&R Saint Mary's
¥ University

KOFAX

Software & Application Support Centre
Studio for Teaching and Learning



&R Saint Mary's
‘31 University

Table of Contents
Combining multiple PDFS INtO ONE PDF ... 3
From @ GroUp OF FILES ... s 3
By combining all open dOCUMENTES. ... 4
HOW tO SPUL AOCUMENTES ...oooocoicveiecisieessssssesssssssssss s 5
EXErACHING PAGES ... v 7
DELEtING PAGES vt 8
AAA @ SIGNATUIC.....irvrrrresisssses s s s 9
HaNAWEEEN SIGNATUNE ..o sssssssssssssssssssssssssses 9
DIGItal ID SIGNAEUIE....oovooecceiiciicivrrrrrsssssssmsssssssssssssssssmsssssssssss s 11
DUGITAL D vt 14
AAAING @ DIGITAL D v sssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssns 14
Appearance Of DIGItal ID ... 18
ACCESSIDILILY CRECKET .....ovvvvriiiiiien s s s s 22
Running an ACCESSIDILILY ChECK ..o sssssssssssssssssns 22

Software & Application Support Centre
Studio for Teaching and Learning



R Saint Mary's
‘31 University

Combining multiple PDFs into one PDF

From a group of files
On the Home tab, select Combine Files.

Advanced Processing Security Forms Help
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Once you click combine files, you will be able to select the PDFs that you
would like to combine by selecting Add and searching through your files to
fine each PDF.

You will be able to combine files in a few different ways, based on the options
in the first dropdown list.

e Create a PDF for each input document: This will not combine your files
but will make each file its own PDF document.

e Combine files into one PDF document: This option will take the PDFs
you add and combine them in the order you have placed them in the
list of PDFs.

e Overlay files as one PDF document: This will overlay each page of the
selected PDFs. This is useful for creating a cover page with an image
or adding a logo to a specific set of pages.

e Package files in one PDF document: This option will group the PDFs in
a package so that they are easier to send at once. To view this
package, you will need an up-to-date PDF viewer.

You will also be able to choose the quality of the combined PDF in the
second dropdown menu. By default, it will be set to Standard Quality.

After you have selected your files you can click on the Start PDF Creation
button to start combining your files.
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Create PDF =
i Add I Delets ! Up I Down % Clear
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4

Once itis completed, you will be asked to give it a filename and save it in
your computer.

By combining all open documents
Open all the PDFs that you want to combine in Kofax. On the Home tab click

Combine AllL
KBEH>cE4& - The Secret Life of U
Home Edit View Comment Advanced Processing Security Forms Help
] Insert [ Combine Files -] Right L & B e —_
e e N EREE:
[ Extract [} From File 7 Left :
Document 5 Combine MS  Excel PowerPoint Other Make PDF Edit Typewriter Reduce Split Search
* Delete Assembly & From Scanner All '3 Advanced Waord = Searchable™ Text o o

Pages Create Page Rotate Convert Toals Search

From the Combine Files window, you will be able to add, delete, or move the
PDFs into the correct order. Choose whether you want the original file names
to be added as Bookmarks. When ready, click the Start PDF Creation button
at the bottom of the window to combine the files.
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& Add l (=IDelete Lip Down * Clear
Mame Size Date Modified Type
& pdf test 2.pdf 9.96 KB 023-02-22 9:27:5...  Microsoft Edge POF...
[ The SecretLifeo... 2.32MB 2023-01-16 2:3%:0...  Microsoft Edge POF. ..

Add file names as Bookmarks

4

Once complete, your combined PDF will be opened in Kofax.

How to split documents
From the Home tab, select the Split option.

KWEEHD> CE &+ Combine Demo
e Edit View Comment Advanced Processing Security Forms Help
 Insert 888 [|Gj Combine Files % £ Right % a /guﬁ QE% évl ’g p
3 Extract [} From File = £ Left — —==ll : ; N =
S |Diits ?:\Csi::r::\:f RS e CUrAnlk:ma ) Advariced Wl‘\gfd Excel PowerPoint Otvher Sz::(k:ﬂl;?;' E:}:: Typewriter Red'uc Split Sea'rch

Pages Create Page Rotate Convert Tools Search

The Split Document window will appear.

Choose the Source Document. This will be either the Current Document, or a
Selected Document that you find by browsing your files.

