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I.	Visual Presentation


	A. Opening View


The Technical Order (TO) cover page shall be the first page displayed in the Indexed Portable Document Format (IPDF) TO.


The entire cover page and bookmarks shall be visible in a “fit page” view upon opening the file.


Bookmarks shall be collapsed into their respective sections as explained in Section I B, below.


Common Adobe fonts shall be used in the IPDF file to match the typeface and font characteristics of the original TO.  When a substitute typeface is unavailable, a typeface shall be selected within the same typeface class as used in the source document.





	B. Bookmark Generation


Bookmarks shall be generated based on indexed entities appearing in tables of contents and shall appear in uppercase format.  Bookmarks generated as a result of “page” links shall not appear in the bookmark outline.


Bookmarks generated as a result of embedded links mayshall not appear in the bookmark outline. unless they appear in tables of contents


The first bookmark shall be labeled “COVER” and shall link to the TO cover page.  The “COVER” bookmark shall appear even in the absence of any other links within the IPDF TO.


A bookmark entry for Ttables of Ccontents shall be labeled “TOC.”


A bookmark entry for the List of Illustrations shall be labeled “LOI.”


A bookmark entry for the List of Tables shall be labeled “LOT.”


A bookmark entry for the List of Effective Diagrams shall be labeled “LED.”


All section, chapter, and paragraph bookmark entries shall be sequenced according to tables of contents and grouped under a heading entitled “SECTIONS.”


All figures shall be sequenced under “LOI” or simply “FIGURES” if an LOI does not appear in the TOC.  Individual figure numbers or letters shall be preceded by the abbreviation “FIG” e.g., FIG 1.1 or FIG 2-2.  Given multiple figures with the same number, the figure number shall be followed by the section or chapter number, e.g., FIG 1 (CH4) or FIG 3 (SEC2).


All tables shall be sequenced under “LOT” or simply “TABLES” if an LOT does not appear in the TOC.  Individual table numbers or letters shall be preceded by the abbreviation “TAB” e.g., TAB 1.1 or TAB 2-2. Given multiple tables with the same number, the table number shall be followed by the section or chapter number, e.g., TAB 1 (CH4) or TAB 3 (SEC2).


As applicable, each bookmark shall be linked to its appropriate destination and/or shall serve as a “drop-down” menu.


The following hierarchy exhibits the required bookmark sequence and labeling format.


	


COVER (linked to TO cover page)


TOC (linked to first page of table of contents)


�INTRODUCTION (linked to first page of introduction)


SAFETY SUMMARY (linked to first page of safety summary)


GLOSSARY (linked to first page of glossary)


SECTIONS (drop-down; not linked)


	-SECTION


	-CHAPTER


	-PARA


LOI (drop-down; linked to first page of List Of Illustrations)


LOT (drop-down; linked to first page of List Of Tables)


LED (drop-down; linked to first page of List of Effective Diagrams)


APPENDICES/APPENDIX (drop-down OR linked to the single Appendix)


	APPENDIX X-X (linked)	


FIGURES [if no LOI] (drop-down)


	FIG X-X (linked)


TABLES [if no LOT] (drop-down)


	TAB X-X (linked)


INDICES/INDEX (drop-down OR linked to the single Index)


AI	[Alphabetical Index] (linked)


ANI	[Alphanumeric Index] (linked)


CRI	(Cross Reference Index) (linked)


I	[Index] (linked)


IDS	[Index Data Sheets] (linked)


NI	[Numerical Index] (linked)


RDI	[Reference Designator Index] (linked)


FOLDOUTS (drop-down)


	FO X-X (linked)


�
	C. Thumbnail Creation


Thumbnails shall be created for all Air Force IPDF TO pages.





	D. Graphics


Graphics, illustrations, drawings or diagrams shall be presented as an image consistent with the paper copy to insure 100% visual accuracy.


Text within a graphics frame shall be treated as a graphic.  A graphics frame is defined as a visible or invisible rectangle around the artwork.


Two-tone graphics shall appear with the same level of clarity as in the original.


