Creating Searchable PDFs
Creating searchable PDFs is quick and easy. Just remember that you need to start with a clean original. Underlining, highlighting, marginalia, or pages that have been repeatedly scanned or copied will confuse the software and result in a PDF riddled with errors to the extent that it may be unreadable. 
Starting From an Existing Image-based PDF
Maybe you have an existing PDF. Are you sure it’s searchable? Here’s an example of a searchable PDF that will allow a student to use her text-to-speech software to listen to it being read out loud. Note that I’ve selected text on the page, as seen by the highlighting.
[image: ]

If you can drag your cursor over the text as seen above, your file can be shared with your students. But if instead you can only draw a box, as below, software is not recognizing any text in the document. A student’s text-to-speech software will not read it and no one will be able to search for specific words in the document.
[image: ]
We’ll need to use Adobe Acrobat Professional, which is available for faculty and staff computers at no charge, to make this document searchable. 
In the sidebar, click on “Enhance Scans.”
[image: ]

In the toolbar, click on “Recognize Text.”
[image: ]

You can then choose to recognize the text in the document you have open or, if you have a number of documents to recognize, choose multiple files. A “Recognize Text” button will appear in the toolbar. Click it.
[image: ]




After waiting a second or two per page, your document will be searchable. Note the selected text below.
[image: ]
Your document is ready to be saved and then posted on Blackboard or in cloud storage for your students.

Starting from a paper copy
If no clean digital copy is available, you can create a searchable PDF by scanning the document. If scanning a book, remember to push it down tight against the scanner to avoid shadows at the spine that can interfere with an accurate reading of the text, as seen below. 
[image: ]
You may be able to use the settings on your scanner to create a searchable PDF directly. Alternatively, you may use Adobe Acrobat Professional, which is available for faculty and staff computers at no charge. 
Here’s how to scan to a searchable PDF with Adobe Acrobat Pro.
1) Open Acrobat and click on “Tools.”

[image: ]

2) Click on “Create PDF”
[image: ]

3) Click on “Scanner” and then, if you haven’t before, “Configure Presets.”
[image: ]
4) When configuring the presets, select your scanner and then, if it’s a flatbed, you’ll want to check the box to “prompt for scanning more pages.” Note that “Recognize Text” is already selected as the default. It’s important to keep that box checked.
[image: ]

5) [bookmark: _GoBack]After saving presets, hit the blue “Next” button at the bottom of the page. Scanning will begin and the text will be recognized. You may then save the document and post it on Blackboard or in cloud storage.
image5.png
Home Tools Document

=] Q 1]

E Enhance Scans - [ isert » @\ Enhance » A Recognize Text + [i) BatesNumbering | [} €) QU
Pages |CurentPage |  Language |Engish(US)  ~| ¥ Settings i RecognizeText | Close
[Recognize Textin the selected pages|

3
S
W
4
w

Strategies for Reconnecting
Citizens and Government

Introduction

In recent years, local govermment work has been handicapped by declining citizen
confidence and involvement in govemment. Opinion polls and a growing docket of
initiatives signal that citizens do not feel that govemment officials listen to them, or that
citizens have significant influence on community decisions. Polls also indicate that the
average citizen is acutely aware of govemment shortcomings, but far less conscious of
the benefits govemment provides. The day-to-day services of local govemment are all
too invisible to the naked eye, until things go awry. “The record of American govem-
ment successes may well qualify as the greatest story never told,” according to politi-
cal columnist, Mark Shields.

Govemment may be guilty as charged on some counts, and certainly govermment must
change to meet the demands of dramatically changing times. But it is misguided to
view government as if it is some foreign, occupying power. Citizens established local
governments to address their shared interests and needs. (Remember govemment of,
for, and by the people?) Citizens share a responsibility for how local govemments
perform, and local officials must seek ways to re-engage citizens in shaping their
communities.
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Mobility
Users with temporary or permanent mobility issues can leverage a variety of software and hardware to use their

computers more efficiently. Windows provides many keyboard options to make typing easier, and third parties
have developed many different alterative input devices.

Using fewer devices
Windows

- experience pain or discomfort while using a keyboard have several

options to improve their experience:

1. StickyKeys helps users who might have trouble pressing two keys at once. StickyKeys enables the
user to press a key, such as CTRL, SHIFT, or ALT and have it remain active until another key is pressed.
StickyKeys is enabled in the Ease of Access Center.

2. FilterKeys lets users set the sensitivity of the keyboard so it can ignore brief or repeated keystrokes.
FilterKeys is enabled in the Ease of Access Center.

3. Keyboard shortcuts are combinations of two or more keys that, when pressed, initiate a command
that would typically require a mouse or other pointing device. Top shortcuts include:

a. Sticky keys: Press Right Shift Key 5 times
b, Filter keys: Hold down Right Shift Key for 8 seconds
. Toggle keys: Hold down Num Lock Key for 5 seconds

4. Other keyboard controls are available to make the keyboard easier to use in the Ease of Access
Settings.

Use the computer without the mouse or keyboard

Windows includes features that make it possible to use the computer without a mouse or keyboard. Users
can control Windows and applications with Windows Speech Recognition, and the On-Screen Keyboard
enables users to enter text with alternative pointing devices by selecting keys on the screen. Touchscreen-
enabled computers and tablets also let users interact with the screen without the use of a mouse or
keyboard.
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perform, and local officials must seek ways to re-engage citizens in shaping their
communities

There are small signs that we have begun to tumn the comer and are moving toward
improved confidence in government. However, given the pervasiveness of negative
perceptions, action is needed. Govemment officials are finding that they need new
tools for better gauging and understanding the preferences and needs of constituents
in increasingly diiverse communities. Better tools are needed, too, for re-engaging
citizens in the dialog about community direction and improvement.

In addition, cities and counties need to better communicate about the value of
govemment. They must spread the word about govermment successes, without
‘whitewashing the problems that must be addressed. Finally, local govermnments must
honestly look at what changes are needed to reconnect citizens with govemment and
to make govemment work in the new information age.
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