How to create a PDF/A file

1. Checking font embedding

@ Open the final version of your Word document file and select "Options" in the "File" tab.
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(@ Select "Save" from the menu of options displayed on the screen.

*In the case of Microsoft Word 2019

Info

Doc1

OneDrive - Personal= F42571

18 Sre | [@ Copypeth | [ 2 Open ication

Compatibiiity Mode

eyous changes

Protect Document.
Cortrol what types of changes peopie can maketo this dosumant.

Inspect Document
Befoe pubishing s e, be swase et & conting:

' Document propesies and authr's rame

= Contomtthat oo b cheche fo aocesility mses bcause of th cort

Version History
View and esone previous versios.

Manage Document
These are no wmcaved changes.

(® Check "Embed fonts in file" and click the "OK" button at the bottom right of the screen.

Add-ins Default local file location: |C:\User5\npEHS\OneDrWE\F#J)“Jh\

Word Options ? X
Generel H Customize how documents are saved.
Display
Proofin Save documents
Save AutoSave files stored in the Cloud by default in Word®
Typography Save files in this format: | ‘Word Document (*.docx) &
Language Save AutoRecover information every minutes
Accessibility Keep the last AutoRecovered version if | close without saving
Advanced AuteRecover file location: |C:\Usars\upEns\AppData\Ruaming\Mi(rusnft\Wnrd\ ‘ ‘ Browse...
[[] Den't show the Backstage when opening or saving files with keyboard shortcuts
Custemize Ribben Shaw additional places for saving, even if sign-in may be required.
Quick Access Toolbar [ saveto Computer by default
| [ Browse.. |

Default personal templates location: |

Trust Center

Offline editing options for document management server files

Learn more

Saving checked out files to server drafts is no longer supported. Checked out files are now saved to the Office Document Cache.

Server drafts location: |C:\Usars\upsns\OneDnva\F#:l)“) M\SharePaint Drafts\,

Preserve fidelity when sharing this document: @ Docl.docx -
bed fonts in the file[V

mbed only the cheracters used in the document (best for reducing file size)

Do not embed common system fonts

Cache Settings

Days to keep files in the Office Document Cache:
[] Delete files from the Office Document Cache when they are closed

items with upload errors.

Delete files in the cache that have been saved for faster viewing. This will not delete items pending upload to the server, nor Delete cached files

I oK |I Cancel




2. Removing your personal information

@ Open the final version of the Word document file and select "Info" in the "File" tab.

@ Click the "Check for Issues" button to the left of "Inspect Document."
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3. Saving as a PDF/A file

@M the "File" tab, click the "Save As" menu and choose where you want to save the file (the storage location).
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4. Checking your saved file

@ Open the PDF file you created.

@ Check that the message "This file claims compliance with the PDF/A standard..." appears.
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@ In the "Description" tab, confirm that there is no information such as "Title" or "Author."
® Confirm that the font for all characters is "Embedded Subset" in the "Fonts" tab.
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