Contrast, light and dark adjustment shall be implemented to insure a quality scan.


[Underlines may be slightly shifted to the right or left by one or two characters.  Underline weights may not exceed a three point variance from the original.  In cases where the shift exceeds two characters or the line weight exceeds a three point variance, the line shall be replaced.]


	6.	Blank aprons and large areas of white space on fold-outs shall be cropped.





	E. Supplements


Identifying Technical Publication Sheets and Identifying Technical Orders identify a change or supplement to a commercial or contractor manual.  These shall be placed in reverse date order (latest date on top) immediately behind the basic manual.


The most current Safety Supplement (SS) shall follow the last page of the basic TO, the Identifying Technical Publication Sheet, or Identifying Technical Order.


Following all pages of all Safety Supplements shall be the most current Operational Supplement (OS) or Lettered Supplement.


Following all pages of all Operational Supplements or Lettered Supplements shall be the most current Technical Order Page Supplement (TOPS).








II.	Text


	A. Accuracy


The Title Page, Ttables of Ccontents, Alphabetical Index, Warnings, Cautions and Notes shall contain no spelling/case errors.


Abbreviations and acronyms shall contain no spelling/case errors.


Text of a technical nature, whether plain text, hidden text or image plus text, shall be spelled correctly unless covered by an allowance listed herein.  This includes, but is not limited to, Maintenance Procedures, Operating Instructions, Inspections, Operating Characteristics, etc.


Words detected by the MS Word 6.0 dictionary as misspelled during the Technical Order Conversion Operation’s (TOCO’s) post-conversion process are cause for rejection.  Words such as “deenergize, reenergize” or “depressurize, repressurize” or “deweld, reweld” will be identified as misspelled words by MS Word 6.0.  The spelling of these words shall be checked against the printed page to verify correct spelling.  These words should not be added to a custom dictionary.


TOs that contain errors impacting safety of flight, protection of resources and operational readiness will be returned for correction.





B. Searchability


All text including titles, warnings, cautions, notes, figure and table numbers/titles, index numbers, and page numbers shall be searchable text.


[Text that appears in the .PDF file as six point or less may be treated with “image zoning,” (i.e., marked as suspect).  This text shall be searchable to the extent of the Optical Character Recognition (OCR) software’s capability to recognize the text without manual intervention.  Image plus text shall be used if image zoning does not provide visual accuracy or if a significant portion of the page is six point or less.]


The TO number shall appear on each TO cover page and shall be 100% visually accurate, searchable text.  In the absence of a TO number on the source cover page, the number shall be typed in the upper right-hand corner using 24 point, bold, san serif font.


[If present on the source document, TO numbers on all remaining pages shall be visually accurate.]


 [If non-standard symbols cannot be recreated from a standard keyboard, the raster image of that symbol shall be displayed.]


[The orientation of the page, i.e., landscape or portrait, will be determined by the page number.  Unless otherwise noted herein, only the text which follows the orientation of the page number need be displayed as plain text.]


[Based on software limitations, text shall be converted according to the following priority unless otherwise stated herein: plain text, hidden text, image plus text, image zoning.]





C. Image Plus Text


[Content Reference type pages (e.g., T tables of Ccontents, List of Illustrations, List of Effective Pages, Illustrated Parts Breakdowns, and Indices) may be created as “image plus text.”  The text beneath the full-page image of Content Reference type pages shall be quality assured and available for searching.]





D. Text in Tables and Figures


All text in tables and figures outside a graphics frame, including table and figure numbers/titles, shall be plain text.  [If table and figure labels do not follow the orientation of the page they shall be entered as hidden text behind the image to enable searching and linking.]


[The TOCO will identify alphanumeric tables to be processed in an “image plus text” format.  Although the image must be visually accurate, the text must be searchable only to the extent of the OCR’s capability to recognize the text without manual intervention.  If a significant portion of the page automatically converts to plain text, and treatment of the table in an image plus text form provides little or no searchability of the text in the table, the table may be presented in raster format.]


Any questions regarding the conversion requirements for alphanumeric tables shall be addressed to the TOCO.





