Today’s Schedule

1-2pm Submission 101
2 —-2:45pm Formatting 101: Using the Guide and Word Template
2:45-3pm Break

3 —4pm Formatting 102: Copyright for your dissertation, thesis,
and report

4 - 4:45pm Formatting 103: Checking and fixing your document
4:45 - 5pm  Final questions

All seminars are being taped and will be
available online later this week.

Michigan Tech

,_/‘h /B X L+ #

ortti'ng 13: Checking and
Fixing your Document

May 22, 2018




Overview

Finding information and help

Adobe Acrobat

How to embed fonts

Using the grid to check margins

Editing documents in Acrobat

Redaction tools to obscure text

Who should | email?

gradschool@mtu.edu
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Helpful Resources

* The Guide — describes all formatting
requirements and has helpful links and
copyright information

" Templates — Word and LaTeX

* Easily format your document — see previous
Formatting 101 for more information

" Theses and Dissertations — copyright
section includes links to tools, FAQ and
more

Today...

" For the sake of time, we’ll talk about one
way to accomplish the tasks I'm
presenting using Word and Acrobat

® There is usually more than one way to
accomplish all of the tasks, sometimes
using different software




Adobe Acrobat
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What is PDF?

PDF = Portable Document Format
Developed by Adobe in 1993

= Now is an open standard
* 1SO 32000-1:2008

= “enable users to exchange and view
electronic documents independent of the
environment in which they were created or
the environment in which they are viewed
or printed”
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Why use pdf?

= Anybody can open and read the files

= As an open standard, anybody can create
a reader at any time
* Theoretically, someone could open the
standard 100 years from now and write the
software to make a pdf reader, even if Adobe
no longer exists
= Can combine multiple file types into one
file (xIsx, tiff, png, docx, etc.)
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Recommended Software

= Adobe Acrobat DC Pro or Adobe Acrobat
Pro

* University owned computers: a site license is
available — contact IT

® Personal computers: Academic pricing at Best
Buy ($119)

* Download a trial copy — 7 days for free

= Off campus? IT can set up remote desktop
SO you can access University software




Other Options

= Other software
* Freeware — Google search “pdf creation”

= Mac users have a built in pdf maker and
viewer (Preview)

= Word...Save As...

= Digital Commons and ProQuest offer PDF
creation when you submit
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Problems with Other Options

= May or may not embed your fonts

® The converter provided by Digital Commons will
not embed all of your fonts as we require

= May only convert one file
= May or may not maintain quality of graphics
= May or may not convert your document

correctly

* Always carefully check any document created
with any PDF converter — including Adobe
Acrobat
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Table of Contents in Word
(part of page 1 of 2)
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TOC after Digital Commons
Conversion (page 1 of 9)

= Always check your
document after
conversion

" This error was on
page 3 — it should
have been obvious
that something was
wrong
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How to Embed Fonts
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Why should | embed fonts?

= Embedding fonts includes them in the pdf file

* This allows anyone to view the document as
you intended — even if they don’t have the
fonts

= File size is increased by about 5 MB per font

" ProQuest requires that most fonts be
embedded

®* There are a few exceptions, but it is easier to
embed all than to list the exceptions
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PDF tools in Word

" Look for the Acrobat tab

ilings Review View Google Drive EndNote X8 ACROBAT

[ et : Iy -
es Create and Mail Create and Send For  Acrobat Create PDF and Embed
Attach to Email Merge Shared Commenting Comments ~ Run Action Flash

eeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee

=

Create Preferences
PDF

Create Adobe PDF E
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Step 1: Set PDF Preferences

Create \Preferences
PDF

Create Adobe PDF
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The Preferences Window

- Acrobat PDFMaker @

Settings lsecuriy ] Word ] Bookmarks

PDFMaker Settings
Conversion Seiiffis

| View Adobe PDF result
V| Prompt for Adobe PDF file name
V| Convert Docume nt Information

POF/AConplance: (None ]

Application Settings
[ Attach source file
[V] Create Bookmarks
[V] Add Links
[¥] Enable Accessibility and Reflow with tagged Adobe PDF
Enable advanced tagging

Copyright ® 1984-2017 Adobe Systems Incomorated and its licensors. All Rights
"‘ Reserved. Adobe, the Adobe logo, Acrobat, the Adobe PDF logo and Post Script are

either registered trademarks or trademarks of Adobe Systems Incorporated in the
Adobe United States and/or other countries. All other trademarks are the property of their

respective owners
{Restom De(aunsl | cancel ] { Help ]

= Select a pre-set
conversion setting
* High Quality Print
* Press Quality

" The default —
“Standard” will not
embed all fonts
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PDF Preferences

" PDFs are not “one size fits all.” There are
many options available to create them.

= Think of a printer and all of the options

available:

* Double sided, draft mode, multiple pages

printed on one page, etc.

= PDF files have similar (if not more) printing

options available.
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Create PDF

" Look for the Acrobat tab

Mailings

ACROBAT

EndNote X8

File Home Insert Design Layout References Review View Google Drive

¢ i {¢ -
Create Preferences Create and Mail Create and Send For  Acrobat Create PDF and Embed
PDF Attach to Email Merge Shared Commenting Comments ~ Run Action Flash

Create Adobe PDF Create and Email Review And Comment Create and Run Action Flash

Create JPreferences

Create Adobe PDF
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Check embedded fonts

= Open the PDF file

* File...Properties

® Click on the “Fonts”
tab. All of the fonts
are listed.

