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Why make your own A PDF of your

thesis/project/essays for the SFU Library?

It is going to be a few terms yet before SFU theses goes all-digital.
Nevertheless, all graduate theses, projects and essays currently appear in the
digital “Institutional Repository” collection*, thanks to students providing their
PDF with their submission. This helps promote SFU graduates and their
research.

If you decided to skip this one last task,
we are asking that you reconsider it.

Why?
[0 Because most scholarly research is now accessed online.
] If scanned from paper, your work will be represented in the Library's online

collection (Institutional Repository) as a much poorer quality document.

O Scanning from paper produces a PDF with the quality similar to a second generation
black-and-white photocopy (a copy of a copy)

O In contrast, a PDF made from the original is crisp, clear, and in colour where you have
used colour.

O And you then have a quality PDF of the thesis which you can share with others.

O If you save it not only as a PDF, but as a PDF/A, we will be able to ensure it remains as
you originally intended, and will be able to supply you, from our secure electronic
archive, an editable copy of your thesis/project or essays in the years to come.

O Finally, if we do the scanning from a printed copy, your thesis/project or essays may be
delayed in getting uploaded to the Institutional Repository. When 98% of graduates do
supply their PDF, one that requires extra work to scan it in from paper can slip to the
end of the work queue.

[ For those reasons, we encourage you to make the PDF even though
O this IS added work at this busy time, and
O you may not know how to access PDF maker software on your computer.

[0 On the next pages are instructions covering a number of ways to find and use a PDF
maker. One of these will work for you.

You will find it doesn’t take much time at all, and is a useful skill to have.

O d

See Contents list, next page.

Unless the author has received approval of their Withhold Request from the Dean of Graduate Studies. See Theses Office webpage for more information, if needed.
Page 1 of 10
SaveDOCasPDF_rev2010.docx
May 28, 2010
SIMON FRASER UNIVERSITY THINKING OF THE WORLD



SFU WAC BENNETT LIBRARY

Contents:
Why make your own archive quality PDF of your thesis/project/essays for the SFU Library?.....1
If you decided to skip this one last task, we are asking that you reconsider it..............cc.cc....... 1
LT USSR 1
Set-up for making an archive quality PDF: PDF/A ... 3
PENNY SIMPSON First, compress your graphicCs ..........ooouiiii i 3
ASSISTANT FOR THESES HOW SIMAII? et e e e e e e e e e et e e e e e e e e e eeaabeeeeeeaeeeaaanes 3
thesis_assistant@sfu.ca (] TE= 1Y, TSRO 3
(©]01=1 0 (01 ToT= TSRS 3
THESES OFFICE On a PC, Within MSWOId 2007 ..........c.couiieieeieeieeeete ettt 3
Room 724, 7 Floor On a PC, Within MSWOrd 2003............cuieieiieeiieeieiesee e 4
Bennett _lem_rY ) Next, check to see if you have a PDFmaker on your COMputer...........cccceeeeeviciiiieieeeee e 5
8888 University Drive L0 3 T O PSP SORRRR 5
Burnaby, BC VsA 1S6 On a Mac 5
Canada IR IR
If you can't find a PDFmaker on your computer, try an internet search............ccccccoiieeinninenn. 5
Converting your document to an archive quality pdf: PDF/A............cccccooiiiiiieee e, 6
PC MSWOIT USEIS..cciiiiieeieiieet e e ettt e e e et e e e e e e s e aneee e e e eaeessneaaeeeaaaessaanntneeeeeaeeeasannsenneeas 6
EMDBedding fONTS .....coo i 6
OPENOFFICE USEIS ..ottt ettt ettt e e e e e e e et e e e e e e e e e e nneeeeeeaeeeea e nnennneeaeeeaaannes 7
OpenOffice Writer is available for both PCs and Macs ..........ccccoiiiiiiiieeeeee 7
ONliNe PDF/A CONVEIEIS ...ttt e e e e e e e e e st e e e e e e e e e annneeeeeaaeeeaaannnes 8
= Yo U T SR EPRRR 8
LAV =L (o T (oo G0 (o SRS 8
BT gL g1 o= 1N [T o £ PO PPEPPRR 9
Standard before and after checks to ensure formatting stays as required .............c.c.ccouenee. 9
Documents breaking up into separate PDFs..............uviiiiiiiiiiiiiiiiieeeeeeeeees 9
Bookmarks incomplete in the PDF .........oooiiiiiiee e 10
1= 1L =Y EST N = 1 SRR 10
Page 2 of 10
SaveDOCasPDF_rev2010.docx
May 28, 2010