Next, choose the Split Mode.

e Split by file size: Enter the size of the resulting files that you want to
split. Kofax will split the PDF into files that are no bigger than the file
size entered.

e Split by parity of pages: This will split the PDF into even and odd
pages, producing two files.
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e Split by blank page: the PDF will be split at each blank page present in
the document. The blank page will be discarded.

e Split by pages: Enter the number of pages you want in the resulting
files. Kofax will split the PDF into files with pages equal to or less than
the number specified.

e Split by pages containing text: Kofax will recognize a given text string
and will split the PDF at each occurrence of the text string.

e Split by pages: This second occurrence allows you to designate the
pages at which the document will split. The page humbers you give
will be the first page of the split document.

e Split by bookmark: Enter a bookmark name. Kofax will split the PDF at
the place that bookmark is found.

e Split by bookmark level: This will split the PDF at each point a
bookmark of a particular level appears.

e Extract by pages or page ranges: This will extract pages or sections of
pages from the PDF and creates a new file for each. These ranges
must not be overlapping, or Kofax will give a warning of ‘invalid
overlapping'.

e Extract pages containing text: Every page containing a given text string
will be extracted and combined into a single document. The file name
will be the given text string.

e Extract by bookmark: Every page marked by a particular bookmark will
be extracted, and a new PDF file will be created for each page.

e Extract by bookmark level: Kofax will extract each section of a given
bookmark level, creating a PDF file of each section. The name of each
file will be the bookmark title at that level, and the files will be placed
in folders that mirror the hierarchy of bookmark levels above the one
you've chosen.

When you have selected the Split Mode, click OK. Choose the destination
folder where you want the new PDF file(s) to be placed, then click Select
Folder. The PDFs will be split and automatically added to your selected
folder.
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Split Document *

Source Document

@ Current Document

IO Selected Document:

Browee...

Split Mode

() split by file size: MB

() 5plit by parity of pages

{1 split by blank page

(®) 5plit by pages: pages as a document

() 5plit by pages containing text;

() split by pages: ]

(_)5plit by bookmark:

() split by bookmark level:

O Extract by pages or page ranges: @

() Extract pages containing text:

(") Extract by bookmark:

() Extract by bookmark level:

Mumbering Options [ | cancel

Extracting pages
You can also extract pages by selecting the Extract option on the Home tab.

The Secret Life of

View  Comment  Advanced Processing  Security  Forms  Help
Y |nsert ooo [ Combine Files s 4] Right & & [0 B A —
e = 2 & a9 8 &€ 7 'E
[ Extract [} From File 7 Left
Bocument 3 Combine MS  Excel PowerPoint Other Make PDF Edit Typewriter Reduce Split Search
X Delete Assembly & From Scanner « All ] Advanced Word T Searchable™ Text ' >
Pages Create Page Rotate Convert Tools Search
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Extract Pages >
FPage
() Current Page
@Range |1 | To |d | of 16
Selectad

[ ]Delete After Extraction

o] | oo

Deleting pages

If a page must be deleted from a PDF, got to the Home tab and choose

Delete.
KB el S The Secret Life of
ile Edit View Comment Advanced Processing Security Forms Help
Minset poo [ Combine Files b 1 Right = = Eﬁ B s e —_
sfsle = & % =i oA = E ==
[0 Extract [} From File & Left o
Document 5 Combine MS  Excel PowerPoint Other Make PDF Edit Typewriter Reduce Split Search
Assermnbly & From Scanner All &] Advanced Waord T Searchable™ Text b N
Pages Create Page Rotate Convert Tools Search

This will open the Delete Pages window. You can delete the Current Page, or
select a Range of pages to delete. The last page number listed in your range
will also be deleted. For example, if you delete a range of pages 1 to 8 out of
16 pages, the PDF will keep pages 9 to 16 but delete the rest.

When ready, click OK.
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Delete Pages >
Page
() Current Page
@Range |1 |Tn |8| |uf 1A
Selected

Cancel

Kofax will ask you to confirm that you want to delete the pages. Click Yes,
and the pages will be deleted from the file.

Power PDF Advanced

0 Are you sure you want to delete these pages from the document?

Yes Mo

Add a Signature

There are two ways to sign a document using Kofax. Using the Handwritten
Signature option is easier, but less secure than creating a Digital ID. In many
cases either type of signature will be accepted, but some forms may require
the heightened security of Digital ID.

Handwritten Signature

Adding a Handwritten Signature works like adding a stamp to the document
(similar to signatures in Adobe Acrobat). Go into the Security tab and select
Handwritten Signature.

