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Tips for Preparing the Electronic
Submission of a Dissertation in PDF format

This guide is based on using Microsoft Office 2019 and Adobe Acrobat DC [Pro, not Reader].
To install a free version of Microsoft Office on your computer while you have a UAlbany Mail
email account. See:
https://wiki.albany.edu/display/public/askit/Microsoft+365+Apps+Subscription+License

Tips to keep in mind:

1. Use delete, not cut, when permanently removing information and graphics.

2. Use the formatting tools in Word; do not manually format paragraphs. For example, do
not press spacebar to move text to the next page. Use the command Insert > Page Break.
Use paragraph and page layout options.

3. Use section breaks in Word to address changing the format of page numbers. See
https://library.albany.edu/imc/tutorials _handouts/Dissertationpageformat.pdf
For landscape pages, tables and graphics see:
https://library.albany.edu/imc/tutorials _handouts/dissertation_landscape.pdf

Create the PDF file

It is highly recommended that you submit the PDF version of your dissertation to ProQuest and
not have ProQuest convert it to PDF. There are a few different ways to create the PDF format.
The method described here is ensures that fonts are embedded and that less formatting issues
occur. You must access Adobe Acrobat DC, not Reader, and Microsoft Word on the same
computer. Acrobat and Microsoft Office are available at the University Libraries on Macs and
Windows computers.

On Windows, in Microsoft Word select File > Options > Save.
At the bottom of the window, select Embed Fonts in the file. Unselect the options below
“Embed Fonts in this file.” Select OK.
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| EmDEg only the characters used in the document (best for reducing file size)

[] Do not embed common system fonts

Page 1 of 4



On Mac, in Microsoft Word select Word > Preferences; sclect Embed Fonts in the file.

Save Options
R Always create backup copy
1 Prompt before saving Normal template
Prompt for document properties
Save data only for forms (current document only)
Save preview picture of new documents
V| Allow background saves
V| Save AutoRecover info

Save every: 10 | minutes
Save Word files as: = Word Document <

Font Embedding

Presenvaid .sharing this document: = Dissertation.docx <

v Embed fonts in the file

Embed only the characters used in the document (best for reducing file size)

NOTE: Adobe Acrobat DC requires an Adobe ID. To continue, open Adobe Acrobat Pro DC
and create an ID and/or log in and open Acrobat Pro. Keep the application open.

Go to Word to create the PDF file. If you are not logged onto Adobe Acrobat and it is not open,
you may receive error messaged when printing to Adobe PDF.

Print

On a Windows computer, select File > Print. Select Acrobat PDF as
the printer. =

Copies: |1 =

To embed fonts, select Printer Properties.

Printer Properties

Settings
||'_—D Print All Pagef -
The whole thing
Pages: L |G
D Print One Sided -
Only print on one side of th...
rﬁﬁ Collated -

123 1,23 1,23
Portrait Orientation -~

Letter
8.5"x11"
Normal Margins

2% Adobe PDF Document Properties Left 1" Right 1"

il y TP

Layout Paper/Quality Adobe PDF Settings
Adobe PDF Conversion Settings
Use these settings to create high quality Adobe PDF documents suitable for a delightful

() viewi i d printing of busi d nts. Created PDF di nt: by 1
) e e e o G bsneiinte | Select the Adobe PDF Settings tab.
Default Settings: | Standard v| [ Edt..

Uncheck “Rely on system fonts only; do not

Adobe PDF Security: ‘None v Edit use document fonts”

Adobe PDF Output Folder 'Pmmpt for Adobe PDF filename vl Browse...
Adobe PDF Page Size: | Letter — .
Click OK

Replace Existing PDF | Always
View Adobe PDF results

(] Add document infomation Select Print. The file is saved as a PDF file.

[JRely on system fonts only; do not use document fonts

Delete log files for successful jobs

OK Cancel
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On a Mac select File > Print. Click on the PDF

button on the bottom of the window. Select Save as
PDF.

Printer:  UnivLibBW

[EINESS

Presets: Default Settings

Copies & Pages <

Copies: 1
! Collated
Pages:
o Al
Current Page

From: 1
to: 1

Page Range

Enter page numbers and/
or page ranges separated
by commas (e.g. 2, 5-8)

> >

10f 5

¥ Show Quick Preview

Cancel Print

Embed fonts in Adobe Acrobat and confirm format/layout

1. Open the file in Adobe Acrobat. Confirm that page numbers and page formatting are
correct. If editing is required, return to the Word document and make changes. Repeat

steps to create the PDF file.
Qeﬂight !

Search Tools; search for Preflight. Select Preflight
€5 Preflight

Optimize PDF

(ﬁ Profiles

When the Preflight window opens

Essentials ~ confirm that the Profiles tab is selected.

o p e optiens ™| Click on the Wrench to select Single

Show all 'l Iw ,O(ﬁb J ] ﬁXllpS.
v Digital printing and online publishingv
©  Digital printing (B/W) Edit..

Optimizes the current PDF document for digital printing. Converts

all colors - including spot colors - to grayscale.
0 Digital printing (color)
» PDF analysis
» PDF fixups
» PDF/A
» PDF/UA
» PDF/X
b Prepress

» Further Options

,O Analyzel ‘w Analyze and fixl
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Scroll down and select Document > Embed
Fonts. Select Fix. Save the file. Essentials ~

ﬁProfiles Results 7 Standards Options ~

Show all 'I ﬁ] 8“? _] DX

Convert color to sRGB ~

Convert registration color to CMYK black only
Force blend color space to DeviceCMYK
Force blend color space to sSRGB
Merge spot color name if appearance is identical
Set black text to overprint
Set white text to knock out
Document
Compress all uncompressed objects using lossless ZIP compressior
Convert fonts to outlines
Embed fonts Edit.. [~
If a PDF uses fonts which are not embedded into the PDF file they
are embedded as subsets using this fixup. It is required that the

respective fonts are available to the OS, either in the system folder
or activated via a font manager. Some fonts may have aflag gy

» Further Options ‘ p Fix’

When the process is complete, a report window opens.

VoY ‘DvoovoOLD

Preflight
I1l] Essentials ~

ﬁ?roﬁles * Results 7 Standards Options ~

J Preflight profile “Embed fonts did not find any errors or warnings:

7. Pages 1-5 from “dissertaton_tips.pdf"
439 Embed fonts
> gl overview
> £ Preflight information

On showin Snap| Q) Embed Audit Trai..| [ Create Report..|

To verify that the fonts are embedded, close the file and re-open it. Select File > Properties.
Select the Fonts tab and review the font report for the document. In example below, note that the
subsets are embedded. All fonts should show "(Embedded Subset)" after the font name.

Document Properties

Description | Security  Fonts | Initial View ~Custom = Advanced

Fonts Used in this Document

© [#) Arial (Embedded Subset) a
Type: TrueType
Encoding: Ansi
© [#) Cambria (Embedded Subset)
Type: TrueType
Encoding: Ansi
=] @ Garamond,Bold (Embedded Subset)

Type: TrueType

Encoding: Ansi

Written by Regina Testa, Head, IMC, Innovate Make Create Center, 1/15; 7/15; 11/15;
12/16; 12/17;12/18; 1/2020; 4/2020; 9/2020; 3/2021. This work is licensed under the @
Creative Commons Attribution 4.0 International License. To view a copy of this license,

visit https://creativecommons.org/licenses/by/4.0
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