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A. OBJECTIVE
Solicitation packages have been developed to accomplish the following:
e Meet statutory purchasing requirements
e Assure consistency of procurement processes throughout the State of Oklahoma
o Reflect the professionalism of the requesting agency
e Provide customer friendly documents

e Publish the most accessible documents possible

B. SOLICITATION PACKAGES DESIGNATION

B.1. TEMPLATES AVAILABLE

There are four solicitation templates available for two types of users, two versions each.
Table 1 - Files Titles

Version Type: CP (Central Purchasing) Type: SA (state agency)
FULL DCS-CP-SOLICITATION-FULL DCS-SA-SOLICITATION-FULL
SHORT DCS-CP-SOLICITATION-SHORT DCS-SA-SOLICITATION-SHORT

B.2. TEMPLATE TYPE
There are two types of solicitation packages to use:

e CP - for solicitations to be processed for state agencies through DCS, Central Purchasing Division (CP). The
Central Purchasing Division requires using the CP solicitation packages for solicitations processed through
Central Purchasing.

e SA - for solicitations conducted independently by state agencies (SA). DCS recommends using the SA
solicitation packages for solicitations processed internally by an agency but requires for all solicitations
exceeding $50,000.00. Chose the appropriate version based on the complexity of an acquisition.

B.3. TEMPLATE VERSION

Table 2 - Templates Design

Package Content: Package Version: | Package Version:
SHORT FULL
DCS-Form-CP- 070, Solicitation Yes Yes
DCS-Form-CP- 076, Responding Bidder Information Yes Yes
DCS-Form-CP- 004, Certification for Competitive Bid and/or Contract Yes Yes
Table of Contents No Yes
General Provisions® Yes Yes (Section A)
Special Provisions® No Yes (Section B)
Solicitation Specifications No® Yes (Section C)
Evaluation No® Yes (Section D)
Instructions to Supplier No® Yes (Section E)
Checklist No Yes (Section F)
Other No Yes (Section G)
Price And Cost No Yes (Section H)

! General Provisions are not subject to any changes

% Special Provisions must not duplicate General Provisions included in the package

Special Provisions must be carefully considered and written to minimize the risk of protest or litigation
% To be included in a PeopleSoft generated Requisition
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There are two versions to choose from within each type:
e FULL - for solicitations requiring specifications, special provisions, etc
e SHORT - for simple solicitations

All packages share the same layout: Forms 070, 076 and 004 are followed by General Provisions. Additionally, the
FULL version contains table of contents and editable sections (from B through H) that are not included in the SHORT
version.

C. TECHNICAL REQUIREMENTS
C.1. SHORT VERSION

C.1.1. Required Software
e MS Word (2003, preferably 2007)
e Adobe Reader 8.0 or Adobe Acrobat 8.0 (Standard or Professional)

Note: Adobe Reader does not allow converting and editing documents.

C.1.2. Required Skills to Use Short Version
e MS Word & Adobe: Data entry skills.

Note: Although MS Word (DOC) version is published along with Portable Document Format
(PDF), CP recommends using PDF file of the SHORT package because Adobe Reader is a
popular freeware and easily available for download for bidders. Additionally, PDF template
is more accessible than a PDF created from DOC version (providing that an agency
publishes solicitations in PDF).

e Adobe Acrobat: “Insert Pages” — merging several documents to create one file; if PeopleSoft
generated requisition is to be merged with a solicitation file, Adobe Acrobat is required (Adobe
Acrobat is commonly called PDF Writer).

Note: 1: It is not possible to merge DOC version of the SHORT package with a PeopleSoft
generated requisition, which is in PDF. Use PDF file of the SHORT package instead.

2: If a user (CPO) does not have Adobe Acrobat available, solicitation document (either as
PDF or DOC) and state agency’s Requisition or Purchase Order (in PDF) can be published
as two separate documents.

e Adobe Acrobat: “Secure” (optional) — securing parts or the whole document to prevent changes
c.2. FULL VERSION

C.2.1. Required Software
e MS Word (2003, preferably 2007)
e Adobe Acrobat 8.0 (Standard or Professional)

Note: Adobe Reader does not allow converting and editing documents that FULL package requires.