KMBPH> c& &+ Welcome to the Future Range of the
File Home Edit View Comment Advanced Processing Security Forms Help
I2) Apply Redaction [O‘J_A:I 9"”" g s 5 5 mE
e g el o
20 Q M D D & S
% £ Search and Redact & . X X B 2 ) é‘
Mark 3 Redaction P . Handwritten §Sign Time Certify Document SignDoc Clean  Remove Secure Manage Manage Digital Trusted RMS
Redaction 2 edaction Properties Signature™ *: Stamp T  Signatures™ 2 Document Elements Delivery Security ™ Identities  Identities  Security
Redaction Sign and Certify Security |Ds and Certificates DRM
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Select the Place option from the dropdown menu. If this is the first time you
have used the Handwritten Signature option in Kofax, it will open the Add
Handwritten Signature Box.

Add Handwritten signature e
Choose a way to create the signature:
Draw my signature ot

Draw my signature
Color: | Weight: 1pt e

Diraw it below: “lear

Save the signature as:

Cancel

Choose a way to create a signature:

¢ Draw my signature: this option allows you to create a drawn signature
and allows you to control the colour and weight of the lines in the
drawing.

e Type my signature (most common option): this option allows you to
create a typed signature of a particular font and colour. You can also
choose to Bold or /falicize the signature.

e Import an image as my signature: If you already have an image file
with your signature on it, you can import it using the Browse button
under this option.

When you have created your signature, click OK.
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Select Handwritten Signature again and choose Place from the dropdown
menu. Your Cursor will turn into a small targeting cross. Click and drag your
cursor to select the space where your signature will be placed. When you
release the click, your signature will be pasted in the space you've
designated. Be careful when designating this space, as the signature will be
stretched to fit the measurements of the space. You will be able to change
the size of the resulting signature, but not the proportions between the height
and width.

Digital ID Signature

If you have previously set up a Digital ID in Kofax, you can choose to sign
documents with your Digital ID. Please see the Digital ID section below to set
up your Digital ID.

From the Security tab, click the Sign option and select Sign Document from
the dropdown menu. This will turn your cursor into a pen icon.

KWEED> cHAa-- \Welcome to the Future Range of thq

File Home Edit View Comment Advanced Processing Security

!9 Apply Redaction e o aE
i [Q"j [9‘ 7| @ g&w K ¥ ?v; L o o
@ I3 Search and Redact ek ° b : D >|Zj el ann) ] al
Mark Handwritteh  Sign ime Certify Document SignDoc Clean  Remove Secure Manage = Manage Digital Trusted RMS

&7 Redaction Properties

Redaction Signature ¥ amp *  Signatures~ 0 Document Elements Delivery Security ™ |dentities  Identities | Security

Redaction Sign and Certify Security |Ds and Certificates DRM

Click and drag the cursor to designate the space for your signature. When
you release your click, the Sign Document window will appear. Select the
Digital ID that you want to sign with, confirm the password for that ID, then
click Next. This will move you to the second page of the Sign Document
window.

Software & Application Support Centre
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Flease select your digital ID to sign the document,

Digital ID

Mame: | | John Doe (John Doe) 2028.02.27 ~ Details...

Issuer: John Doe add. ..
Expiry Date:  2028,/02/27 15:16:12 -0400"
Storage: Digital ID File

Confirm Password; || #esesssssns

Time Stamp: * | (optional)

Cancel Mext

Choose the desired appearance for your signature from the Select dropdown
menu under the Appearance section of the Sign Document window. A
preview of the signature will be displayed in the Appearance section. You
may also select the checkbox under the Lock section of the window to
prevent editing of the document after you have added your signature. When
finished, click Save.

Software & Application Support Centre
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Sign Document >

Flease select the appearance of your signature,

Appearance
Select: |Standard Appearance b
Preview: | Edit
Digitally signed by John Do | pyay

Di: €N = John Dos emall =

0 n johe doe@emye.ca € = CA O
3'Saint Man's University OU
= 5hS

DO e ' mlmamza 10:01:43 -

Lock
[ ] Lock Document After Signing

Cancel Back Save as

Your chosen signature will be automatically applied to the document.

You will not be able to change or move the signature after it has been placed.

If you need to remove your signature after applying it to the pdf, right click on
the signature and select Clear Signature Field from the dropdown menu.
When asked to confirm, click OK.

Power PDF Advanced

0 Are you sure you want to dear this signature field? You cannot undo this operation.

Cancel

This will leave you with an empty signature field.
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Right click on this signature field and select Delete Signature Field from the
dropdown menu. The field will be deleted.

