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0. How to read this guide

Public authorities are obligated to submit copies of data and documents from IT systems and statistics files
that have been deemed preservation-worthy to the National Archives. Data from IT systems or document
collections as well as data from statistical files are submitted as information packages. State authorities must
submit their data to the National Archives. Municipalities and regions can either submit their data to the
National Archives or create their own archives.

The Danish National Archives has established a series of provisions for information packages for preservation
and future use of data, which all authorities must comply with. The provisions are described in the Danish
National Archives’ Executive Order on Information Packages.

The TIFF guide shows you how the Freeware PDFCreator tool allows you to convert documents from IT
systems or context documents to the TIFF archive format.

A. The guide’s target audience and application

The TIFF guide is addressed to those who produce archival versions and information packages containing a
small number of documents that can be converted manually to TIFF. Conversion of a large document
collection should be performed automatically by the authority's own IT department or an external IT
supplier.

B. Other guides
In addition to the TIFF guide, the Danish National Archives has developed other guides that are relevant for
the production and submission information packages:

Submission Information Packages:

e Guidelines for Executive Order on Information Packages

e Guide to Circular 9290/2013 on notification and approval

e Kort og godt om aflevering af it-systemer (in Danish. Translation: Summary on submission of it
systems)

e Kort og godt om kassation af dokumenter (in Danish. Translation: Summary on disposal of records)

e Kort og godt om test af arkiveringsversioner (in Danish. Translation: Summary on validating and
ingesting archival versions)

e Oversigt over de mest almindelige fejl ved test (in Danish. Translation: Overview of the most
common mistakes that occur in SIP creation)

e Eksempelaflevering med dokumenter AVID.SA.18004 (in Danish. Translation: SIP with external lobs
AVID.SA.18004)

e Introduktion til ADA, Rigsarkivets program til test af arkiveringsversioner (in Danish. Translation:
Introduction to ADA, the National Archives application for validating SIPs)

Information packages for certain types of research data:

e Quick guide - for the production and testing of an information package with ASTA
e Guide to Schedule 9 in the Executive Order on Information Packages

e User Guide to ASTA

e Guide to creating an information package with data from spreadsheets or csv files



e Guide to the program Skab archivelndex

e Guide to the program Skab contextDocumentationindex

e UTF-8 Guide

e Sample information package with statistical data FD.18005

All guide materials can be accessed from the National Archives’ website www.sa.dk.

C. Law and legislation
Information about the related legislation can be found on the Archives' (Rigsarkivet) homepage www.sa.dk.

D. Definitions

Information packages with data from statistical file(s) in general consists of context documents — which
should be submitted in archival formats designated by the Archives -, the extracts of data and metadata
from the submitted statistical files, and two index files in xml format containing metadata about the data
and context documents.

Information packages with it-systems and documents in general consist of a table dataset with a specific
xml-structure (see Executive Order on Information Packages), along with documents submitted to the
National Archives in archival format.

Archival formats the Archives (Rigsarkivet) accepts six archival formats: TIFF, JPEG2000, MP3, WAV, MPEG2,
and MPEG4.

Documents are context documents that describe the submitted data or files from an office program package
such as text editors, presentations, spreadsheets, pictures, sound files, and video.

Authorities are all public authorities at all administrative levels: Municipalities, regions, and states, including
courts, special administrative units, publicly owned enterprises, and the independent institutions that have
to submit to a public archive. If there is any doubt as to whether an institution falls within this concept of
authority, the National Archives can assist with clarification.


http://www.sa.dk/

1. PDFCreator installation (all versions of the program)
PDFCreator is available in different versions for download and use. In this guide, you will find the most

important points regarding the installation and setup of PDFCreator so it can be applied to convert files to

TIFF format that can be submitted to the National Archives later. Therefore, these points must be taken into

account when installing the program.

When installing your version of PDFCreator, do the following:

Installation

1 — Download the program

From the website
http://download.pdfforge.org/download/pdfcreator/PDFCreator-
stable

2 — Choose ’sprog’ (translation:
language)

Choose the language to be shown in your application, e.g.
"Dansk’

3 — Choose 'Ekspertopsaetning’
(translation: Expert setup)

Choose 'Ekspertopseaetning’ to be able to select and de-select
certain program options

4 — Unmark the option for other
programs or promotions

If one gets offers for other programs during installation, such as
"PDF Architect 7’, one should unmark those selections. Similarly,
if promotions for other products appear, one should simply
remove mark those options.

