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Open up your Word document. Go to file, print, select Adobe PDF as the printer and print. You can also

right click on the document icon and ‘convert to Adobe PDF’.
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You will be prompted to name your new pdf document. Please use the naming protocol Program
name_type of document_subject.pdf. Do not leave spaces and use file names that are relatively short.
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Once your document has been created, you’ll need to check that any links set in the document were
carried over — sometimes it does not happen. If you hover over the link, it should pop up. If not, you'll
need to embed the link yourself.
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Click on the link tool option up top and draw a box around where you want the link to go.
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The ‘edit URL’ box will pop up and you will need to add it in. It’s best to copy/paste the link so there are

no accidental errors. Click ok....



B HWMP_FS_Used-Oil. pdf - Adobe Acrobat Pro

File Edit Yiew Document Comments Forms Tools Adwanced WWindow Help

3 Create - ,@ Combine = @ Collaborate = ﬁ Secure ~ / Sign = Forms = E Multimedia = \:? Comment ~
DB £ G Glee[] s | =
& Select text and images for copying and pasting with the
R Lox) m ﬁ % %‘ Select tool; hold Spacebar to change to Hand tool for
E crolling 3
]
| ‘I.
Converting a Word doc to PDF
Link — www.dtsc.ca.gov sfoss@dtsc.ca.gov
L

4 start ce@E 7 @ annan.Fos /= Unpublished Docume. .. W]  Used-0il.... [T Document? - Microsof... > F5, CEZ® 5HE> t4arm

Your set link will look like this but will not show up with the box. Click back on your arrow or hand tool
and the box will disappear.
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For documents posted to the web site, the document properties need to be filled out and the file size
needs to be checked. You can either select ‘file’, ‘properties’ — or Ctrl+D.
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The properties are all ways we can search for a document within CMS. You can use most of the same
information you will need to use when uploading the documents into CMS. The title should be the same
as the title in CMS — the type of document and subject — or, if it is a project document, project name and
type of document (i.e. — SSFL: Initial Study). The author is you — or whoever is uploading the document.
Keywords can be anything pertaining to the document, words or phrases separated by a comma — total
of 255 characters.

We generally try and keep the file size below 3MB but we can go higher.



