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PDF Preparation Standards for posting to a website

1. Check filename. Use the hyphen instead of periods, parentheses, or ampersands.
2. Check if it is a scanned document by trying to select text. If all the text is an image, run Recognize Text.
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3. Add title & subject metadata in the properties panel. This is for search results pages and the browser
tab when the file is opened within a browser.
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1 C:\Users\Sams\Documents\,.\2014_b_001.pdf Pursuant to the authority vested in the Office of the Governor of the State of Colorado, I,
- - John W. Hickenloopef, Governor of the State of Colorado, hereby issue this Executive Order
2 H:\.\sitebuilder-colors-and-hex-values.pdf continuing t!a: Small Business Council within the Governor’s Office of Economic Development
and International Trade,
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L. Background and Need
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4 Small businesses throughout the State and across business sectors play a vital role in the 4
5 CA\Users\Sams\Desktop,.\20085010.pdf development and continuation of a stable and diverse Colorado economy. The leadership of the
small business commumnity should be utilized to improve State government’s relationship with
View All Recent Files... small businesses. To meet this objective, 1 issue this order continuing the Small Business Council
(the *Council™) within the Governor's Office of E ic D and ional Trade.
Exit Cul+Q I Membership

A, The Council shall include no more than twenty-five members of the small business
community, and at least half of the Council shall be small business owners, The
members may include residents of the Metro Denver Area and residents from each
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Tagged PDF and Fast
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4. Set the initial view. For long documents, add bookmarks. For short documents, embed pages panel.
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5. Check that the language is set. Important for screen reading technology!
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6. Check the reading order. Accessibility > Reading Order. It will place numbers next to pieces of content
and this indicates the order a screen reader will announce the content.
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EXECUTIVE ORDER

Extending Exceutive Order D 2018 027 Activating the Nutional Guard for the Purpose of Ensuring
Eleetion Seeurity

Pursuant 1o the authority vested in the Governor of the State of Colorado and. in particular.
pursiant 10 Aricle 1Y, Section 5 of ke Colorsde Constitution and C.R.S. § 28-3-104, 1, lohn W,
Hickenlooper, Govemnor of the State off Colorado, herchy issue this Executive Order extending Executive
Order D 2018 027 activating six members of the Colorado National Guard Defensive Cyber Operations
Elemont for the purposes ol assisting with election cy bersecurity efTorts during he 2018 election.

I Background and Purpose
Like many other states, Colorado wiilizes online voter registration systems which allow eligible

citizens 1o eosily access and update voler registration information, These systems are protected by various
security features aimed at mai ing wality and pi ing Lampering or interference with data,

Despite utilizing various security features. anline voter registmtion systems could provide an
avenue for cyber actors to gain unlawiil access into voler registration datahases, The Colorado National
(Guard has unique cyber copabilitics ko assist in protecting critical election infrastruciure,

The Colorado Secretary of Stale requested that the Colorado Mational Guard Defensive Cyber
(Operations Element provide clection eybersecurity support during the November 2018 election. By
activating six members of the Colorado Mational Guard Defensive Cyber Operations Element, the
[Mational Guard can provide support o the Secretary of State up 1o and including the November
clection.

On Seplember 19, 2018, | signed Exceutive Order D 2018 027 activating six members of the
Colorado. National Guard Defensive Cyber Operations Clement to assist wilh election cybersecurity
ciforts during the 2018 election. ‘This Executive Order extends the activation and authorization of six
members of the Colorade National Guard Defensive Cyber Operations Element to assist with election

o writy efforts for an additionsl 30 dovs from October 19, 2018,
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7. Save, then, if it wasn’t tagged in the first place, tag for accessibility with Autotag Document.
(Always do this after the other steps.)
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7. Do ‘File > Save As’ to optimize. This isn’t a normal ‘Save’ because it also optimizes for fast web view.
Always do Save As before closing if you made any changes to the document.

8. Check your work at the properties panel. Look for Yes on Tagged PDF and Yes on Fast Web View. Make
sure any graphics are still in the file and make sure the text looks the same as it did before. Sometimes
the tagging tool corrupts images in the file.

Further Instructions at Adobe:

Creating Accessible PDFs

Reading Order Tool Overview

If you would like a full report on file accessibility then use the Action Wizard: Make Accessible
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