Digital ID

Adding a Digital ID
Before you can add a signature to a document, you will need to add a Digital
ID to Kofax.

Select the Security tab and click Manage Digital Identities.

KEEH>cE &+ Welcome o the Future Range of thy

File Home  Edit  View  Comment  Advanced Processing [Nl Forms  Help

B i QO Q K M D D mE IO B |2 am

9 b <@ r] Q.

4 u} )8

A Search and Redact = ot £ % X i@ & al

Mark Handwritten Sign  Time Certify Document SignDoc Clean  Remove Secure Manage | Manage Digital [Trusted RMS
|dentities

Redaction # Redaction Properties Signature™ ~ Stamp -  Signatures~ . Document Elements Delivery Security ™ Hentities  Security
Redaction Sign and Certify Security IDs and Certificates DRM

This will open the Security Settings window. Click the Add ID button.
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&1 Security Settings

- Digital IDs |
i~ Directory Servers | AddID... | Remove ID H Expart Certificate. .. H Certificate Details. .. H Refresh
i Time Stamp Servers |

Name Issuer Expires Usage

Manage My Digital IDs

This is a list of the digital IDs that are available for your use on this computer. Digital IDs are private
and should not be shared. They are used when you create a digital signature or when you decrypt
documents that are encrypted for you using Certificate Security.

Each digital ID has a corresponding public certificate which contains identifying information about
you and which you can share with others. This certificate is used by others to encrypt documents for
you, or to validate your digital signatures. Select one of the entries above and click Certificate
Details to view information from your certificate. Use Export Certificate to share your certificate
with others.

Use Add ID to add a new digital ID or to find an existing digital ID and add it to this view_ Use
Remove ID to permanently remove a digital ID from this list and wherever it is stored.

This will open the Add Digital ID window. If you already have a Digital ID, you
can choose to find it in your files or on other devices connected to the
computer. Otherwise, choose the option to create a self-signed Digital ID.
When ready, click Next.

Add Digital 1D >
() Find an existing Digital ID from About Digital ID
A file

A device connected to this computer
(®) Create a Self-Signed Digital ID

Create a Self-Signed Digital ID with Certificate to distribute to others who
need to validate your Digital Signatures or encryp

Cancel

This will open the Add Self-Signed Digital ID window. Choose whether to
create a new file to store your Digital ID, or to store it in the Windows
certificate store. We recommend creating a New Digital ID File. When ready,
click Next.

Software & Application Support Centre
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Where would you like to store your Self-Signed Digital ID?

(®) Mew Digital ID File (PKC5#12 Format)

Create a new Digital ID file - in PKCS#12 format, with password |
protection. This file format {.pfx or .p12) is supported by most
security applications, induding major web browers,

(_1windows Certificate Store

Store the Digital ID in the Windows Certificate Store where it will
also be available to other Windows applications. The Digital ID will |
! be protected by your Windows login, §

In the Create a Self-Signed Digital ID window, enter your information as fully
as possible to create an accurate Digital ID. Create a password for the Profile
File. When ready, click OK.

Software & Application Support Centre
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Create a Self-5igned Digital |D ey

Create @ 1024-bit RSA private key and X, 509 public key certificate, and store them
in & password-protected profile file.

|User Attributes

Mame (e.g. John Smith): | John Doe |

Crganizational Linit: | The Studio |

Organization Mame: | Saint Mary's University |

\ Country: |CA - CAMADA e

Use digital ID for: | pjgital Signatures and Data Encryption |

E-mail Address: | john.doe@smu.ca

Profile File

Enter a password; | T TITIITITI T | {minimum & characters)

Confirm password: | TTTIII I |

1 []Enable Unicode Support

| Coc 1] e

You will be prompted to save your Digital ID in your files. The file name will
default to the name on the Digital ID. Click Save.

You will now see the new Digital ID listed in the Security Settings window.
Clicking on this new Digital ID will show you a summary of the ID information,
including the Issuer, Period of Validity, and Intended Usage.

Software & Application Support Centre

Studio for Teaching and Learning 17



&R Saint Mary's
‘31 University

& Secur

[#- Digital IDs
i~ Directary Servers [ Add ID... ] l Remove 1D ] l Export Certificate. .. l [ Certificate Details. .. ] [ Refresh
i Time Stamp Servers
MName Issuer Expires Usage
John Doe <john.doe@smu.ca> John Doe <john.doe@smu.ca > 2028/02/27 15:16:12 -0400 Sign transaction,Encrypt documen t
|
'
< >
John Doe

Issued by: John Doe
Valid from: 2023/02/27 15:16:12 -04'00'
Valid to: 2028/02/27 15:16:12 -04'00
Intended usage: Sign transaction Encrypt document

Once the Digital ID is added, exit out of the Security Settings window, and you
will be able to continue the process of signing the pdf.

