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CREATING TABLE OF CONTENT
LINKS IN PDF

INTRODUCTION

Content tool is a powerful tool for creating, editing, and managing the content of pdf
documents. It allows users to add, delete, and modify text and images in a pdf file quickly and
easily. It also allows users to create and edit annotations, bookmarks, content tool, to create a
remediated document.
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Click a title below to go to the destination page.
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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

Layout and Magnificatson

MNawngation tat: | Fage Only -
Page layout | Default »~

Magnificatiore  |Default

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

Description Secunty Fonts  Initial View Custam  Advanced
Layout and Magnification

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

Magneficatione | Default

Ogen to page: |1 of 11

Window Optiang
[ Resize window ta initial page
[ Center window on sereen
] Oren in Full Screen mode

File Namwe

[T Hiche menu bas
[ 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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Creating Tasee oF ConTent Links

Table of Contents links may need to be recreated if not originally created in source document or
if the document has been retagged/auto tagged.

1. Highlight text to create new link.

m

ACUPUNCTURE ..............{
AMBULATORY SURGERY
ANESTHESIOLOGY ........|
CARDIOLOGY ...
CHIROPRACTIC ............|
COLON/RECTAL SURGEF
DURABLE MEDICAL EQU
FAMILY PRACTICE .........|
GENERAL PRACTICE ......
GENERAL SURGERY ...._|
HOME HEALTH.............of

—
opy

Copy With Formatting

Edit Text

Export Selection As...
Redact

Highlight Text
Strikethrough Text
Add Note to Replace Text

Add Note to Text

Add Bookmark

Create Link.

2. Right click on highlighted text and select Create Link.

NORTHERN NEVADA ...
ACUPUNCTURE ...
AMBULATORY SURGERY
ANESTHESIOLOGY _........
CARDIOLOGY
CHIROPRACTIC .|
COLON/RECTAL SURGEF
DURABLE MEDICAL EQU
FAMILY PRACTICE
GENERAL PRACTICE
GENERAL SURGERY ...
HOME HEALTH

Export Selection As...

Redact

Highli

Striket

Add Mote 1o Text

Add Bookmark

3. Select the “"Go to a page view” radio button.

Create Link X

Link Appearance

Line Thickness:  Thin

(L) Open a file
(O Open a web page

L Highlight Style: | Invert

Link Type: |Invisible Rectangle
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4. Click the Next button.

Create Link X

Link Appearance
Link Type: | Invisible Rectangle ~  Line Style:  Solid
Highlight Style: | Invert v Color | L‘
Line Thickness:  Thin
Link Action
(®) Go to a page view

(O Open afile

(O Open a web page

5. Scroll down to the page that the link should point to and then select “Set Link".

Use the scrollbars, mouse, and zoom
tools to select the target view, then
press Set Link to create the link
destination.

6. Repeat the steps above for each listing in the Table of Contents.

STATE OF NEVADA

OFFICE OF THE CHIEF INFORMATION OFFICER
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