E. Boxed Text


Text within a box (e.g., tables and figures), unless otherwise noted herein, shall be visually accurate, plain text.


[When the text in a table touches the horizontal or vertical lines and the software recognizes the text as image only, the text shall be treated as part of that image and need not be searchable.]


[To the degree the software allows, lines around text shall join at the corners and intersect as in the original.]


[Text surrounded by multiple lines or boxes shall be visually accurate and searchable.]





F. Formatting


Formatting of each page in the IPDF file shall be visually accurate unless otherwise noted herein.  Formatting includes, but is not limited to, punctuation, character attributes (e.g., bold, italics, etc.), page sequence, and alignment.  [When software limitations prohibit accurate alignment of text that is left/right justified or in a tabular format, a one (1) character variance to the left or right will be permitted.]





III.	Indexing


	A. Linking of Non-embedded References


The electronic document shall be indexed (i.e., linked) from tables of contents, list of illustrations, list of figures, and alphabetical index (the alphabetical index is often found at the end of various types of TOs).


The frame around source links shall be invisible.


The frame around destination links shall be removed.


When accessed, each linked destination shall appear in a “fit-page” format providing a full view of the entire page.


Links shall be established:


-	From each chapter, section, paragraph number,* list of illustrations, list of tables, list of effective diagrams, index, and appendix in tables of contents to the corresponding chapter, section, paragraph, illustration, table, effective diagram, index, or appendix.


-	From each figure number* in a list of illustrations/figures to the corresponding figure. (In the case of multi-sheet figures, to the first sheet unless the sheet number* is specifically called out in the reference.)


-	From each table number* in a list of tables to the corresponding table. (In the case of a multi-page table, to the first page.)


-	From either the page numbers, paragraph numbers, or Subordinate Work Package numbers (in that priority)* in tables of contents, list of figures, and list of tables to the corresponding pages.


-	From the page numbers* in the alphabetical index to the corresponding pages.


-	From the TO number* on the cover page of the TO to the first page of the first table of contents.


-	From an IPB Numerical or Reference Designator Index figure and index number to the appropriate figure and index number in the Maintenance Parts List (MPL).





*	The term “number” (as in “paragraph number”) is not meant to imply that these identifying numbers must consist strictly of digits.  For example, “4-3.A” is a valid paragraph number.  Sections which are identified purely by a letter, such as appendices, shall also be recognized.  Both Arabic and Roman page numbers shall be linked, and Roman numerals shall be accepted for chapter numbers.





B. Linking of Embedded References


Any instance within the text of the document where the words “chapter,” “section,” “appendix,” “paragraph,” “figure,” or “table” appear, followed by the number of such an entity, shall be linked to the corresponding entity.


The following abbreviations shall be recognized:  fig, par, para, chap, sec, tbl.  These shall be recognized with or without a terminating period and regardless of capitalization.


References to multiple entities, such as “see figures 2-3 and 2-7,” shall link each reference number to the appropriate entity.


References to ranges, such as, “as described in paragraphs 2-3.1 through 2-3.4,” shall be linked only to the first reference.


Embedded links shall only be created for searchable text.








IV.  Delivery 


	A. Media


The original paper copy of the TO shall be delivered with the electronic file.


Electronic TO files shall be delivered via 4mm Digital Audio Tape (DAT), Compact Disk-Recordable (CD-R), or Compact Disk-Read Only Memory (CD-ROM) as defined by the TOCO.





	B. Format 


If delivery is made via 4mm DAT, the tape shall be formatted in a mutually agreed upon manner.


If delivery is made via CD, only single sessions shall be delivered.


A unique identification number shall appear on each DAT/CD and on each DAT/CD label.


An index.txt file shall accompany each DAT/CD identifying the TO number(s), Conversion Project Control (CPC) Management System reference number(s), and TO date(s).  The fields in the index.txt file shall be separated by commas.  Each record shall be separated by a carriage return.