2. PDFCreator setup (all versions of the program)

Setup PDFCreator in this way:

Setup

4 — Choose menu item ’Profiler’
(translation: profiles)

Open PDFCreator and choose ’Profiler’ to adjust certain program
options

5 — Choose menu item 'Gem’
(translation: save) and adjust the
setup

Choose menu item ‘Gem’ and unmarking these items:
’Anvend PDF Architect til PDF-filer’ (translation: Use PDF
Architect for PDF-files’) and

"Vis hurtige handlinger efter dokumenter er konverterede’
(translation: Show quick actions after the documents are
converted’

6 — Choose menu item ’Konverter’
(translation: convert) and adjust the
setup

Select ‘TIFF’ as output format. If you have the option to choose
’Farve’ (translation: Color), choose ‘24 bit’. Similarly, if you have
the option to choose ‘Opl@sning (DPI)’ (translation: definition),

choose '300’.

7 — Click on the button 'Gem’
(translation: save)

Click on the button ‘Gem’ to save the changes performed before
in PDFCreator

In Appendix 1, you can see how a specific version of PDFCreator (version 3.4.1) can be installed step-by-step

with all correct setups for TIFF format conversion.
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3. Converting documents to TIFF with PDFCreator

The example below shows the conversion of a Word document to TIFF, but you can convert all types of
document formats to TIFF as long as you have a program installed on your computer that can display and
print the said document, such as Excel, Word, or a browser.

1) Open the file you want to convert and then choose to print the document.
Select "PDFCreator" as a printer and click "Udskriv " (translation: print)

= | Dokument1 (Kompatibilitetstilstand) - Microsoft Word
Startside Indsaet Sidelayout Referencer Faorsendelser Gennemse

H Gem
Udskriv
Gem som @
Kopier 1 =

@ Save Copy as Secure ZIP File

Udskriv

@ Save Copy as ZIP File

= Abn

5 Open ZIP File

rinter

PDFCreator

= ) -

B Luk % Klar

Oplysninger

Seneste L Udskriv alle sider -
Udskriver hele dokumen...

i Sider:

Udskriv pa én side -
Udskriver kun pa den en...

1) A PDFCreator window appears. Provide the file name and the destination folder.
Click on the button "Gem” (translation: save).

Tip! If you provide a folder that does not exist, PDFCreator will generate this folder and save the document
in the destination.
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4. Check conversion

Always look at the contents of the converted document and compare it to the original document in its
original format to make sure that:

- All pages have been converted

- The text is readable and of the same quality as the original

- All text and images are fully displayed and not cropped or flattened

- All worksheet sheets are converted (NOTE: When you print a worksheet with multiple sheets to
TIFF from Excel, be sure to select the "Print entire workbook" option to print all sheets on the
worksheet)

As a minimum, check samples of each document type that you have converted, such as word files, PDF
documents, and spreadsheets.

You can view and control the contents of your TIFF files in, for example, "Windows Picture Viewer”,
"Microsoft Office Document Imaging”, "Windows Photo Viewer”, "IrfanView”, or another document viewer
that includes a feature for flipping between pages in the TIFF document.

5. Support

If you experience problems converting documents to TIFF, please contact the data manager for research
data in the National Archives at the following e-mail:_mailbox@sa.dk.
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Appendix 1 - Example of installation of a PDFCreator (version 3.4.1.)

A free download of PDFCreator version 3.4.1 can be found in this link:
http://download.pdfforge.org/download/pdfcreator/3.4.1/PDFCreator-3 4 1-Setup.exe?file=PDFCreator-
3 4 1-Setup.exe

1) Download PDFCreator.

Note that when using the link above, it will take a while before the download starts automatically. You do
not need to take any action on the PDFCreator homepage during the download. When the download is
complete, click on the file 'PDFCreator-3_4 1-Setup.exe' to start the installation.

2) When the download is complete and the file is executed, an icon appears on the desktop. Click the icon.
Veelg installationssprog >

Veelg det sprog der skal vises under
installationen:

Dansk o

3) Choose "Ekspertopsaetning” (translation: Expert setup) and click on ”Naeste” (translation: next)

ﬁEﬂ Installationsguide - PDFCreator — X

PDFCreat Velkommen til installationsguiden

'\ for PDFCreator
Version 3.4.1 Guiden installerer PDFCreator 3.4.1 pa computeren,

Det anbefales at lukke alle andre programmer inden du
fortseetter.

