How to Guide

(uploading documents)




Document Functions

Several technical changes to the web upload process were implemented
with releases during the summer of 2015. These upgrades provide the
user with a means to upload PDF documents to new and existing batches.

This guide describes:

« Benefits of accepting PDF/A documents.
* Merging PDFs (flattened vs non-flattened).
 How to upload PDF documents. (slides11-17)

 How to upload TIFF documents. (slides 19-24)
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Benefits of accepting PDF/A

Adobe PDF/A can satisfy a variety of legal electronic record requirements. ISO 19005-1 compliant (PDF/A)
option outputs the PDF document using the PDF/A standard, which is an archiving standard. The PDF/A
standard preserves the document so it will look the same when it's opened in the future.

PDFs are increasingly used in an official capacity.

Added capability to upload PDF documents without having to convert to TIFF.

Individual images can be manipulated by the operator just as TIFF based documents.

PDF form data will be preserved.
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PDFs behave similar to TIFFs

PDF documents are web uploaded in the same manner as TIFF documents.

Multi-page PDFs (when flattened) are split by page.

PDF documents can be web uploaded along with TIFF based images in the same
batch.

The system will automatically recognize and handle PDF (XFAs are problematic) based
documents.

PDF documents will be called out in the_hadex) tree view.
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Merging PDFs
General Information
|

Flattened PDF forms

A way to Web upload PDFs to iPERMS

“Flattening” with a scanner allows the different PDF document types to be merged and then separated for
processing. Notice the batch separated into different document types even though the documents were

previously merged.
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Session Role: Scan Operator (AA)

Flattening PDF layers hides any content that is not visible when the flattening operation is executed and consolidates all

layers. (Adobe)



Merging PDFs

General Information

]
Flattened PDF forms

The previous slide displayed PDF forms already Web uploaded to iPERMS. These "flattened" PDF files will behave
in the same manner as TIFF documents and may be treated as such. The image below displays scanner settings
properly adjusted for Web uploading PDFs to iPERMS.

Upload images to batch {new}

RICOH

BERMS tarantly supports web upleading of TIFF enages.
TIFF images shawld confarm to the following standards.

Enter up to 12 fike names to add ta this batch:
Tmage 15| C-\lseraianthony.cosme Deaklos PDF TeatscannedBocodi
P | image |

— | | image:|
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Image 5 |

Tmage 72
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Merging PDFs

General Information

]
Non-flattened PDF forms

Another way to Web upload PDFs to iIPERMS, if done correctly.
PDF forms (such as SGLVs, DD 93’s, etc.) that are meant to be electronically signed should not be split and must

not be combined with any other documents of any kind. These PDF forms can be uploaded to an individual
“‘Browse” line and then to a batch.
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Merging PDFs

Portfolio NOT allowed

Sample of a batch with different types of PDFs merged as a Portfolio.

e page size limitation of 3 MB per page,

\Detkicp POF Test Portiolio.pdf

iIPERMS will not support the uploading
of Portfolio files.
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(Notice the Portfolio file and what happens when | upload to iPERMS (next slide))
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Merging PDFs

Portfolio NOT allowed

Portfolio file failed as iPERMS detected and blocked its upload attempt. Please refrain
from merging documents that belong to a different Soldier within the same PDF file.

The following file(s) failed to

!| Ple_201 306031 373004340_Peerdolic. pdf - Portfolics (s PF ceataining muliple embeated Bles) &re not valsd for tnput inte (PERMS. Please upicad fles sdnidnaly

Please refer to the Web Upload How-To Guide for detailed guidance.

session Role: Scan Operator (AA)
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M

erging different types of PDFs

The required business process to combine these different PDF file types is to “flatten” layers with a multi-functional device

and Web upload to iPERMS or load document files individually in the “Browse” line and Web upload.

i+

**Reminder: Do NOT combine different PDF file types with PDF tools such as Adobe Acrobat Pro.
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upload images to batch {new)

PERME currantly supports web uplasding of TIFF images.
TIFY images should conform to the following standards.
300 dp
* monoch

* CLITT growp 4 compression format
Multi-page TIFF mmages are limded 1o an sverege page sie hmdation of 3 MB per page.

= | Erisersianthony. o \Sagned ot

T Image 1 thru 5 contains separate files.

Image 4: | C:\Userelanthony.cosme\Desktop|FOF Teet\FDF_A pdf
Image 51| Criserslanthony cosme \Deskiop  POF TestiscannedDos. pdf
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(The above files are in the process of being uploaded individually)
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Uploading PDFs to IPERMS

Uploading PDFs from the Scan Operator or Field Operator roles must be done
correctly or the batches cannot be processed into iPERMS.

Remember:
When working with PDF files you can Web upload two ways.
1. Use a scanner or properly “flatten” PDF files.

2. Load the PDF files individually into each “Browse” line.

3. DO NOT combine documents belonging to different Soldiers within a
single PDF file, if you do it must be flattened (scanned or flattened with
approved software).

The next group of slides will take you through the Web upload process.
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Uploading PDFs to IPERMS
N

Log in as a Scan Operator or Field Operator select create a new batch.
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Upload images to batch {new}

iPERMS supports Web Uploading of TIFF and PDF files. Each document should conform to the following standards.