C.2.2. Required Skills to Use Full Version
e MS Word: “Styles” — editing format with predesigned styles
e MS Word: “References” — managing document’s table of contents
e Adobe Acrobat: “Convert to Adobe PDF” - printing from DOC to PDF
e Adobe Acrobat: “Insert Pages” — merging several documents to create one file
e Adobe Acrobat: “Accessibility” — verifying accessibility of the document

e Adobe Acrobat: “Secure” (optional) — securing parts or the whole document to prevent changes
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D. USING SHORT

Download the latest version of the form from the DCS website (www.dcs.ok.gov); type desired content in the form fields;
save it and publish.

E. USING FULL PACKAGE

E.1. COMPONENTS

The objective is to post solicitation as an accessible PDF file. In order to accomplish that requirement and deliver
professional procurement document, three documents have to be merged. First two are accessible Adobe (PDF) files,
while the third one is an unprotected MS Word (DOC) file with predefined accessibility features.

Figure 1 — Integration of Components of the Full Package

Initial Documents | | End Result |
DCS-Form-CP- 070 DCS-Form-CP- 070
File 1: PDF | DCS-Form-CP- 076 DCS-Form-CP- 076
DCS-Form-CP- 004 DCS-Form-CP- 004
Table of Contents
File 2: PDF | Section A (General Provisions) | Section A (General Provisions)
BOE Section B (Special Provisions)
Table of Contents Section C (Solicitation Specifications)
Section B (Special Provisions) Section D (Evaluation)
Section C (Solicitation Specifications) Section E (Instructions to Supplier)
File 3 DOC Sect?on D (Evaluat_ion) _ Sect?on F {Checklist)
Section E (Instructions to Supplier) Section G (Other)
Section F (Checklist) Section H (Price And Cost)
Section G (Other)
Section H (Price And Cost)

e Filel: DCS-CP-SOLICITATION-FORMS.pdf (state agency: DCS-SA-SOLICITATION-FORMS.pdf):
consists of three forms (see: B.3.).

e File2: DCS-CP-SOLICITATION-GPs.pdf (state agency: DCS-SA-SOLICITATION-GPs.pdf):
carries the General Provisions: CP is a fixed listing while SA has form fields in Section A.6., Bid Opening, to be
filled out by an agency.

e File3: DCS-CP-SOLICITATION-SECTIONS.doc (state agency: DCS-SA-SOLICITATION-SECTIONS.doc):
allows entering content in predesigned sections (B through H) and updating table of contents.

SUGGESTION: Delete unutilized sections.

E.2. PREPARING A SOLICITATION
1 File 1: Agency fills in form fields on the first page (DCS-FORM-CP-070, Solicitation) of File 1. Click “Save”.

Note Vendor will complete the following two pages (DCS-FORM-CP-076, Responding Bidder information,
and DCS-FORM-CP-004, Certification for Competitive Bid and/or Contract).

2 File 2: If SA solicitation, fill out form fields in File 2 in Section A.6., Bid Opening. Click “Save”.

3 File 3: Enter content in predesigned sections (B through H) and update table of contents of File 3 (see E.4.).
Click “Save”. Convert to PDF (see E.5.2).

Note Unlike SA, CP package is to be converted to PDF and merged into a final file by CP staff; DO
NOT covert DCS-CP-SOLICITATION-SECTIONS.doc file to PDF - upon completion of entry,
email edited file in MS Word format to the CP Buyer.
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E.3.

E.4.

MERGING DOCUMENTS

1 File 1: Click “Save As” to create a final document. Name final file with the solicitation number, i.e.
Solicitation-5800000001. pdf.

2 File 2: Insert File 2 to the final file (see E.5.4.); be sure to select insert as last pages.
3 File 3: Insert pages of File 3 into final file; be sure to select insert as last pages.

4 Final file: Move page #8 (table of contents) to be #4. (see E.5.5.)
5

Final: Carry out final accessibility adjustments (E.5.7. and E.5.8.)

EDITING FILE 3 IN MS WORD

File 3 (DCS-CP-SOLICITATION-FULL-file3.doc) requires application of following functions of MS Word prior to
conversion to PDF and integration into a final document.