POFCreator fremstiller nemt PDF-filer fra ethvert
Windowspragram. Brug den som en printer i Word, Excel,
eller et vilkdrligt andet Windows-program.

Ekspertops®tning
We=lg installativnsmappe og andre indstilinger

“ pdfforge

Wed at kiikke pd Maeste accepteres licensaftalen.
Licensaftale Privacy Policy 3.4 1 5876

¥ 4

Shop pdfforge GmbH Annuller
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4) Click on ”Naeste”

ﬁ_,'-’;r! Installationsguide - PDFCreator

Velg installationsmappe
Hvor skal PDFCreator installeres?

Installationsprogrammet installerer PDFCreator i felgende mappe.

Klik pa Maeste for at fortseette, Klik pa Gennemse, hvis du vil veelge en anden
mappe.

ChProgram FilestPDFCreator

Gennemse...

Der skal veere mindst 64,5 MEB fri diskplads.

Shop pdfforge GmbH < Tilbage Annuller

5) Click on ”"Neeste”

ﬁ! Installaticnsguide - PDFCreator

Printernavn
Yalg af printernavn.

Veelg et navn til printeren.

PDFCreator installerer en printer pa computeren, Med den printer kan alle

programmer, som kan udskrive, oprette PDF-dokumenter, bitmap- eller
PostScriptfiler.

Printernavr:

[PoFCreato]

Shop pdfforge GmbH < Tilbage Annuller




6) Choose "Naeste” until you get to the window shown below. Unmark ”PDF Architect 7”
and click on ”Naeste”

ﬁ! Installationsguide - PDFCreator — >
Vezlg Komponenter
Hvilke komponenter skal installeres? &

Veelg de komponenter der skal installeres, og fjern markering fra dem der ikke
skal installeres. Klik sa pa Meeste for at fortsatte,

Tilpasset installation w
programfiler 41,3 ME
|:| POF Architect 7 63,5 MB
|:| Integration med Firefox 0.1 ME
|:| Integration med Internet Explorer 0.4 MEB

De nuveerende valg kraever mindst 57,3 ME ledig diskplads.

Shop pdfforge GmbH < Tilbage Anmuller

7) Click on ”"Neeste”

ﬁ_,'-?—,! Installatiocnsguide - PDFCreator — >

Velg mappe | menuen Start
Hvar skal installationsprogrammet oprette genveje til programmet? A

Installationsprogrammet opretter genveje til programmet i folgende
i mappe i menuen Start,

Klik pa Maeste for at fortseette, Klik pa Gennemse, hvis du vil veelge en anden
mappe.

| PDFCreator Gennemse...

|:| Opret ingen programgruppe i menuen Start

Shop pdfforge GmbH < Tilbage Anmller

10



8) Click on ”Neaeste”

ﬁ_,'-?—,' Installationsguide - PDFCreator — >
Velg supplerende opgaver
Hvilke supplerende opgaver skal udfares? A

Veelg de supplerende opgaver du vil have guiden til at udfare under
installationen af PDFCreator og klik pa Maste,

Supplerende ikoner:
Opret ikon pd skrivebordet
(®) For alle brugere
O Kun for denne bruger
|:| Opret hurtigstart-ikon
Andet:
Opret et punkt i Windows Stifinders hajrekliksmenu

Shop pdfforge GmbH < Tilbage Annuller

9) Click on ”Installer” (translation: install)

ﬁ_,'-?—,' Installationsguide - PDFCreator — >
Klar til at installere
Installationsprogrammet er nu klar til at installere PDFCreator pa
computeren. &

Klik pa Installer for at fortseette med installationen, eller klik pa Tilbage hvis du il
se eller &ndre indstillingerne.

