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EXPORT EXCEL DOCUMENT TO
PDF GUIDE

INTRODUCTION

Now that the Excel document has been remediated, the final step is to save it as a PDF
(Portable Document Format). Converting it to PDF ensures that the document’s formatting is
preserved and makes it easier to share, whether viewed online or in a printed format. This
export method maintains the intended layout and includes any accessibility improvements that
were made.
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SETTING PREFERENCES IN AN EXcEL Document

The steps to set the preferences in Excel are:

1. Go to the Acrobat tab at the top of Excel.
2. Open the Preferences under the Create Adobe PDF section.
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Creatd Preferences
Create Adobe PDF | Create and Share | Review And Comment | Create and Run Action

3. Under PDFMaker Settings, make sure that the following boxes are checked: View Adobe
PDF result, Prompt for Adobe PDF file name, and Convert Document Information.

4. Under Application Settings, make sure that the following boxes are checked: Create
Bookmarks, Add Links, Enable Accessibility and Reflow with tagged Adobe PDF, Fit to
paper width, and Prompt for conversion settings.

5. Next go to the Advanced Settings.

B Acrobat PDFMaker

Settings  Security

PDFMaker Settings
Conversion Settings: | Standard(1) -

Ise these settings to create high quality Adobe PDF documents suitable for a ~
delightful viewing experience and printing of business documents. Created PDF W

r View Adobe PDF result 5

Prompt for Adobe PDF file name 3

L Convert Document Information [ Advanced Seftings ... ]

POF/A Compliance: | None e

Application Settings

r|:| Attach source file

Create Bookmarks

Add Links

Enable Accessibilty and Reflow with tagged Adobe PDF

[JConvert Comments

[ Mark PDF/UA Compliant 4
Fit Worksheet to a single page

Fit to paper width

L Prompt far conversion settings

Copyright = 1584-2023 Adobe and its licensors. All Rights Reserved. Adobe, the
"‘ Adobe logo, Acrobat, the Adobe PDF logo and PostScript are either registered

trademarks or trademarks of Adobe in the United States and/or other countries. All
Adobe othertrademarks are the property of their respective owners.

Restore Defaults Cancel Help
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6. Under File Options, change Compatibility to “Acrobat 8.0 (PDF 1.7)”
7. Click OK and save these conversion settings, as these will be the settings that you use to
convert your Excel documents to PDF. Click OK in Acrobat PDFMaker.

Standard - Adobe PDF Settings

E Standard '
[& General
[& Images o
& Forts Description
= Colar |Ise these settings to create high quality Adobe POF documents suitable for a
'—hi Ad g delightful viewing experence and printing of business documents. Created PDF
= vance documents can be opened with Acrobat and Adobe Reader 7.0 and later.
& Standards
File Options
e el | Scrobat 8.0 (PDF 1.7) || 6
Object Level Compression: ||"-"Ia:-:imum j
Auto-Rotate Pages: |Cu:u||ec1iueh,- by File j
Binding: |Le+t j
Resolution: (g0 dots perinch
+ Al Pages
" Pages From: Ta:
[ Embed thumbnails
[v Optimize for fast web view
Default Page Size
Width: [8.5 Units: |Inches ~|
[ Show All Settings Height: |11.0

f.
Save As. . | 1 QK I Cancel Help

Creating PDF Version o an Excer Document

The steps to set the correct convert Excel into a PDF are:

1. In the Create Adobe PDF section, click on Create PDF and save the document.
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Fuit Accessisiity Creck on Document

Fuct Accessisiuity Cueck - Newer Versions o Anose

The first step is to conduct a comprehensive (full) Accessibility Check to identify any errors
that need to be addressed in the Content Tool in the All Tools Menu on the left. This menu is
displayed by default on the left side of the page.

1. Locate the All Tools menu on the left and click the Prepare for accessibility button.
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2. Click on Check for accessibility
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I @ Check for accessibility I
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3. In the Accessibility Checker Options dialog box, under Checking Options, click on the
Select All button. Checking Options should show (32 of 32 in all categories). Use the
default “All Pages” to check all pages or select a page range to check on individual
sections of a document.

Page Range

(@) All pages in document () Pages from 1 to |l

Checking Options (32 of 32 in all categories)

Category: | Page content —

All page content is tagged

4. Click the Start Checking button.

Show this dialog when the Checker starts

Help Start Checking Cancel

5. The Accessibility Checker panel will appear on the right side of the document. Expand the
arrows to see the accessibility issues.

®  Accessibility Checker

3 Document (2 issues)
> Page Content

> Forms

3 Alternate Text

» Tables

> Lists

» Headings
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Fuct Accessisiuity Cueck Ouper Versions or Aoose Acroat

The first step is to conduct a comprehensive (full) Accessibility Check to identify any errors that
need to be addressed in the Content Tool on the left tool menu.

1. Use the Accessibility Tool on the right side of the document tool menu.

@ Accessibility

[#] Action Wizard
5= Edit PDF

@ Prepare Form
“|] Organize Pages

2. Select the Accessibility Check tool in the Accessibility tool to see if there are any errors.

E% Autotag Document

Reading Options

@ Accessibility Check

@ Accessibility Report
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3. In the Accessibility Checker Options dialog box, under Checking Options, click on the
Select All button. Checking Options should show (32 of 32 in all categories). Then click on
Start Checking.

Accessibility Checker Options

Report Options
Create accessibility report
Folder: C\Users\destey\AppData\Roaming\Adobe\Acrobat\DC\AccReports Choose...
[[] Attach report to document

Page Range

@) Al pages in document (O Pages from 1 to |1

Checking Options (32 of 32 in all categories)

Category: |Page content -

[“1 All page content is tagged

[~] All annotations are tagged

[] Tab order is consistent with structure order
Reliable character encoding is provided
[ Al multimedia objects are tagged

Page will not cause screen flicker

No inaccessible scripts

Navigation links are not repetitive

Page does not require timed responses

Select All Clear All

Show this dialog when the Checker starts

Help Start Checking Cancel

4. The Accessibility Checker panel will appear on the left side of the document. Expand the
arrows to see the accessibility issues.

I Accessibility

Accessibility Checker
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) Document (2 issues)
@ > Page Content (2 issues)
@ » Forms

> Alternate Text (1 issue)
D > Tables
= b Lists
‘% > Headings
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