(=

Hame

]

©# Format Painter
Clipboard

E.4.1. Data Entry, Copying and Pasting

Sections from B forward are enabling data entry and copying / pasting content from different sources. Use
predesigned styles under tab: Home > Styles (Figure 2) in order to assure consistent formatting throughout the
document. Predesigned styles address: numbering (outlining / bulleting), regular text format and footnotes. For
example, Figure 2 indicates that word “Evaluation Team” is specified as “Heading 2”.

Content formatted with HEADING 1 is linked to a document'’s table of contents. Therefore, it is recommended to
only use it to format main sections’ titles, i.e. “Evaluation”.

Note: 1: Because Section A, General Provisions, is included in File 2, which is not functionally related to File
3, the table of contents in File 3 does not provide hyperlink to this section.

2: Because File 3 is fully open for editing, heading structure unpredictable (document can be short or
very complex). Since the number and depth of headings is not fixed, the table of contents lists only first
level of headings to make sure that references fit one page only. This allows for the final document to
maintain a consistent page numbering.

SUGGESTION #1.: If the content for sections B and forward is not written in File 3, you will have to covert
every element of this content to the corresponding style available. Additionally; if the
external file carried content in headers and footers, using command Home > Paste >
Paste Special > Unformatted Text will assure that File 3 will maintain consistent
pagination.

SUGGESTION #2: Besides professional and clear view of the document using pre-designated styles for
every content type assures that: 1) consistently formatted and titled text is recognized
by assistive technology (software for visually impaired readers); 2) the table of contents
can be updated.

SUGGESTION #3: Avoid using “Enter” key to create space between paragraphs. If necessary, create
space through tab: Page Layout > Paragraph > Spacing> Before (or After).

Figure 2 — Editing Format Using Styles

DCS-CP-SOLICTTATION-FULL-Section3-E.doc [Compatibility Mode] - Microsoft Word

Insert Page Layout References Mailings Review Miew Developer Acrobat

2] . sambce o AsEbc B. AAB |BA. AaB

. . L _— e ing & _ ‘Change
Bullet1 f.. T Bullet2 [.. Headmg%. Heading 2 | Heading3  Heading4 Heading5 Plain Text | - Sty'\esg' ls setect~

Arial -lio - AR5 s

& 44 Find ~
B.14. AaB B Az B4, AaBbhCeDd i 5
Sac Replace

B|{JZ U -abe x x Aa-|¥- A~

Font {F] Paragraph | : Styles G| Editing
= :

T i R e 1 e O ST WM, G| Styles |
D. EVALUATION St Bl [ cearm
. s> - Body Text Indent
D.1.  Evaluation Team-== . ) ] ) Heading © |
An evaluation team will conduct evaluation of responses and prices received in response to this solicitation according to these B w
criteria: technical proposal, past experience and performance, organizational capacity and resources, and price and cost Heading 3
3 2 Heading 4
D.2. ContractAward Criteria Plain Text
Contract awards will be made using the best value critenia and the Stale reserves the right to negotiate with any responding vendor. TR,
TOC 2
E. INSTRUCTIONS TO SUPPLIER rocep i1
TOC-GP-L2
E.1. GeneralInstructions _—
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E.4.2. Using Tables
In order to insert a table

SUGGESTION #1.:
SUGGESTION #2:
SUGGESTION #3:

SUGGESTION #4:

click on tab “Insert > Tables” (do not use “Tab” key and “Space” bar to create tables).
Avoid letting table rows break across a page.
Make sure that the table headings are established as a row not as a column.

To allow assistive technology to recognize the header of the table, be sure to highlight
the first row and check in the table properties “Repeat as header row at the top of each
page”. (Figure 3).

Check “Allow row to break across pages”, for tables that are longer than one page but
if a table can fit one page but it breaks across two pages, be sure to use a page
breaker (command: Insert > Page Break).

