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EXPORT POWERPOINT DOCUMENT TO PDF

INTRODUCTION

Now that the PowerPoint document has been remediated, the final step is to save it as a PDF
(Portable Document Format). Converting the document to PDF ensures that the formatting is
preserved and enables easy file sharing, whether the document is viewed online or printed.
This process maintains the intended format, including any accessibility fixes that were applied.
It's important to save it in this specific way rather than using “Save As” or “Save as PDF,” as
the latter options may not preserve the formatting and accessibility adjustments made to the
document.
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SETTING AcRoBAT PREFERENCES

The steps to set the correct prefrences for conversion to PDF are:

1. Go to the Acrobat tab at the top of PowerPoint.

File Home Insert Draw Design Transitions  Animations  Slide Show Record Review  View

2. Open the Preferences under the Create Adobe PDF section.

File Home Insert Draw Design Transitions  Animations  Slide Show Record Review View Help Acrobat

Creatg reate PDF and Create PDF Create PDF and
PDF Share via Outlook and Share link Run Action

Creatl Create and Share | Review And Comment Create and Run Action

3. Under PDFMaker Settings, make sure that the following boxes are checked: View Adobe
PDF result, Prompt for Adobe PDF file name, and Convert Document Information.

W LE | e -~ 1 1 [ |

| = Acrobat PDFMaker *

Sellings  Security
PDFMaker Seftings
Conversion Sefings: Standard

Use these setings to create high quality Adobe PDF documents sutable for a delightiul
o viewing experience and printing of business documents. Created PDF documents can

B\Jlew Adobe PDF result
& Prompt for Adobe POF file name

| B Convert Document Information Achrancad Saings

POF/A Compliance:  MNone

|| Anach source file

B Create Bookmarks

B Add Links

Enable Accessibility and Reflow with tagged Adobe PDF
B conven Mulimedia

|__| Mark PDF/UA Compliant

B Preserve Slide Transiions

[Tl Convert hidden sides to PDF pages

|| Convernt Speaker Notes

Copyright ® 1984-2024 Adobe and its licensors. All Rights Reserved. Adobe. the Adobe
| r“ logo. Acrobat. the Adobe PDF logo and PosiScript are either registered trademarks or
trademarks of Adobe in the United States and/or other countries. All other rademarks are the
Adabe property of their respective owners

Restore Defaults OK Cancel Help
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4. Under Application Settings, make sure that the following boxes are checked: Create

Bookmarks, Add Links, Enable Accessibility and Reflow with tagged Adobe PDF, Convert

Multimedia, and Preserve Slide Transitions.

W LE | e -~ 1 1 1. L

| T Acrobat PDFMaker

Sellings  Security
PDFMaker Seftings
Conversion Sefings: Standard ~

Use these seffings to create high quality Adobe PDF documents suitable for a delightiul
viewing experience and printing of business documents. Created PDF documents can

B View Adobe PDF result

& Prompt for Adobe POF file name

.Conven Document Information

POF/A Compliance:  Mopa w

Advanced Setfings ..

Apphication Setings
[ Attach source file

B Create Bookmarks
B Add Links
- Enable Accessibility and Reflow with tagged Adobe POF

B conven Mulimedia

[ Mark PDFUA Compliant

B Preserve Slide Transiions

[Tl Convert hidden sides to PDF pages
[ Conven Speaker Notes

logo. Acrobat, the Adobe PDF logo and PostScript are either regi d trad: rks or

' ‘ Copyright ® 1984-2024 Adobe and its licensors. All Rights Reserved. Adobe. the Adobe
Adabe

property of their respective owners.

trademarks of Adobe in the United States and/or other countries. All other rademarks are the

Restare Defaults Cancel Help

5. Next go to the Advanced Settings.

W LE | e -~ 1 1 1. L

| T Acrobat PDFMaker

Sellings  Security
PDFMaker Seftings
Conversion Sefings: Standard ~

Use these seffings to create high quality Adobe PDF documents suitable for a delightiul
viewing experience and printing of business documents. Created PDF documents can

B View Adobe PDF result
& Prompt for Adobe POF file name
.Conven Document Information

PDFA Compliance:  MNone v
Apphication Setings

[ Attach source file

B Create Bookmarks

B Add Links

- Enable Accessibility and Reflow with tagged Adobe POF

B conven Mulimedia

[ Mark PDFUA Compliant

B Preserve Slide Transiions

[Tl Convert hidden sides to PDF pages

[ Conven Speaker Notes

Copyright ® 1984-2024 Adobe and its licensors. All Rights Reserved. Adobe. the Adobe
"‘ logo. Acrobat. the Adobe PDF logo and PosiScript are either reg;: d trad rks or
Adobe

property of their respective owners.