SIMON FRASER UNIVERSITY THINKING OF THE WORLD



SFU WAC BENNETT LIBRARY THESES OFFICE

Set-up for making an archive quality PDF: PDF/A

An archive quality PDF is essential for long term electronic management of your PDF, to ensure it will look and
remain the same, years after you created it. You will be able to request this backup copy of your thesis if you should
ever lose your original. And yes, it can be converted back into MSWord.

] To view details of the following illustrated instructions, please use zoom to enlarge the view.

First, compress your graphics

[ Atissue here is the need for a reasonable “trade-off’ between print quality and size limits.

[0 Compression reduces the overall size of your document. You can compress the graphics any time your file seems
to be getting too big, including for sharing by email.

[0 Why worry about file size? To allow your scholarship the widest distribution to contribute to your discipline and
field of knowledge. Large files are hard, and sometimes impossible, to download. PDF files that cannot be readily
downloaded and opened are less likely to be read.

[0 Worried about losing some graphics quality? Try this: Insert sample of your graphics into a new, a one or two
page document, compress the graphics, save as a PDF, and print. If satisfied, compress all the graphics in your
thesis document.

[ 1t IS possible to have it both ways: You can prepare one best graphic quality document with no compression to
make a PDF for printing; then compress the graphics to make a PDF for rapid, easy download and screen use by
web users.

[J Compressing graphics in advance of making a PDF is simpler than having to compress them when using the PDF
maker, which may offer more complex, harder-to-understand, choices.

How small?

[0 Downsizing to 300 dots per inch (dpi) is
reasonable for both print and online use.

[0 Compression for “Web” at 150-160 dpi or
“Print” at 220 dpi may be the only
alternatives offered. Choose the higher
value for slightly better quality.

On a Mac

[0 How? There is no simple way provided on
Mac MSWord for compressing graphics.
See compression options when creating
a PDF.

OpenOffice

[ In Open Office (PC or Mac) the
compression is carried out at the time the
PDF is created. See instructions for
making the PDF, to follow.

On a PC, within MSWord 2007

O Find and click on any graphic, to open
access to the “Picture Tools”,

O Then follow the steps shown in the
graphic to the right.
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O Use the settings shown. For optimal size reduction: Select “Screen” (150 dpi), or for slightly better quality,
select “Print” (220 dpi). If offered a broader range of choice, we recommend 300 dpi.

On a PC, within
MSWord 2003

0 Find and click on any
graphic, then go to
the “View” menu to
open the Toolbars
menu, then find and
open the “Picture”
toolbar.

Click the “Compress”
button to open the
“Compress Picture”
menu, and follow the
instructions and
choices indicated in
the illustration to the
right. We
recommend the
higher “Print”
resolution of 200 dpi.
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I T Apps

Next, check to see if you have a PDFmaker on your NetaFestox 0t
computer @mmg i
Most computers (both PC and Mac) since about 2003, have Adobe or other s
PDF-maker on it, even if it is not very obvious. @ PoreDiDOX
() LEd
On PCs ) MKTex 2.8
ABY Adobe Acrobat

J From your PC desktop, open the “Start’ menu, then “Programs” or “All
Programs”, to search for “Adobe Acrobat” or “PDFmaker”.

[0 Open MSWord 2007, MSWord 2003 or OpenOffice (or other wordprocessing

software), then check two places:

O Menu bar, to see if there is an Adobe icon
available to click.

O From the “File” or “Office icon” menu, check “Print” to view the
printer choices

o Decument] - Mictoseft Word = ¥
Y |Home | Iniert | Page Layou | Re w1 | Maili Levi View | Adddr @
a1 ! R i
¥ g g L ddl-Ir at
]

‘E OpenOffice.org Writer

File Edit Wiew Insert Format Table Tools Window Help
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On a Mac

O Adab
Y ouxis

() Logitech

=1 FileMaker Pro

(=) Windows Media Player
T) Canon

bl | CpenOffice.org 3.2

P2l g off [8) shutoown

O Newer Macs, which have OpenOffice, do have a PDFmaker that offers the PDF/A archive quality conversion.