Figure 3 — Accessible Table

Table1—Files: TitlesY
Versiono Type:CPno Type:AGENCYn
Fl[L= eSO TITATINR FTIT T T Wi = e i [ P M
i 7=
SHORT= DCS-CP.S0 Table Properties el
Table R | Colurmn | Cell I
C.2. - TEMPLATE-TYPEY
Rows

There- are-two-types-of solicitation-packages S

e+ CP-—forsolicitations-to-be-processe: I Specify height: I,_-.-- 5: Riow height is: I"'."t JaE ,.l

e+ AGENCY - for solicitations: conducte Options
3. » TEMPLATE-VERSIONY [ iallow row to break across pages!

i s I v 'Repeat as headsr row at the top of each page |

There- are-two-versions-to-choose: from-withir

e+ FULL - - forsolicitations-requiring -s¢ W Previous Row | & Mext Row

e » SHORT»forsimple-solicitationsY
All- packages- share- the- same- layout:- Forms
FULL-version-contains editable sections-(frol
DCSPURCHA SING{04/30:2010)0

ok I Cancel
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E.4.3. Images

If an image is part of a solicitation, insert pictures through tab: Insert > Picture and, for the accessibility
purposes, provide an alternate text to an image by: right-mouse-clicking on the image > Format Picture > Alt
Text (Figure 5).

Note: In some images, “Alt Text” might be under “Size” instead of “Format Picture”

SUGGESTION As long as preceding content is descriptive enough, alternative text should be brief.

Figure 5 — Proving Alternate Text for Images

Figure 1 — Integration of Components of the Full Package

Initial Documents | | End Result
DCS-Form-CP- 070 . DCS-Form-CP- 070
File 1: PDF | DCS-Form-CP- 076 DCS-Form-CP- 076
DCS-Form-CP- 004 Format Picture llﬂ
File 2 PDF | Section A (General Pro Colors and Lines I Size I Latyout I Pickure I Texk B P-":Textl

Alkernative text:

Table of Contents Integration of Components of the Full Package

Section B (Special Pro
Seclion C (Solicitation :
Section D (Evaluation)
Section E (Instructions
Section F (Checklist)
Section G (Other)
Section H (Price And C

« File1: DCS-CP-SOLICITATIO

« File 2: DCS-CP-SOLICITATION
has a form fields in Section Al

« File 33 DCS-CP-30OLICITATION
H} and updating table of conte

File 3:DOC

E.2. PREPARING A SOLICITATIOP  ‘Web browsers display alternative text while pickures are loading or if they are missing. ‘Web
) 0 e search engines use alternative kext to help find Web pages, alternative text is also used ko
1 File 1: Agency fills in form assist users with disabilities.

Note Vendor will comple
information, and L QK I Cancel

“Save”

E.4.4. Links

Hyperlink all email and web addresses within the document by providing the specific address, i.e.
www.dcs.ok.gov instead of DCS website - it makes link visible when document is printed.
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E.4.5. Ink Signatures

If an ink signed document is to be scanned and posted on a website, consider placing the following statement:
“[originally signed document on file]” in lieu of signature in DOC. The Statement must be inserted prior to
creating PDF to increase document’s accessibility (Figure 6).

Figure 6 — Posting Accessible Documents without Ink Signatures

07/12/2010 07/09,/2010

{original signature on file) {original signature on file)

Scott Schlotthauer, State Purchasing Director lohn Smith, Regional Sales Manager
SUGGESTION: For PeopleSoft generated PDFs, use feature called typewriter, Acrobat command:

Tools > Typewriter.

E.4.6. Tracking Changes

Users may find it helpful to engage changes review; tab: “Review” > “Track Changes” (Figure 4).

SUGGESTION: When using tracking, be sure to decide on changes made (accept and/or reject them)
and turn the tracking feature off before the content is pasted from working document to
the final package.

Figure 4 — Tracking Changes

ings Review View Developer Acrobat Farmat

= i 2 =1 L 2 | wing M 1 - [ .1 :
| __'1 __J .T_J __—,:j _] = Final Showing Markup ﬁy _.f;w 3 Previois

= ' =] show Markup =
Mew . Delete Previous MNext Track  Balloons . S Accept Reject o pext
Camment Changes ™ . E Reviewing Pane ~ 4 = j

Comments Tracking Charnges

E.4.7. Table of Contents

The table of contents enhances document’s navigation. It is electronically generated by the first outline level
available in Styles: Heading 1. When a document’s content and its Styles adjustment is completed, update the
table of contents: right mouse click on the table of contents > select “Update Field” > select “Update entire table”
(Figure 7)

Figure 7 — Updating Table of Contents

Update Table of Contents x|

Wwhord is updating the table of contents, Select one
of the following options;

” Update page numbers only

Ik I Zancel
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E.5. CREATING PDFS

Note 1: Unlike SA, CP package is to be converted to PDF and merged into a final file by CP staff;, DO NOT covert
DCS-CP-SOLICITATION-SECTIONS.doc file to PDF - upon completion of entry, email edited file in MS Word
format to the CP Buyer.

