accessibility guidelines
(e.g., WCAG).
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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
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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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Taccing New Materiar v Ouoer & Newer Versions o Apose

New material is normally indicated to visual readers as blue text that is italicized. To make this
accessible, indicate the beginning and ending of the new material using figure tags.

1. Before you can encapsulate a letter, you must click the Accessibility button in older
versions of Adobe and Prepare for Accessibility tool in newer versions of Adobe.

Organize Pages
Send for Comments
g Comment

15 Scan & OCR

O Protect
® Accessibility

I?} More Tools

Toolbar on the right side of the screen in older versions of Adobe
All tools x

[2  Exporta PDF

Edit a PDF

=2
(=5

@ Request e-signatures

(® Prepare for accessibility

4 Fill&sign
Create a PDF
EIB Combine files

Organize pages

Toolbar on the left side of the screen in newer versions of Adobe
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2. Then click on the Reading Order tool button

@ Accessibility Report
G, Identify Form Fields

Set Alternate Text

‘..\ Setup Assistant

3. Encapsulate the first letter of the new material by clicking and dragging around it until
you see the pink highlighting shown below around the letter. Note: you may need make a
larger selection around the letter.

uy23

I

27

AL LAV 1 AU FUTLH FiCiu RELUyinuun

a ey

28

4

Q

rivrcnmctanc

Delete Selected Item Structure
Aldpurt |

Clear page structure

ecau

diSdbilif_y,_ b Tag as text/paragraph
6 personifit f
7 person’s pli

Tag as background/artifact

Tag as figure

4. Right-click and choose “Tag as figure” from the drop-down menu or click the Figure button

in the Reading order panel.

uy23

I

27

AL LAV 1 AU FUTLH FiCiu RELUyinuun

reto a ney

28

N ~1 O\

HlJcourrt
solely becau
dzsabtltt_y,. - TTRT—
person if it |

b 4
person’s pl Tog o5 fgure_ —
rirriimcliann

Delete Selected Item Structure

Clear page structure

Tag as background/artifact

5. Right click on the figure and click Edit Alternate Text

J v Show tables and figures

Edit Alternate Text...

Show page content groups

Display like elements in a single box

v Show table cells

|28 |W—_'—_J‘M
sole v Show reading order panel

disab
pers
perse
circe
if th
this
NPRPC|

L4
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6. Add in the alternate text: “"Beginning of New Material”. Then click OK

Alternate Text X

Alternate Text:

Beginning of New Materiall

OK Don't Add Alt-Text

7. Repeat Steps 3-6 for the ending of the new material. Add in the alternate text: “End of
New Material”. Then click OK

hysical «
ces thart «
on is aw,
on, “blir

Alternate Text:

End of the New Material

0K Don't Add Alt-Text
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Taceing STRikeout MaTeriaL 1v Ouper & Newer Versions or Apose

Strikeout Material is normally indicated by red text with a line through it. To make this
accessible, indicate the beginning and ending of the new material using figure tags, following
the same steps as that used in Tagging new material.

1. Before you can encapsulate a letter, you must click the Accessibility button in older
versions of Adobe and Prepare for Accessibility in newer versions of Adobe.

Organize Pages
Send for Comments
g Comment

15 Scan & OCR

O Protect
® Accessibility

I?} More Tools

Toolbar on the right side of the screen in older versions of Adobe
All tools x

[® exportaPDF

E2 Edita PDF

@ Request e-signatures
A Fill&sign
Create a PDF

EIB Combine files

Organize pages

Toolbar on the left side of the screen in newer versions of Adobe
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2. Then click on the Reading Order tool button

@ Accessibility Report
G, Identify Form Fields

E Set Alternate Text

‘.i.\ Setup Assistant

3. Encapsulate the first letter or symbol of the strike out by clicking and dragging around it
until you see the pink highlighting shown below around the letter. Note: you may need
make a larger selection around the letter before the letter or symbol is encapsulated.

e termina
public ¢

1SS10n not
~L e~ ATl A e s

4. Right-click and choose “Tag as figure” from the drop-down menu or click the Figure button
in the Reading order panel.

Hg must + Display like elements in a single box Ft
= dﬁte Of v Show table cells ra
5 the prac v Show tables and figures

yment , dd
the Con Run Form Field Recognition a]
>nce of th

Delete Selected ltem Structure

int 1s ti p1

0 thﬂt per Clear page structure e
.'I].l".[]_lSSlCtll Tag as text/paragraph ad
cer whicl . .. .. .o, te
f discrimi =
i d upDIl Tag as figure

5¢

'Umplﬂiﬂﬂ ag as figure/caption nt
:tice aﬂd Tag as table
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5. Right click on the figure and click Edit Alternate Text

([ roNwsirtasmmemsyme 10115 0/ ((

01l v show / reading order panel d
f the

l'ill].. Show page content groups * p
pel‘l + Display like elements in a single box e
1011 | ¥ Show table cells Al
hiCl'_ + Show tables and figures T
1111 c:
on t Edit Alternate Text...

Iilla] Run Form Field Recognition 111
ad s

iSSi( Clear page structure In

11 1

6. Give the first figure the alternate text of: "Beginning of Omitted Material”.

- of the occurrence of the alleged practice o1

oractice terminate ,. e Text %
af i1
Jominiss1on Not [i stemateTex: he

)f the alleged prac

timely if it is fi fec
. _pel‘u_)gl. A compl S Te——
sion 1f any othet str

Jlllch has comparable jurisdiction to adjud

tarrnntAarTr meantiaac has aada o Adasderaen e

7. Give the last figure the alternate text of: “End of Omitted Material”.

ictice.
i
)]
1
2
[

it oK Don't Add Alt-Text _
¢ al
oath.

. . ___ .

8. Repeat the above steps for each item identified by a strikeout.

STATE OF NEVADA

GOVERNOR'S TECHNOLOGY OFFICE
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