€ LiveCyde Designer 8.0

L3
*
L

»
*

1 Older Macs, or those with only MSWord or MSWorks, may not offer a PDFmaker that is sufficiently sophisticated
to make an archive quality PDF (PDF/A). We have searched for it! Please check your own computer.

If you can't find a PDFmaker on your computer, try an internet search

I This may be the quickest option.

0 Find a free PDFmaker suitable for your
computer or to use online.

O Always check to ensure that it offers
the output option of “PDF/A”. This is
the archive quality version of PDF.

O lllustrated on the right are three | found
by searching for “PDFA” or “PDF/A”,
and checked out. Size limits may
apply.

O Choose the service that offers a
maximum size that will accommodate
your thesis/project/essays document.

Google

PDF/A online Search

About 425 000,000 resuliz (0.32 seconds) Advanced search

Create PDF Online Free, PDF Toolkit API for .NET, VB, Java, ASP ...

As a Free Web Based Service, PDF Online allows you to quickly create PDF from
anvwhere in the world (PC, Mac and Lmux compatible).
w_pdfonline com/ - Cache S

Create Adobe® PDF Online: Easily convert and create PDF
documents

Create Adobe PDF Online is the easy way to create professional-looking PDF
documents. Offered by Adobe Systems, the inventors of the PDF file format
createpdf adobe conv - United States - Cached - Similar

Free Online Doc Converter, Convert to PDF, PDF Printer Driver ..
Convert to PDF in batches. Create PDF or Image from any \Windows apphcatron
Convert Word, Excel, F_’owerpomt EML MSG, DWG to PDF, TIF, JPG or PNG.
camvert. neavia.com/ ~ached ar
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Converting your document to an archive quality pdf: PDF/A

PC MSWord users

0 mMSWord 2007:

O Firsttry the “Save as” PDF choice
if it offers the PDF/A option.

O If that is not sufficient, or for more
detailed selection of options:
access the PDF maker through
“Print”.

O See choices in graphic to the right.

In MSWord 2003, start at “File” then
“Print”. The process and menu choices
are the same as in MSWord 2007,
once you arrive at the grey “Print”
menu box.

O

Always check your PDF to see if all
your fonts and formatting have
remained as you wish them to
appear.

Embedding fonts

[0 Embedding fonts permits you to retain
accurate reproduction of your
document in the PDF. However, this

Page:1ofl | Words0 D English [Canads)
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Change
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Editing
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it as a PDF.
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|
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may involve unneeded extra detail work.

Create a test PDF/A first without embedding fonts, by ticking the “Rely on system fonts” option. Check

the PDF, page by page, to see whether any of your original formatting has been ruined or distorted by

font substitution.
O If everything is fine,

and the PDF is not too | PDF/A16:2005 (v

large (more than 250 ”ee':'
MB), no further work is =
needed to embed (L3 Color
fonts. 3 Advanced
([ Standards

However, if, in this PDF, your
document no longer appears
as you desire, or the size is
still too great, it is not hard to
create a new PDF that
controls the fonts.

The best choice is to embed
only the fonts you have
used. Embedding all fonts
will increase, possibly even
double, the size of your PDF
compared to your original
document.

™ Show All Settings

PDF/A-1b:2005 (CMYK) - Adobe PDF Settings

Xl
™ Embed all fonts
[ Ernbed QoerTume e
(|7 Subset embedded forts when percent of characters used is less than: |1 0o 1]

0 Only forts with approprigte permission bits will be embedded

When embedding fails: ICanceI job j
—Embedding =
Font Source: Always Embed:
IC:‘-.WINDOWS‘-.Forrts"-. j i -]
:; AgencyFE-Bold ﬂ j
encyFB-Re
! Never Embed:
i
T Adal-BolditalicMT | =l
T Aral-BoldMT
T Aial-talicMT
T AnalMT Add Mame... Hemoye |
T BaskOldFace s | ;I

Help
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O How to embed only the needed fonts? Click the “Edit” button, which is circled in bright green in the first
graphic above, to open more detailed options, shown in the second graphic.