2: All sections below are presented in order that user must follow.

E.5.1. Conversion Settings

Make sure that MS Word conversion settings enable producing accessible PDFs; click tab: Acrobat > Preferences >
Settings (Figure 8). Be sure that bookmarks Heading 1 and Heading 2 are checked (Figure 9).

Figure 8 — Conversion Settings — Settings

x

Zettings |Security I Wiord | Bookmarks I

—PDFMaker Settings
Conversion Settings: =
{ i lUse these settings to create Adobe PDF documents suitable for reliable viewing =
and printing of business documents. Created POF documents can be opened with_=
¥ view Adobe POF result
V¥ Prompt For adobe PDF file name
¥ Convert Document Information Advanced Settings ... |
[ Create PDFja-1a:2005 compliant file
~ Application Settings
[ attach source file ko Adobe POF
v Add Bookmarks ta Adobe PDE
v add Links to Adobe POF
Iv Ensble Accessihility and Reflow with tagged Adobe FOF
B 19587-2006 Adobe Systems Incorporated and its licensors. All rights reserved.
.‘ Adobe, the Adobe logo, Acrobat, the Adobe PDF logo, PostScript, and Reader
Adob are trademarks of Adobe Systems in the Uinited States andfor other countries,
one

Restare Defaults | oK I Cancel Help
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Figure 9 — Conversion Settings — Bookmarks

Settingsl Securityl Wiord  Bookmarks |

r~ Bookmark Options

¥ Convert Word Headings ko Bookmarks
[~ Convert Word Styles to Bookmarks
[ Comvert Word Bookmarks

Element | Type | Bookmark | L evel I -
= Heading <] 1
“=Heading 2 Heading <] z
"=Heading 3 Heading [] 3
“=Heading 3 + Underline Heading |:| 3
“=Heading 4 Heading | 4
“=Heading 5 Heading = 5
“=Heading & Heading ] &
“=Heading 7 Heading Il 7
“=Heading 5 Heading | a
“=Heading 9 Heading = 9

1] Balloon Te:xt Style ] 1

1] Eibliography Style 5 1

1] Block Text Style Il 1

1] Body Text Skyle = 1 j

Restare Defaults o]8 I Cancel | Help

E.5.2. Converting MS Word document (DOC) into Adobe (PDF)
Click on Tab: Adobe > Create PDF (Figure 10).

SUGGESTION: Do not use command: File > Print > Adobe PDF because this method of conversion
reduces PDF’s accessibility.

Figure 10 — Converting DOC to PDF

i

-—/I Home Insert Page Layout References Mailings Reviaw View Developer Acrobat
- - - B - - =)

i gl | Fot==| b | it | !{"‘ I

Create |Mreferences Create and htail Create and Send  Acrobat Start

PDF Attach to Email Merge For Review Comments = || Meeting

Lreste Qdobe POF Create and Email Review And Comment Connect

E.5.3. Improving Scanned Documents

Scanned documents are hardly ever accessible and often not easy to read because content is blurry and pages
skewed. Document can be made accessible but it is a tedious process. Therefore, require specifications (and other
sections) to be delivered in an accessible and editable electronic format to ensure final PDFs readability and
accessibility.

Ensure scanned pages readability, prior to combining the final solicitation package by following these steps in Adobe
Acrobat: Document > OCR Text Recognition > Recognize Text Using OCR > Primary OCR Language: English (US)
commands (Figure 11 & 12).