TIFF Standards PDF Standards
* 300 dpi * 300 - 600 dpi (for scanned black/white pages)
* monochrome * 300 - 400 dpi (for scanned color/grayscale

* CCITT group 4 compression pages)
* Average page size of 3MB or less

format
* Ayverage page size of 3MB or less * 100MB maximum file size
* 100MB maximum file size s Portfolio PDF not allowed

Please refer to the Web Upload How-To Guide for detailed guidance.

Images must conform to the above parameters.
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ploading PDFs to IPERMS

Select Upload images to batch.

| Browne.
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Browse
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Uploading PDFs to IPERMS

Select PDF document files from a location (desktop, folder, email), notice | did not merge

different types (Slgned VS Unsigned PDF) (If a scanner is used (to save in PDF format) just simply add the file as you would
with TIFFs.)

Do NOT merge different file types. For example, | merged a DD 93 and SGLV 8286 separately.

- Notice this upload has both types of
il B S— % PDF files. Image 1 & 2 contain
= = separate PDF files. Image 4 contains a
@ ey i flattened PDF file from a scanner.
= -

\ Select “Add” now after

adding separate PDF files
to browse line.
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Uploading PDFs to IPERMS

Notice how the different PDF types are separated. This will allow the processing of the batch. The
process for uploading PDFs is similar to uploading TIFFs. As long as the basic rules are adhered
to (slides 5 — 12).
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Uploading PDFs to iPERMS

Both PDF file uploading techniques uploaded properly.

(Loading PDFs individually and from a scanning source.)
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and Action arrow,
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Action arrow.
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Uploading PDFs to IPERMS

Batch saved and queued to Index/Validation, iPERMS will now be able
to process the newly created PDF batch.

Session Role: Tndex/Validation Operator (AA)
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Summary (PDFs)

The acceptance of PDFs allows more flexibility to Scan Operators/Field Operators.

In regards to PDFs, Scan Operators will be able to Web upload PDFs in a couple of
ways:

1) by using a scanner or tool to “flatten” images, or

2) by manually uploading PDF files to each “Browse” line

It is very important to follow the instructions provided in this guide, ensuring the
integrity of PDFs is preserved.

IPERMS will support the capture, display and retention of PDFs.
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Uploading TIFFs to IPERMS

Log in as a Scan Operator or Field Operator, select create a new batch.
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Upload images to batch {new}
IPERMS supports Web Uploading of TIFF and PDF files. Each document should conform to the following standards.

TIFF Standards PDF Standards
« 300 dpi * 300 - 600 dpi (for scanned black/white pages)
* monochrome * 300 - 400 dpi (for scanned color/grayscale
* CCITT group 4 compression pages)
format * Average page size of 3MB or less
+ Average page size of 3MB or less « 100MB maximum file size

Portfolio PDF not allowed

* 100MBE maximum file size

Please refer to the Web Upload How-Te Guide for detailed guidance.

**Images must conform to the above parameters.
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Uploading TIFFs to IPERMS

Select upload images to batch.

Repeat; W uidiee W Oocument W pate

Upload images to batch {new}

IPERMS currently supperts web aptading of 2

VErage page sie limitstion of J MU per page.

Multi-page TIFF imges are i)

Enter up to 12 file 1o add o this batch:
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Uploading TIFFs to IPERMS

Select browse to upload documents, once complete select “Add Now”.
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& Crouse File to Upload

AL

» Libraries » Documents » MyDocuments » PERMS Folder »

Organize = New folder

¢ Favorites
I Desirop.

& Downloag
3| Recent Pl

Documents library

Harme
1 Unsigned_Page 2
2 Unigned Pagel
& Unsigned Page 2
& Signed_Page.1
& Signed_Page.2
L Unsigned
1L signed

File name:

AllFiles (77

Cancel

Arnsirn Bake ) Soan Opere sl o (B

Q

' Yo ,' ’,\,f o= \r
IF=2PEIRITIS
u.s. ARMY



Uploading TIFFs to IPERMS

After selecting “Add Now” the documents start to appear in left pane view. Please verify the images
uploaded properly. If you send to iPERMS and we can not see the documents, we can't process the

documents!
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Uploading TIFFs to IPERMS

Once the Scan Operator has completed selecting the documents for uploading select

“Save Work”. A batch number will be created, please save this number. It is your
reference.

1. Select “Save

» Work” and Action S e el
= arrow, then 2. select ]
L “Queue to __‘:"_ S

' Index/Validation i ) -
3 and Action arrow.
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Uploading TIFFs to IPERMS

Batch saved and queued to Index/Validation, ready for iPERMS processing.
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Summary

« PERMS will support the capture, display and retention of PDF/A and TIFF documents,
meeting the current National Archives and Records Administration’s standard.

Ensure the parameters for TIFF and PDF documents are correct prior to uploading.

The initial setup for these TIFF and PDF documents are pretty much permanent —until a
change is made either through network protocols or policy.

IPERMS is capable of setting up a scanner for direct web scanning, for more
information contact (719) 524 — 6529 or DSN 883 — 6529.

This guide is to be used in conjunction with Scan Operator slides, select Scan Operator
link.

Helpful links: http://blogs.adobe.com/acrolaw/2011/05/using-save-as-to-to-conform-to-pdfa/
http://blogs.adobe.com/acrolaw/files/2011/05/PDFA_eSeminar_Slides_updated.pdf
https://acrobatusers.com/tutorials/how-to-conform-to-pdf-standards-infographic
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https://www.hrc.army.mil/Site/Assets/Directorate/tagd/Scan%20Operator%20Training%2020150623.pdf
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