°* Embedded fonts will
have “Embedded”
or “Embedded
Subset” next to
them

Document Properties

Description Security‘Eﬂﬁaﬁ&méllnitial View | Custom | Advanced

Fonts Used in this Document

= 7] Arial-BoldMT (Embedded Subset)
Type: TrueType
Encoding: Ansi

=] Arial-ItalicMT (Embedded Subset)
Type: TrueType
Encoding: Ansi

= ArialMT (Embedded Subset)
Type: TrueType
Encoding: Ansi
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Using the grid to check margins
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Acrobat Preferences

Preferences
Categories: Units
Convert From PDF page & Ruler Units:  Inches %]
Convert To PDF
Email Accounts Layout Grid
Forms 5 " . ~
) Width between lines: 1in v,
Identity
Internet Height between lines: 1 in v
JavaScript Grid offset from left edge: 0 in v
Language Grid offset from top edge:  0in z
Measuring (2D)
Measuring (30) Subdivisions: 4 v
Measuring (Geo) Grid line color: | [
Multimedia (legacy)
Multimedia Trust (legacy) Guides
Reading Guide color: [l
Reviewing
Search
Security

o Select “Units & Guides”

Units & Guides

Cancel (SIS
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Acrobat Preferences

Layout Grid

<>

Pt

Width between lines: 1in

Height between lines: 1 in

<>

Grid offset from left edge: 0Oin

<>

Grid offset from top edge: 0Oin

<>

Subdivisions: 4

Grid line color: [}

Guides

Guide color: [
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Turn on Grid from View Menu
Window Help =

. Rotate View > “X. dissertation-workin
Page Navigation | 2 54 ‘ & ® @ L& L@ LQ = c@ &~ L
Page Display > — -

Zoom > ’ @
Tool Sets >
Tools >
Fill & Sign
Comment >
Show/Hide > Navigation Panes 2
Read Mode ~3H - :Aoolba; 10D {}3;M
Full Screen Mode 8L =l
| e Rulers&Grld > Grid _ #U
Cursor Coordinates Snap to Grid
Read Out Loud > | Rulers ¥R
Compare Documents... Guides

¥ Line Weights 35
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Margins for a Portrait Page

= Portrait page, 8.5 x 11

The white area = Single sided
can be used for document
text. Nothing = Binding edge is on
can be in the the left
green space, -
including page
numbers.

Non-binding edge
margin is on the top,
right, and bottom

73
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Margins for a Landscape Page

= Landscape letter page
= Single sided document
* Binding edge is on the
The white area can be top

used for text. Nothing = Page numbers rotated
(see 74 in figure)

® Non-binding edge
margin is on the left,

X can be in the green
space, including page
numbers. right, and bottom
= See Guide for double

sided formatting
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Checking Margins

" Rotate pages so each page is in portrait
orientation with binding edge on left
= Single sided documents

* Rotate all landscape pages 90° counter-
clockwise

" Double sided documents

* Rotate all landscape pages 90° counter-
clockwise

* Rotate all even pages 180°

m Michigan Tech

i s,

Editing Documents in Acrobat
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Editing a PDF file

* The ability to edit depends on what you
are editing

= Editing text can be limited — depends on
the fonts embedded, formatting of the
page, and version of Acrobat

® Figures can generally be resized and
moved on the page

= All edits are manual - it's good for a few
pages or a quick fix
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Editing tools

Adobe Acrobat DC Pro Adobe Acrobat Pro Xl

Search Tools...

Tools Fill & Sign Comment

‘

_____ ¥ Content Editing

[ Edit PDF ] l @ Edit Text & Images l

Add Text

Ef‘, Export PDF Add Image

@ Export File to... =

Comment
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Redaction tools to obscure text
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Redaction Tools (DC Pro)

Search for “Redact”

Redact X || ™ Right click on “Redact”
and add as a shortcut
Redact = Click on “Redact” to
display tools
[ Markforredsc. ~w ge “Mark for Redaction”
A Aoply to select items to redact

* Signatures
* Proprietary information
° Eftc.

.fq Properties




Redaction Tools (DC Pro)

L:% Mark for Redaction ~ ‘% Apply

= Mark for Redaction — can select “Text and
Images,” “Pages,” or “Find Text”

= Select items to redact
= Select “Apply” when complete
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Other hidden data can be
contained in metadata

Acrobat

8 Redactions have been successfully applied.

Would you like to also find and remove
——  hidden information in your document?

Always perform the selected action

No ——

40
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Take home messages

= A PDF file is not one-size-fits-all

= Adobe Acrobat contains a number of tools
to edit and check your PDF file

" Presentations, slides, and other resources
available online

m Michigan Tech

Questions?
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Today’s Schedule

1-2pm Submission 101
2 —-2:45pm Formatting 101: Using the Guide and Word Template
2:45-3pm Break

3 —4pm Formatting 102: Copyright for your dissertation, thesis,
and report

4 —4:45pm  Formatting 103: Checking and fixing your document
4:45 - 5pm Final questions

All seminars are being taped and will be
available online later this week.