Note If scanned document is longer than one page, select “All pages”.
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Figure 11 — Recognizing Text of Scanned Files (step 1) Figure 12 — Recognizing Text of Scanned Files (step 2)

Document  Comments  Forms  Tools  Advanced  Window  Help Recognize Text _IX
§  Header &Faoter ; fSign *: |§—| Forms - . T

5 Background 4 ~Pages
T @ | I o -
Watermark L4 N ‘Q [ € B 2
i {+ Al pages
Insert Pages... Shift+Cerl-+I
Eutott Bodes, " Current page
Replace Pages. .. ~
From page 1 2
Delets Pages. . Shift+Chel+0 Table of | pag ta
Crop Pages... Shift+Cerl+T
Rotate Pages... Shift+Ckrl+R Settings

Frimary CCR Language: English (LIS}

57 5can ko POF. ..

Optinize Scanned POF PDF Cutpuk Style: Searchable Image
OCR Text Recognition - Recognize Texk Using OCR... = Duwnsample: Lowest (E'DD dpl:l
Reduce File Size. .. Find Eirst OCR Suspect

Exarnine Dacurent. .. Find All OCR Suspects

Add Bookmark. Ctrl+6

Edit... |
oK I Cancel |

| of Property {State Sumpius) ..
C.6.  Management of the SyStem ..o s s

A7 ttach a File...

SUGGESTION: Attach a scanned document, even after OCR procedure, instead of combining it with
the merged file. Otherwise, all images in the document will lose image accessibility
features specified in E.4.5.

E.5.4. Adding Pages and Combining Files into a Final PDF

As noted in section E.3. creation of one solicitation file requires integration of three documents. Command:
Combined Files > Merge Files into Single PDF (Figure 13).

Note: Adding pages is possible as long as the main PDF (the file where pages are added to) is not protected.

Figure 13 — Combining several files into one PDF file (step 1)

gl DCS-CP-SOLICITATION-FORMS. pdf - Adobe Acrobat Professid
File Edit Yiew Document Comments Forms  Tools  Advanced

.y i = =
VJ_J Create PDF Combine Files » (% | Export = Lo | Stz

wE=

=|  Please fill out

Merge Files into Single POF. ..

Assemble Files inta PDF Package. ..

Gething Starked with Combing Files
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Figure 14 — Combining several files into one PDF file (step 2)

J% Combine Files

Choose the files you want to combine:

=

1o x]

% | o & &

Addd Files... Add Folders... Reuze Files...  Add Open Files..

Arrange the files in the order you want them to appear in the new PDF:

| Conversion Settings
';_'C| DiZS-CP-SOLICITATION-FORMS, ...

all Pages

Size

DICS-CP-SOLICITATION-GPS, pdf

all Pages
1_5_-'-] DCS-CP-SOLICITATION-SECTIO. .,

all Pages

342,17 KB
B6. 76 kB

177,58 KB

ﬂ‘r\ﬂnve L @Mwe Diavwen ﬁﬁemnve

Specify a subset of a document to include:

Choosze Pages

Choose a file size and conversion setting:

" smaller File Size
Loweer Quality
Cptimizes POF Files

* Default File Size L

Larger File Size
IUses default conversion settings

Better Quality

Help Cptions

Cancel | Mt |

Note:

sure to adjust file listing with “Move Up or Down” buttons, if necessary.

1: Since there is an established order of files to be combined (Forms > GPs > SECTIONS >

..), be

If a scanned document is to be a part of the solicitation, be sure to attach it, instead of combining it into the final
file (Figure 15).

Figure 15 — Attaching Scanned Files

Attachments: View file attau:hmentsl

DCS/PURCHASING (07/30/2010)
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E.5.5. Page Order

As described in E.3. #4 Final file requires page order adjustment (Figure 16):
1 Click on “Pages” of the left panel
2 Click on page #8

3 Holding page #8, move (drag) it to follow page #3
Figure 16 — Adjusting Page Order

|! Pages | ®

s

Ciptions *
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E.5.6. Bookmarks

Proper document merging allows for easy navigation through bookmarks. Bookmarks order should reflect
solicitation package flow. Bookmarks provide easy navigation to any section of a document regardless of the

present view (Figure 17).