Advanced Setfings ..

trademarks of Adobe in the United States and/or other countries. All other rademarks are the

Restare Defaults Cancel Help
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1. Under File Options, change Compatibility to “Acrobat 8.0 (PDF 1.7)"

1 Standard - Adobe PDF Settings

EE Standard

General
Images
Fonts
Calor
Advanced
Standards

wlelwlelvls

[~ Show All Settings

Ao

_ Descrintion

Use these settings to create high quality Adobe PDF documents suitable for a
delightful viewing experience and printing of business documents. Created PDF
documents can be opened with Acrobat and Adobe Reader 7.0 and later.

r— File Options
Compatibility: ([ 80(PDF 1.7)
Object Level Compression: |Maximum -
Auto-Rotate Pages: [Collectively by File |
Binding: ||_eﬁ LI
Resolution: |g00  dots perinch
& Al Pages
" Pages From: | To: I

[ Embed thumbnails
[V Optimize for fast web view

— Default Page Size

Width: IB.E Units: I Inches 'l

Height: |[11.0

Save s | ok | Cancel | Help

2. Click OK and save these conversion settings, as these will be the settings that you use to

convert your PowerPoint documents to PDF. Click OK in Acrobat PDFMaker.

1 Standard - Adobe PDF Settings

EE Standard

General
Images
Fonts
Calor
Advanced
Standards

wlelwlelvls

[~ Show All Settings

Ao

_ Descrintion

Use these settings to create high quality Adobe PDF documents suitable for a
delightful viewing experience and printing of business documents. Created PDF
documents can be opened with Acrobat and Adobe Reader 7.0 and later.

r— File Options
(o Tyl Acrobat 8.0 (POF 1.7)
Object Level Compression: IMaximum LI
Auto-Rotate Pages: [Collectively by File |
Binding: ||_eﬁ LI
Resolution: |g00  dots perinch
& Al Pages
" Pages From: | To: I

[ Embed thumbnails
[V Optimize for fast web view

— Default Page Size

Width: IB.E Units: I Inches 'l

Height: |[11.0

Save As... | Cancel Help
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Convert THE PowerPoint Document 1o PDF

All that’s left is to click OK in Acrobat PDFMaker, then creating the PDF.
1. In the Create Adobe PDF men tab, click on Create PDF and save the document.

File Home Insert Draw Design Transitions  Animations  Slide Show Record Review View Help Acrobat

reate POF an: Create PDF Create PDF and
Share via Outlook and Share link Run Action

_ Yobe PDF Create and Share  Review And Comment Create and Run Action
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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 Metapara To Use tie 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.

Deseription Security Fants m

| Léayout and Magnificatson
MNawngation tat: | Fage Only -
Fage layout: | Default ¥

Magnificatiore  |Default

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

Description Secunty Fonts  Inital View Custom  Advanced
| Layoutand Magnification

Mavigation tat: | Page Only =
Page layout | Single Page -

Magneficatione | Default

Ogen to page: |1 of 11

| Windew Optiens

| [ Resize windemw to initisl page
[ Center windaw on sereen
] Gpren in Full Screen mode

File Namwe

[ Hige tool bars

[ Hicte windeiw controts
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SerTing THe Lancuace v 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.

Description Security Fonts  Initial View  Custo

POF Settings

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

“English.”

Description  Security Foets  Initial View Cumlom Advanced

|  PDF Settings

TR S (0 S (RTH TN S N S [T TN A S O R T R A T O [ 0 S T 7 ...