O Go to the fonts menu, then tick the “subset” option. Leave the percentage at 100% to capture all the fonts you
used, however little.

O Then select and add each of the fonts one at a time. Add all the variations of each font you may have used,
i.e. Arial, Arial bold, Arial bold italic, Arial italic.

O If you can’t remember all of them, select a bit generously. Example: In a primarily Arial document, you might
have used Arial Narrow for a table. Add that and its variants (bold, italic, etc.), just in case. This is still a much
smaller selection than if you had chosen to embed all possible fonts and all variants of all fonts.

OpenOffice users

OpenOffice Writer is available for both PCs and Macs

[0 Adobe Acrobat will not necessarily be available on
your computer. If not, first check to ensure the . [ fm— ricerdE|A-w-
generically named “PDFmaker” offers the PDF/A ! o 5
option. If not, then use the online PDF/A converter. ' -

[0 PC Open Office Writer: Check both pathways to
the PDF maker. The icon on the menu bar may not
offer sufficient options. If not, then start with "File”
then “Export as PDF”. See graphic on right.

O Now is the time to compress your images: See
green box in the graphic to the right. “Quality”:
80-90% is good. “Reduce image resolution”:

# Open (fiice test doc.odt - OpenOfiice.org Writer [

No options offered ?
Insufficient to make PDF/A

s

|POF - Ponatre Decument Fomat | pat)

¥ Putomanc fle riame estermon

x|

Select 300 dpi.
[0 Mac Open Office Writer: Same as for PC s N [P
OpenOffice. B o e, [ e rﬁ“—a]
O Go to File menu, then “Export as PDF, and Aen ong| \ZEemmeees T

review and select the “PDF Options” shown
marked in green in the graphic below.

OpenOffice.org Writer
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Online PDF/A converters
Mac users

O If you don’t have Adobe Acrobat on your computers, your first

choice should be one of the online services.
What to look for

[0 Key to using an online converter is being alert to the options
needed to produce a PDF/A — an archive quality PDF. Look
for details such as “PDF/A Compliant” and size limits. Some
may limit document size to 1 MB (1,000 KB).

O Ignore the PDF/X compliance. This is not needed.
O To the right is the easiest one we found to date (May
2010). Note the warning about terms changing when

beta testing is completed. This is a hazard of free online
service.

[ Settings: At the point where you face making choices of
settings, look for the following types of choices.

[0 Zoom to see details in green boxes in graphic below:

O Look for the online service with the largest maximum
size. Some may be as low as 1 MB (1,000 KB) or as high
as 10 MG (10,000 KB).

OG-8
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/7 Create PDF Online Free, PDF Toolkit API for NET, VB, Java, ASP for Programming

pdfonline, com

7 Favorites | 7= [ sFU Connect ﬁHm sFuLibrary D srUIR MThesesOf

i Create PDF Online Free, PDF Toolkit API for .NET, VB,... ‘ |

Developer Tools

Desktop Products

rd(j'nlf Online™ g‘?ﬂ

|'eb2PDF

BCL Premium™*
PDF Online Service

Convert Large Docs to PDF,
Faster, More Features.

BCL Premium Online
Service |s in Beta.

A

hg Beta gccount ¥ou C3
create 20 POF documents
per day with a 10 MB size
limit on the original source
document

Beta® account is free.
Sign up now >>

Mow you can do more with your PDFs!
Using the Premium sendce, you can create
POF and do maore gssing. such as:

= Custom Paper Size
= Document Security
= andmore..

X The servica is free during Bata period. After that. differant terms may apply.

[J See details in graphic on the right | | [ -8 - - page- 5
O Under “embedding, select “subset.” | — A
You may be offered a menu to select _Browse.. |
those fonts by name. Instructions will
be similar to those for the PC Word i |
steps on previous pages. Embed only -
the fonts you have used to save on - Font - In order to keep size of PDF small, default to "Do not embed font"
size but retain your final formatting. Embedias Tyne d © Yes @ No
- Embeddi [Embed font (subset) =]
0 This is your chance to compress those S hed fort {suheet)
Substitution IDD not substitute font j

images, if you did not do this

previously.
O Quality = % reduction of quality.