Figure 17 — Navigating with Bookmarks

|! Bookmarks ®
'ﬁil'r h.n u Options -

I . . -
& E ®] DCS-CP-SOLICITATI |
: ON-FORMS pdf
% # X DCE-CP-SOLICITAT
~ ON-GPs.pdf
E DCS-CP-SOLICITATI
ON-SECTIONS. pdf

=& B SPECIAL
PROVISIONS

Kl B.1. Faith
Based
Suppliers

K g2 Supplier
Preclusion

[| B.3. Contract
Period

Note: Be sure to maintain consistent and clear file naming of the three files and attachments because file
names become the first level in bookmarks when files are combined together.

E.5.7. Language

Specify language of a created PDF to allow assistive technology to recognize the text in the document;
command: File > Properties > Advanced > Language > English US (Figure 18 & 19)

Figure 18 — Specifying Language (step 1)

File Edit Wiew Document Comments Forms  Tools  Ac

o Qpen.., Chel+0
Qrganizer L4
= Create PDE »

5}1 Combine Files,

(2] Skart Meeting, .
Sdve Chrl+5
Save fs... Shift+Ckrl+3
'ﬁ Save as Certified Document, .
;—5 Export L4
Attach ko Email...
Revert
Close Chrl+w
Properties. .. Chrl+D
Prink Sabin Shifb4rmel-P

DCS/PURCHASING (07/30/2010)

Figure 19 — Specifying Language (step 2)

Document Properties x|
Deseription | Securlty | Fonts | Iniial View | Custom Advanced |
~PDF Setting
Base URL: |
Search Index: | Browse... Clear

Trapped: |Unknown
[~ Prink Dialog Preset:
Page Scalng: [Defauk
Duplextods: | Simplex -

Paper Source by Page Size: [

Frint Page Range:
Hurnber of Coples: [Default =

- Reading Optian:

Binding; |Left Edge +

Languats; =
Czech -
Danish
Dukch
English J
English LK.
Estonian
— P
French
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Note: Language is set in there files; however, when content is copied and past from a different source to the
File 3, language parameters may change and when all three files are combined, the final file may need
to have language specified.

E.5.8. Reading Order

Specify reading order of a created PDF to allow assistive technology reading the content in a logical order;
command (Figure 20):

1 Click “Pages” on the left panel

2 Highlight desired pages (“Ctrl+A” highlights all)
3 Check “Options”

4 Page Properties

5 Tab Order > check: “Use Row Order”(Figure 21)

Figure 20 — Specifying Order (step 1) Figure 21 — Specifying Order (step 2)

— Page Properties

S Tab Order | actions |
" . ~~
u Insert Pages. ..
EratCae % Use Row Order 5
Replace Pages... " Use Column Crder
Delete Pages.., ™ lse Document Struckure
Crop Pages. .. i lUnspecified
Rotate Pages...
Page Transitions. .. iChoose one of the above options to set
the order fFor tabbing through items on a
Mumber Pages. .. page

Prink Pages...

Embed all Page Thumbnails

Remove Embedded Page Thumbnails 0] 4 I Cancel

Reduce Page Thumbnails

Enlarge Page Thumbnails

Page Properties... 4
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E.5.9. Accessibility Check
In order to carry out the accessibility check carry out the following:

e Under Adobe Professional command: Advanced > Accessibility > Full Check > Checking Options >
Adobe PDF or Section 508 (Figure 22)

Note: “Adobe PDF” may reveal different alerts than “Section 508", i.e.: Adobe PDF check of a
rough scan alerts lack of: image description (alt text), text recognition and tagging,
while Section 508 check reveals only lack of alt text. Run both checks to make sure
that there are no significant issues with the document.

e Under Adobe Standard command: Advanced > Accessibility > Quick Check.

Figure 22 — Accessibility Check according to Section 508 in Adobe Professional

Accessibility Full Check N =]

~Report and Comment Options
¥ Create Accessibility Report Folder: C:iDocuments and Settings)Tho. . \My Documents Choose, .. |
v Include repair hinks in Accessibility Report

[ Create comments in document

~FPage Range

' Al pages in document " Pages from il ko II

 Checking Options

Manme: |Sectiu:|n 508 Weh-based intranet and internet infarmation and applications (1194,22) L‘

ISection 508 Web-based intranet and inksrmet information and aoolications {1194
W 3CE Web Content Accessibility Guidelines 1.0
M {5 Muysc@ web Content Accessibility Guidelines 2.0 (Warking Draft 27 &pril 2006)