3. Click the “"OK button

Protected Mode: On

Base URL: |

Search Index | Browse.. Chear
Trappedt | Unknawn “
Accessibility
POF/UA Complipnce: | None -
Print Dialog Presets
Page Scaling: | Default
Duplexhode: | Simplex -
Paper Source by Page Size: [

Print Page Range:

Numiber of Copies. | Default =

Reading Options

Binding: |LeftEdge  ~

QST WITh Aral

Englich with Hebrew suppart
Estonian
Finnesh

I French
French (Morocee)

Help

German
Greek

to save any changes to the PDF title or language.
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Fuit Accessisiity Creck on Document

Fuct Accessisiuity Cueck - Newer Versions o Anose

The first step is to conduct a comprehensive (full) Accessibility Check to identify any errors
that need to be addressed in the Content Tool in the All Tools Menu on the left. This menu is
displayed by default on the left side of the page.

1. Locate the All Tools menu on the left and click the Prepare for accessibility button.

= Metw (YT Wnpect and Fix Woed D

Alltools Edit Corvert  ESign

All tools x
B combine files
A create s PoF

Crganize pages

Edit a PDF

D
£

are 3 form

B b
g
i
=
3
o
2

Compare files

Prepare for accessibility I

Pl

Export 3 PDF

Add comment s

@ Request e-signatures
5| Sean & OCR

04 Protect a POF
2. Click on Check for accessibility

= Menu (R 7T Inspectand FixWord

Alltools  Edt  Comwert  ESign

£ Prepare for accessibility *

E% Automatically tag PDF

EB change reading options

I @ Check for accessibility I

@‘I‘; Dpen accessibility report
3 identify form fields

B Add alternate text

+%, Use setup assistant

S #creading order
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3. In the Accessibility Checker Options dialog box, under Checking Options, click on the
Select All button. Checking Options should show (32 of 32 in all categories). Use the
default “All Pages” to check all pages or select a page range to check on individual
sections of a document.

Page Range

(@) All pages in document () Pages from 1 to |l

Checking Options (32 of 32 in all categories)

Category: | Page content —

All page content is tagged

4. Click the Start Checking button.

Show this dialog when the Checker starts

Help Start Checking Cancel

5. The Accessibility Checker panel will appear on the right side of the document. Expand the
arrows to see the accessibility issues.

®  Accessibility Checker

3 Document (2 issues)
> Page Content

> Forms

3 Alternate Text

» Tables

> Lists

» Headings
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Fuc Accessisiuity Cueck Ouper Versions or Apose Acrosat

The first step is to conduct a comprehensive (full) Accessibility Check to identify any errors that
need to be addressed in the Content Tool on the left tool menu.

1. Use the Accessibility Tool on the right side of the document tool menu.

@ Accessibility

[#] Action Wizard
5= Edit PDF

@ Prepare Form
“|] Organize Pages

2. Select the Accessibility Check tool in the Accessibility tool to see if there are any errors.

E% Autotag Document

Reading Options

@ Accessibility Check

@ Accessibility Report
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3. In the Accessibility Checker Options dialog box, under Checking Options, click on the
Select All button. Checking Options should show (32 of 32 in all categories). Then click on
Start Checking.

Accessibility Checker Options

Report Options
Create accessibility report
Folder: C\Users\destey\AppData\Roaming\Adobe\Acrobat\DC\AccReports Choose...
[[] Attach report to document

Page Range

@) Al pages in document (O Pages from 1 to |1

Checking Options (32 of 32 in all categories)

Category: |Page content -

[“1 All page content is tagged

[~] All annotations are tagged

[] Tab order is consistent with structure order
Reliable character encoding is provided
[ Al multimedia objects are tagged

Page will not cause screen flicker

No inaccessible scripts

Navigation links are not repetitive

Page does not require timed responses

Select All Clear All

Show this dialog when the Checker starts

Help Start Checking Cancel

4. The Accessibility Checker panel will appear on the left side of the document. Expand the
arrows to see the accessibility issues.

I Accessibility

Accessibility Checker

=]~

=
A

) Document (2 issues)
@ > Page Content (2 issues)
@ » Forms

> Alternate Text (1 issue)
D > Tables
= b Lists
‘% > Headings

STATE OF NEVADA
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