+ Orientation - Applicable for Word and Excel documents only

- Produce PDF/A/X compliant PDF

[PDF/A-1b:2005 compliant (ISO 19005-1:2008) =]
!Turn off PDF/X output j
|MOT SPECIFIED |

80-90% is reasonable for graphics (- PoF/A/X

with print and detail. PDF/A Conformance
O Downsizing to no less than PDF/X Conformance

300 dots per inch (dpi) is sufficient CMYK Color Profile

both for web quality graphics, and -

print quality.

O These are both reasonable
“tradeoffs” between print quality
from the online PDF, and size
limits (to enable your readers to

Compression
Quality (5 to 100)

Downsizing

- Image - Setimage quality, compression method and more

Downsize to (10 to 600 DPT}  |300 | only applicable when image is set to be downsized

IJF'EG compression j
|85 only applicable for JPEG or JPEG 2000 compression

IDuwnsize image j

open and download the file.

o

L1 If you do not wish to make this

[ T T T [T [ mtenet il =

graphics quality compromise, make

two separate PDFs, one for online use, with the compression (downsizing) in place, and one for printing the hard

copies, with no compression.
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] Switching from Mac to a PC. This puts your document at risk, if you do not first ensure your document and its
template are both saved in a “folder”. Then it is probably safe (for the formatting) to move the whole folder to a PC
which has Adobe Acrobat, where it can be opened in MSWord on the PC. Without also taking the template, you
risk having the controls, i.e. the “macros” which govern the formatting, eaten by the computers, and destroying
the set-up and font choices you have just finalized.

Standard before and after checks to ensure formatting stays as required

] Before converting your document to PDF, Check your document first to make sure this really is your final-final
document: that all checks indicated in “Reviewing Your Own” have been done.

d

After conversion to PDF, check your document in PDF to make sure the formatting has not gone wrong, and

that all the images have transferred properly, and are not just blank boxes. This may be an artifact of lack of
memory. Close all other programs (email, internet, etc.) to make more memory available to MSWord and the PDF

maker. Then try again.

I If you did not embed fonts, try again. See the instructions for that procedure above.

Documents breaking up into
separate PDFs.

[J We have recently heard that
the PDFmaker sometimes
breaks up your document into
two or three separate PDFs,
commonly on Macs. Don't
worry about this.

O If you have Adobe Acrobat
(not just the Reader), you
can open the first of your
"pieces", go to the last
page, and then go to the
"Document" menu to find
"Insert" that enables you to
insert other PDFs into the
open PDF. Follow the
instructions. Repeat as
needed to re-assemble
your thesis document as
one PDF.

g model thesist =2, - Adobe Acrobat Standard

Fle Edt \‘emu Forms Teos Advanced Window Help

=101 %1

Oinly one Append;
“Appends”, delats 3l the msTuctional tmat

? Then use only the “A {pea

O Some of the online PDF makers offer “combine documents” or “merge PDFs” capacity.

O Ifit doesn't work, let us know by email to thesis@sfu.ca. We can arrange for you to send the pieces to us as
attachments, and we can re-assemble them. But please, don't just send them to us without notice.
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Bookmarks incomplete in the PDF

[0 The PDFmaker may not pick up the
preliminary page headings or the
Reference & Appendices headings
from the SFU Library template and
turn them into bookmarks in your
PDF, even though the MSWord
document map will show these
specialized headings.

O If you have Adobe Acrobat on
your computer, access it from
within MSWord, with your
document open. Open the
“Preferences” then the “Bookmarks menu. Tick “Word headings”, then scroll down to tick (or untick) any of the
heading styles you want to appear as bookmarks.

O Check to be sure the “Settings” menu has the PDF/A option ticked.

O Or, access the PDF conversion options through “Save as”/”Adobe PDF”, to tick “Create bookmarks from”
“Word Bookmarks”. Be sure the PDF/A option is ticked.

O Then proceed with saving [again] as a PDF.

If all else fails....

[ Please consult the Theses Office: thesis@sfu.ca. There are a number of alternatives.
O Please email first and describe your difficulties, if you need alternatives to these instructions.

O However, once you find how to compress images and make a PDF, it is only a few minutes of work, so try
that first. Knowing how to do this is a valuable skill set you will use many times in the future.
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