TO CREATE AN ACTION IN ACROBAT TO SAVE A FILE IN
PDF/A FORMAT:

1. In the Tools Panel, click on the Action Wizard. Select Create New Action:

Tools Comment Share
Elr

» Pages

» Content

» Forms

v Action Wizard yd
L

E—{B Create New Action

Edit Actions

2. In the Create New Action dialog box, click on More Tools v and select Preflight

P 4
( N A
[ Create New Action P e e R, G / e — - @
7
{ » Pages jis
» Content Start with: ile Open in Acrobat ‘ v
» Forms
» Recognize Text v teps: Add steps from the panels on the left.
» Protection /’
Add Instruction Ste;
» Document Processing /
¥ More Tools £
- / — Saveto: | Ask When Action is Started ‘ v B
| Preflight V4 N —
= ) [ Overwrite existing files
1 @ Add Printer Marks
@ Print
Execute JavaScript

@ Document JavaScripts

@ Accessibility Check (Full) I

'@ Add Tags to Document

=

Save | I Cancel

3. Notice in the three options in the right pane:
Start with:

Steps:

Save to:

The default setting for Start with: is A File Open in Acrobat ~
The default setting for Save to: is “Ask When Action is Started ~
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Leave the default settings.

4. Under Steps:, click on Options:

» Pages

i P a
» Content Start with: ‘AFiIe Open in Acrob. ‘ |

[, Create New Action '—_-&x- | —— - [

.~

» Forms
» Recognize Text \Options Prompt User
Steps: . T
| Prefiight B,

» Document Processing

» Protection
W
(@) Add Instruction Step

m

¥ More Tools

@ Preflight Saveto: | Ask\When Action i Started I
Add Printer Marks

i @ Print

Execute JavaScript

& Overwrite existing files

@ Document JavaScripts
Il | @ Accessibility Check (Full

@ Add Tags to Document

=

Save

e = = =

5. The Preflight: Action Wizard Setup dialog box opens:

Preflight: Action Wizard Setup (X

Run Preflight check using:

| Compatible with Acrobat 3 v

[ TRun Preflight profile without applying fixups

On success:

| Move PDF file v \ to success folder

[ Create report and save in success folder

‘ Success folder... 1

On error:

E_Move PDF file | to error folder

["] create report and save in error folder

I Error folder... ]

["| pisplay a summary PDF with a list of files for which Preflight found errors or warnings.
[ Save ] [ Cancel ]
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6. Click on the drop-down, “Run Preflight check using:” and choose “Convert to PDF/A-1b
(sRBG):

[mert&w#\-a s@l Z

Compatible with Acrobat 3 -
Compatible with Acrobat 4 E
Compatible with Acrobat 5

Compatible with Acrobat 6

Compatible with Acrobat 7

Convert to CMYK only (Coated FOGRA39)

Convert to CMYK only (Japan Coated)

Convert to CMYK only (SWOP)

Convert to CMYK, keep spot colors (Coated FOGRA33)
Convert to CMYK, keep spot colors (Japan Coated)
Convert to CMYK, keep spot colors (SWOP) |
Convert to grayscale

Convert to PDF/A-1a (sRGB

Convert to PDF/A-1b (sRGB <
Convert to PDF/A-2a (SRGB) >

Convert to PDF/A-2b (sRGB)

Convert to PDF/A-2u (sRGB)

Convert to PDF/E-1 (sRGB)

Convert to PDF/X-1a (Coated FOGRA39)

Convert to PDF/X-1a (Japan Color Coated)

Convert to PDF/X-1a (SWOP)

Convert to PDF/X-3 (Coated FOGRA39)

Convert to PDF/X-3 (Japan Color Coated)

Convert to PDF/X-3 (SWOP)

Convert to PDF/X-4 (Coated FOGRA39)

Convert to PDF/X-4 (Japan Color Coated)

Convert to PDF/X-4 (SWOP)

m

7. Check other options if desired. These include moving a successfully converted PDF to a
specified folder or creating an error report if the file cannot be converted:

r
Preflight: Action Wizard Setup o]

Run Preflight check using:

convert to PDF/A-1b (sRGB) -

|1 Run Prefiight profile without applying fixups

On success:
[F] |Move POF file + | to success folder
|| Create report and save in success folder

Settings... Mo report

Success folder...

On error:
[F] [move PDF file ~ | to error folder
[ Create report and save in error folder

Settings...

Error folder...

|| Display a summary PDF with a list of files for which Preflight found errors or warnings.

Save N Cancel |
\

8. When you are done selecting options, click Save.
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9. You are now back at the “Create New Action” dialog box. If desired, click on “Add Instruction
Step” and add an explanation about the PDF/A conversion.

[ Create New Action PR e Lm0 Se— - )
i » Pages pa
» Content Start with: jAFile Open in Acrobat ‘ X
» Forms
» Recognize Text Options Prompt User
» Protection Steps: ]cﬁ Preflight ]

» Document Processing

| (@) Add Instruction Step |

¥ More Tools

@ Preflight
Save to:

@] Add Printer Marks

| @ Print

Execute JavaScript

Ask When Action is Started R=]

& Overwrite existing files

J% Document JavaScripts
I | @ Accessibility Check (Full)

@ Add Tags to Document

[ ]

" Save I | Cancel

When done, click Save.