Installationsmappe: LS
Ci\Program Files\PDFCreator

Installationstype:
Tilpasset installation

Valgte komponenter:
programfiler

Mappe i menuen Start:
PDFCreator

Valgte supplerende opgaver: b

Shop pdfforge GmbH < Tilbage Installer Annuller
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10) Click on ”Nej tak” (translation: no, thanks)

ﬁ! Installationsguide - PDFCreator

PDF Architect
Installer PDF Architect med gratis funktioner

A PDF ARCHITECT =

The ONLY Customizgble PDF Editor e e

Udvid PDFCreator med "
redigeringsmuligheder! L

Gratis funktioner: PROFILE
+ Roter, flyt og slet sider
+3aml flere PDF-filer i

|
Nyt i PDF Architect 7: “_,.-‘f

+ Automatisk signering
+\erificer og flern signaturer

pdfforge GmbH [ installer | Nejtak

11) If other promotions are shown, they can be dismissed by clicking on ”Decline”

;@ Installationsguide - PDFCreator — >

Installation Completed
Optional offer

Avast Free Antivirus
Keep your documents secure
v Powerful scans and protection
v Stop threats like ransomware
v PC Mag's Editor's Choice

B TORS e |
CHOICE

By dlicking "Accept’, I agree to install Avast Antivirus, and
consent to its End User License Agreement and Privacy

-

I Accept & Launch I

12



12) Unmark ”Vis hjaelp efter opsaetning” (translation: Show help after setup) and choose ”Faerdig”

(translation: finished)

ﬁl Installaticnsguide - PDOFCreator —

PDECreatd | Fuldferer installation af
i PDFCreator

Version 2.41 Installering af PDFCreator er fuldfart.

Klik pa Feerdig for at afslutte installationsprogrammet,

|:| Wis hjzlp efter opsatning

6pdffor3e

i

g

Shop pdfforge GmbH

Now a virtual printer is installed as well as a program to set up the user’s profiles.

The next step is to setup the ”Standardbruger” (translation: standard user) profile.
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Setup of a standard user profile in PDFCreator version 3.4.1

1)

l Maintenance
l Microsoft Expression
l Microsoft Office
B Microsoft Office 2013
l Microsoft Silverlight
l Microsoft Visual Studio 2012
l Mousic, Photos and Videos
l Paint Shop Pro &
l PDFCreator
A PDFCreator
E? PDFCreator Hj=lp
PDFCreator pa internettet
l Licenses
B ShellBrowser .Net Edition

Tilbage

g [ alle programmer og filer

Open the program “PDFCreator” from the menu Start in the computer.

seneste elementer

Denne pc

Kontrolpanel
Pc-indstillinger
Enheder og printere
Standardprogrammer
Hjaelp og support

Ker...

Luk computeren  »

2) Choose the folder ”Profiler” (translation: profiles) and the sub-item ”"Gem” (translation: save).
Unmark "Anvend PDF Architect til PDF-filer” (translation: Use PDF Architect for PDF-files’) and " Vis
hurtige handlinger efter dokumenter er konverterede” (translation: Show quick actions after the
documents are converted). The window looks like this:

PDFCREATOR 3.4.1

a

PDFCreator

FREE

HIEM

PROFILER PRINTER KONTI

Profil: | <Standardprofil> A Tilfaj
|| Gem
Gem
@ Konverter Interaktiv (D Automatisk
Wiser en dialog til at vaige filnavn, outputformat mm. Konverterer alle dokumenter uden at sparge om
indstillinger, Derfor skal flere indstillinger defineres i
L ¥ Metadata profilen.
" ZEndre Filnavn:
«<Title»
< Send Titel fra indstillinger
Mappe:
[*Y Sikkerhed [=][]
,ﬁ‘ Avanceret

Undlad printdialog (start med gemmedialog)

| Abn den gemte fil
Anvend PDF Architect til PDF-filer

|| ¥is hurtige handlinger efter dokumenterne er konverterst

Annuller
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3) Choose the menu item ”“Konverter” (translation: Convert). Click on the icon ”Outputformat”’
and then choose "TIFF”. Set the item ”"Opl@sning (DPI)” (translation: Definition (DPI)) to being 300. The
setup is finished when you click on the green button "Gem”.

PDFCREATOR 34.1

A PDFCreator

FREE

HJEM PROFILER PRINTER KONTI
Profil: = <Standardprofil> A
N G
LAY Gem Outputformat
@ Konverter e
L ¥ Metadata 0] TIFF
" Endre TIFF-indstillinger
Farver: 16 millioner farver (24 bit) -
<: Send
Cplesning (DPI): 300
[* 9 Sikkerhed
,ﬁ Avanceret G
4) PDFCreator can now be closed.
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