Entering File Properties Information

It is important to enter accurate information in the file properties of the final draft of your submitted
document. ASHA’s Web site search engine uses this information to display results when a search is
conducted. Often files contain information by default in file properties of which you might be unaware.
Most important is the title - anything in the title in file properties will show up in search results. You should
enter the title of your presentation in the title field. To enter file properties:

Adobe Acrobat (.pdf files)

For .pdf files in Adobe Acrobat, click File, Document Properties, then Summary. In newer versions of

Acrobat, simply click File, Properties.
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Enter the title in the title box and click OK, then save the file.
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Word and PowerPoint

2003

Click File, then Properties. Enter the title in the title box and click OK, then save the file.
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Properties
View and edit document properties, such
as Title, Author, and Keywords.

;%/ Check the document for hidden metadata
or personal information.
Encrypt Document

Increase the security of the document by
adding encryption,

i L Restrict Permission
_Q Grant people access while restricting their
ability to edit, copy, and print,

Add a Digital Signature
Ensure the integrity of the document by

adding an invisible digital signature.

i'_' Mark as Final
IE Let readers know the document is final and

make it read-only,

@ ﬁ Run Compatibility Checker

Check for features not supported by earlier
versions of Word,
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. Enter the title in the title box, then save the file.

@ Document Properties
Author:

Titls—— Subject;

Category:
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