IV (c) Colar W' (1) Flicker rate
¥ d) Readability ¥ (k) Text-only alternative
v {2} Server-side image maps v () Scripts
¥ (f) Client-side image maps v (m) Applets & plug-ins
V¥ (g} Table headers ¥ {n) Forms
Select All Clear all Browse SectionS06.gov |
~Disclaimer

Hide Disclaimer |

The Accessibility Checker can help vou identify areas of vour documents thak may be in conflick with
Adobe's interpretations of the referenced guidelings. Howewer, the Accessibilicy Checker does not check all
accessibility guidelings and criteria, including those in such referenced guidelines, and Adobe does not
warrant thak vour documents will comply with any specific guidelines or regulations,

Help I Start Checking I Cancel i

Test results under Adobe Standard and Professional may not only differ but be misleading. Figures below
clearly point out that those differences (Figure 23, 24 & 25).

Adobe Standard check states that document is accessible, while test conducted of the same document in
Adobe Professional revealed many issues. That is why it is imperative to follow all steps in the preceding
sections in order to assure document’s accessibility.
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Figure 23 — Accessibility Check Results in Adobe Standard

Accessibility Ouick Check

Resulks
Accessibility Quick Check is complete:

Mo accessibility problems were detected in this quick check.

Figure 24 — Accessibility Check Result in Adobe Professional according to Section 508
Adobe Acrobat

=  The checker Found problems which may prexvent the document From being Fully
‘5) accessible,
(&) Mone of the images in this document that need alkernate text have i,
ta) 1 Figure element(s) with no alternate text.
[g) 3 Table elementis) with mo TH child elements.

Figure 25 — Accessibility Check Result in Adobe Professional according to Adobe
Adobe Acrobat

® o The checker Faund problems which may prevent the docurment Fram being Fully
‘E’) accessible,

+ Mone of the images in this document that need alternate text hawve it,

+ 1 Figure element(s) with no alternate text,

+ 93 bexk block(s) with no language specified.

+ 4 elementis) that are not contained within the struckure kree,

+ 2 words(s] that contain characters with no reliable mapping to Unicode.
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E.5.10. Protecting PDF

Protection of PDF provides additional assurance that the solicitation will not be altered by a user with Acrobat
Adobe Professional. Since the CPO holds the original file, protection is not a necessary step. If applied, be sure
to select appropriate protection parameters (see below) because the solicitation package carries form fields that
have to be filled out by a bidder (page 2 and 3 of the solicitation package). Command:

e Click on: Advanced > Security > Password Encrypt

“Restrict editing and printing...” (Figure 26)

“High Resolution” printing

“Filling in forms...” for allowed changes

e “Enable text access for screen readers...”

Figure 26 — Protection Parameters

Password Security - Settings i 5[

Compatibility:; I Acrobat 5.0 and later _vJ

Encryption Lewel: 123-bit RC4

~Seleck Document Components to Encrypk
% Encrypt all document contents

£ Encrypt all document contents except rmstadata (Acrobat & and |ster compatible]
£ Encrypk ol file attachments (acrobat 7 and later compatible)

All contents of the document will be encrypted and search engines will nok be able to access the

i3
docurnent's metadata,

[ Require a password ko open the document

Document Open Passward: I

L Mo password will be required ta apen this document,

~Permissions

Fs Restrict editing and printing of the document. & password will be required in order to change these permission settings. I

Change Permissions Password:

Printing Allowed: |High Resolution j

Changes Allowed:; |Fi||ing in Form Fields and signing exisking signature Fields j

[ Enable copying of text, images, and other content

FF Enable text access for screen reader devices For the visually impaired I
Help | Ok I Cancel
SUGGESTION: Be sure that someone else from an agency staff has password to the published file

and/or save the unprotected copy of the file in the secure location to allow other agency
personnel to address any issues with the document in case the author of the document
is not available.
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E.6. DOCUMENT STORAGE

It is advisable to have all documents saved in editable format in a safe location to be able to conduct additional
accessibility adjustments as needed.

E.7. OTHER ISSUES

For other issues, utilize function Help or press key F1 both in MS Word and Adobe.
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