10. Enter the Action name and Description, then click Save.
Save Action M

Enter Action Name:

Convert to PDF A

Enter Action Description:

Converts an existing PDF file to PDF/A-1b format to
meet CM/ECF standards.

[ Run this Action after saving

| Save | | Cancel
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11. The Action is now saved in the Action Wizard:

Tools Comment Share

. Ef
- » Pages
» Content /
» Forms /
_| ~ Action Wizard /

@ Create New Actio

% Edit Actions

Y= Convertto PDF A

SEOthisPDFfile

v
v

Archive Paper Documents

<<

Create Accessible PDFs

<<
1

Get Scan Doc from MFP

<<
1

Prepare for Distribution

v
v

Prepare for Review

More Actions v

» Recognize Text

» Protection
» Sign & Certify
» Print Production
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12. To run the Action, click on “Convert to PDF A” in the Action list. The following prompt
appears:

Action: Convert to PDF A - @

Description: Converts an existing PDF file to PDF/A-1b format to
meet CM/ECF standards.

>

Start with: A File Open in Acrobat

Steps: i._‘?,, 1 Preflight

Save to: Ask When Action is Started

|| Don't show again for this Action [ Next ] [ Cancel

I

If you do not wish to see this explanation for future PDF/A conversions, check “Don’t show
again for this Action.” Otherwise, click Next.

The following progress bar appears:

File: Temporary office closure standard letter to cli... 3¢

Saving

If there are issues with converting the file to PDF/A format, you will be informed of any warnings
or errors even if you did not check the optional error boxes in Step 7.

File: Temporary office closure standard letter to cli... 3¢

Saving

&Warn‘mgs & Erors: 2
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13. When the conversion to PDF/A is complete, the Save As dialog box appears:

(515ves D - = i

Savein: [ Libraries - @ T R
s =8 D t
= ocuments
e bt :
—_p» Library
Recent Places == e

- ;:; Pictures Videos
- Library Sy, Library

<

Music
Library

7

Libraries

P
.

Computer

@

Network

Fil name: -
Save as type: LAdobePDFFd&e(‘.pdf) / '] [ Cancel ]

Click Save. Notice your file name has been
appended with the designation _Alb

14. To quickly access the Convert to PDF A Action, use the keyboard shortcut <Alt> FW E
(capital letters are used here for illustration only.) The shortcut <Alt> F W E brings up the “Edit
Actions” dialog box. From here you can quickly select Convert to PDF A and click Run.

Edit Actions D

Select an Action

[w]

[#2] Archive Paper Documents dit
[#2] Convert to PDF A
[#2| Create Accessible PDFs Rename
[#3| Get Scan Doc from MFP
[#2] Prepare for Distribution Copy
[#2] Prepare for Review
%] Prepare for Web Publishing Delete
[#3| Publish Sensitive Documents
[#2] Sanitize Document

[#| SEOthisPDFfile

Export

L

Run ]

Close
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15. You can also add “Edit Actions” to your Quick Tools... toolbar. Right-click in the Toolbar
area and select Quick Tools...

Rotate View L4
Page Navigation 4
Page Display 4
Select & Zoom 4
Eile »
Edit »
{34 Quick Tools... N

Properties Bar Ctrl+E

Hide Toolbars F8

Reset Toolbars Alt+F8

In the Customize Quick Tools dialog box in the left pane, click on +Action Wizard, select Edit
Actions, click the right arrow to move Edit Actions to the right pane entitled “Quick Tools to
Show,” then use the up and down errors in “Quick Tools to Show” to determine the order of the
Quick Tools on your toolbar. Click OK.

! Customize Quick Tools E
Choose Quick Tools to Add: Quick Tools to Show:
= Tools = g};) Sticky Note
Pages (T2 Highlight Text
Content I:-é Delete
@ F 5
Elromme |:4/ Rotate

=l Action Wizard
[%, Create New Action
Edit Actions »

@> Insert from File

Edit Actions

Recognize Text -
Protection
Sign & Certify
Document Processing 4
Print Production
JavaScript
Accessibility
Analyze

T

=l Comment

Annotations o

Drawing Markups

() Can'tfind the tool you are looking for? Find more tools under the View menu:

¥ View > Show/Hide > Toolbar ltems

The Edit Actions button is now saved to your Quick Tools toobar:

[; Adobe Acrobat Pro
File Edit View Window Help

@Create' ‘@l‘%@|@ [;Eé)‘: D‘l\‘
O @] B B .
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16. Run the Convert to PDF A Action by clicking the “Edit Actions” button on your Quick Tools
toolbar. Select Convert to PDF A and click on Run:

Edit Actions RN

Select an Action

(0]

@ Archive Paper Documents Edit
[#2] Convert to PDF A
[#2| Create Accessible PDFs Rename
[#2| Get Scan Doc from MFP
%] Prepare for Distribution Copy
[¥z] Prepare for Review
[#| Prepare for Web Publishing Delete
%| Publish Sensitive Documents
[#2] Sanitize Document

[¥z] SEOthisPDFfile

Export

i

Import

Close

I
c
=
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