Appearance of Digital ID
By Default, Kofax will create a Digital ID with the name of the ID in large font,
and list the ID details in smaller font to the right of the name.

.ry\; Digitally signed by: John Doe

J 0 h n D OeDN:-GN = John Doe email = john.
doe@smu.ca C = CA O = Saint
Mary's University OU = SAS

Date: 2023.02.28 10:15:22 -
04'00'

To change the appearance of this Digital ID, go to the Security tab and click
Sign, then choose Sign Document from the dropdown menu.

Software & Application Support Centre
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K BEE> cCE&-~

File Home Edit View
L3 Apply Redaction
;';-j Search and Redact
Mari
Redaction .’—-:I Redaction Properties

Redaction

Comment Advanced Processing Security

e Q@ % M

Handwritteh  Sign ime Certify Document SignDoc
Signature = amp T~  Signatures™ X

Sign and Certify

Welcome to the Future Range of thy

= G-

Remove Secure Manage Manage Digital Trusted RMS

Document Elements Delivery Security™ |dentities  Identities  Security

Security |Ds and Certificates DRM

Click and drag the cursor to designate the space for your signature. When
you release your click, the Sign Document window will appear. Select the
Digital ID that you want to sign with, confirm the password for that ID, then
click Next. This will move you to the second page of the Sign Document
window.

Please select your digital ID to sign the document.,

Digital 1D
Mame: § | John Doe (John Doe) 2028.02.27 ol | Details. ..
Isgsuer: John Doe Add. ..
Ewpiry Date:  2028,/02/27 15:16:12 -04'00"
Storage:  Digital ID File
Confirm Password; || sesssssssss
Time Stamp: * | (optional)
Cancel Mext

Under the Appearance section of the Sign Document window, click the New
button. This will open the Configure Signature Appearance window.

Software & Application Support Centre
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Sign Document >

Please select the appearance of your signature.

Appearance
Select: |Standard Appearance et
Preview: i R
Edi
Mew
Digitaily sigrezd Bry- John Dioa
John DDeDM:EN=Jnhn Doe amad = john
dosflismu.ca C = CA O = Eaint
Magy's Universily O = SAS
Dafa: 2023.02.28 10:19:22 -
04 o0
Lock
[ ] Lock Document After Signing
Cancel Back Save Save as

On the Configure Signature Appearance window, add a Title for the new
appearance. Under the Configure Graphic section, choose whether to show
No graphic (i.e., no large-font name), and Imported graphic (i.e., an image file
of your handwritten signature from your computer) or the Name.

Under the Configure Text section you can select what details you want to
show in the Digital ID. You can choose to show the following options:

¢ Name: this is presented as “Digitally signed by: John Doe"

e Date: this is the date and time listed in the format YYYY.MM.DD
HH:MM:SS

e Location: location the signature was signed in

e Reason:if you are required to add a reason for signing a document,
you can toggle it on and off using this option.

e Distinguishing Name: this lists your name again, your email, the initials
of your country, organization name, and organization unit name.

e Logo: this logo is a yellow paper airplane.

e Labels: these are the labels that identify each piece of information
above.

Software & Application Support Centre
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When you are finished creating a new Digital ID Signature Appearance, click
OK

Configure Signature Appearance >

Title: ||

Configure Graphic

Show: (®) Mo graphic Import Graphic from:
() Imported graphic File...
(_IMame
Configure Text

Show:  [v]Mame Location Distinguishing Mame Labels
Date Reasaon Logo

Text Properties

Text alignment: (@) Left to right () Right to left

Preview

Digitally signed by: John Doe

DN: CN = John Doe email = john.doe@smu.ca
C = CA O = Saint Mary's University OU = SAS
Date: 2023.02.28 10:24:46 -04'00'

Cancel

Back on the Sign Document window, click Save.

Software & Application Support Centre
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Sign Document >

Please select the appearance of your signature.

Appearance
Select: Mo Graphic or Logo e

Preview: Edit

Digitally signed by: Jehn Doe

OM: CN = John Doe email = john.doa@smu.ca
C = CA O = Saint Mary's University OU = SAS
Date: 2023.02 28 12:27:50 -0400"

Lodk
[ ] Lock Document After Signing

Cancel Back Save Save as

The Digital ID signature with the new appearance will be added to the PDF
document. The next time you use the Sign feature this appearance will be
accessible through the Select dropdown menu.

Accessibility Checker

The Accessibility Checker can be added to the panels on the left of the
software when no files are open. This panel is called the PDF Compliance
Checker and is represented with a checkmark icon. You will also need to use
the Reading Order panel, represented by a sheet of paper with two pieces of
text displayed on the sheet.

Running an Accessibility Check
Once you have added the PDF Compliance Checker and the Reading Order
panel, you are ready to set up and run accessibility checks.

Open your PDF file in Kofax, then click on the checkmark icon in the shortcuts
panel to open the Compliance Panel.

Software & Application Support Centre
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View

"cj Combine File
[ From File
& From Scanne
Pages Creat
&

Click the Options cog icon and select Accessibility from the dropdown menu.

KPES cCE &+

Edit View Comment

N lnset oo [°y Combine Files A

000
[3) Extract [() From File -
Combine

Document
X Delete Assembly & From Scanner ~ Al
Pages Create

Start The Secret Life of Urban Crows X

Compliance
%\/

k

Click the Accessibility Check icon on the Compliance Panel to open the
Accessibility Checker Options window.

Software & Application Support Centre
Studio for Teaching and Learning
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EPDE> CE &+

File Home Edit View Comment Adva

13 Apply Redaction [ W G

I3 Search and Redact

Mark [ Redaction P ) Handwritten Sign  Tirr
Redaction #7 "edaction Properties | o pohre  + Star
Redaction Sign
Start Welcome to the ... Woolly Mammaoth * = |
Compliance x
o8 [

k.

Under the Checking Options section you can select specific items to check
from four categories. These categories are Document, Page content, Forms
Tables and Lists, and Alternate Text and headings. By Default, all items are
selected except, “Do all tables have a summary?" under the category Forms,
Tables and Lists. This setting may not be necessary for simple tables.

When you are ready, click OK.

Software & Application Support Centre
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Accessibility Checker Options >

Checking Options (32 of 33 in all categories)

Category: | Forms, Tables and Lists et

&re all form fields tagged?

Do all form fields have a description?

Are the relationships between the elements of the tables valid?

Do all tables have headers?

Do tables have the same number of rows and columns throughout?

[ ]Do &l tables have a summary? *—

Iz the list tag LI always a child of L?
Are the list-related tags Lbl and Lbody children of LI?

Select Al Clear all

Show these choices when the Chedker is started.

Help Cancel

The accessibility check displays a status for all the items checked. The status
indicators are:

Passed (a check mark), means the item has passed the check.
Warning (a triangle with an exclamation point inside), means the item
has not failed the check, but does require further attention.
Information (a circle with a lower case i inside), gives extra information
about the check. This indicator is seen when an item was skipped in
the check.

Fail (an x mark), means you need to fix this issue to ensure
accessibility.

Software & Application Support Centre
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. Passed
Vv

/|\\ Warning: The item has not failed, but something deserves attention.

@ Information: This may mean the test was not requested so it was skipped.

X Fail: You need to fix this issue automatically or manually to ensure accessibility.

To address a failure or get more information about an issue, right click on the
item that failed the check. From the dropdown menu, you can choose Fix,
Skip Rule, Explain, or Options.

mphance X

Document (6 issues)
v Accessibility permission flag - Passed

v Image-only POF - Passed

a1 299¢d POF - Failed [T

(D Logical reading orde Skip Rule c
X Primary language - |

X Title - Failed e

¥ Bookmarks - Passed Options

X Descriptive headings - Failed
(1) Color contrast - Needs manual check
Page Content (1 issue)
v Tagged content - Passed
v Tagged annotations - Passed
X Tab order - Failed
v Character encoding - Passed
v Tagged multimedia - Passed

v Screen flicker - Passed
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When you click Fix, Kofax will open a new window with applicable options
that help you fix the identified issue, or it will automatically apply a fix for the
problem.

When you click Skip Rule, Kofax will mark the issue with a Warning icon, but
will no longer mark it as a Fail. This option is not recommended unless you
are certain that the issue will not impede access.

When you click Explain, Kofax will open a webpage that has explanations of
the issue, as well as suggestions for fixing the issue.

When you click Options, Kofax will reopen the Accessibility Checker Options
window, where you can change which checking options are selected.
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