A current, digital copy of the rule file used to generate links automatically shall be delivered with each IPDF TO.
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Dated 18 Oct 96








The following summarizes revisions made since the original TOCR, dated 19 Jun 96, was distributed.  








1.	I.  Visual Presentation, B.1.





	Added:  Bookmarks generated as a result of “page” links shall not appear in the bookmark outline.





2.	I.  Visual Presentation, B.2.





	Changed:  Bookmarks generated as a result of embedded links may appear in the bookmark outline.





3.	I.  Visual Presentation, B.8.





	Changed:  All section, chapter, and paragraph bookmark entries shall be sequenced according to tables of contents and grouped under a heading entitled “SECTIONS.”





4.	I.  Visual Presentation, B.9.





	Changed:  All figures shall be sequenced under “LOI” or simply “FIGURES” if an LOI does not appear in the TOC.





	Added:  Individual figure numbers or letters shall be preceded by the abbreviation “FIG” e.g., FIG 1.1 or FIG 2.2.  Given multiple figures with the same number, the figure number shall be followed by the section or chapter number, e.g., FIG 1 (CH4) or FIG 3 (SEC2).





5.	I.  Visual Presentation, B.10.





	Changed:  All tables shall be sequenced under “LOT” or simply “TABLES” if an LOT does not appear in the TOC.





	Added:  Individual table numbers or letters shall be preceded by the abbreviation “TAB” e.g., TAB 1.1 or TAB 2.-2.  Given multiple tables with the same number, the table number shall be followed by the section or chapter number, e.g., TAB 1 (CHI) or TAB 3 (SEC 2).





6.	I.  Visual Presentation, B.12.





	Deleted.  No more than three levels of indenture shall be used in bookmarks.





	Changed/Added:  Changes identified in bookmark hierarchy include following the sequence of the table of contents and indenture levels.  Additions were Safety Summary, Foldouts, and drop-downs. 





7.	I.  Visual Presentation, D.6.





	Added:  Blank aprons and large areas of white space on fold-outs shall be cropped.





8.	II.  Text, A.





	Changed:  Heading to read “Accuracy”.  Did read “Spelling Accuracy”.


	


9.	II.  Text, A.1.





	Added:  The Title Page, Tables of Contents, Alphabetical Index, Warnings, Cautions and Notes shall contain no spelling/case errors.





10.	II.  Text, A.2.





	Changed:  Abbreviations and acronyms shall contain no spelling/case errors.





11.	II.  Text, A.5.





	Deleted:  spelling





12.	II.  Text, B.1.





	Changed:  All text including titles, warnings, cautions, notes, figure and table numbers/titles, index numbers, and page numbers shall be searchable text.





13.	II.  Text, B.1.





	Changed:  All text including titles, warnings, cautions, notes, figure and table numbers/titles, index numbers, and page numbers shall be searchable text.





14.	II.  Text, B.2.





	Changed:  [Text that appears in the .PDF file as six point or less may be treated with “image zoning,” (i.e., marked as suspect).





	Added:  Image plus text shall be used if image zoning does not provide visual accuracy or if a significant portion of the page is six point or less.]





15.	II.  Text, B.3.





	Changed:  The TO number shall appear on each TO cover page and shall be 100% visually accurate, searchable text.





	Added:  In the absence of a TO number on the source cover page, the number shall be typed in the upper right-hand corner using 24 point, bold, san serif font.





16.	II.  Text, B.4.





	Deleted:  plain text





17.	II.  Text, B.5.





	Changed:  [If non-standard symbols cannot be recreated from a standard keyboard, the raster image of that symbol shall be displayed.]





18.	II.  Text, B.7.





	Added:  [Based on software limitations, text shall be converted according to the following priority unless otherwise stated herein:  plain text, hidden text, image plus text, image zoning.]





19.	II.  Text, D.1.





	Added:  All text in tables and figures outside a graphics frame, including table and figure numbers/titles, shall be plain text.





	Changed:  [If table and figure labels do not follow the orientation of the page they shall be entered as hidden text behind the image to enable searching and linking.]





20.	II.  Text, D.2.





	Added:  If a significant portion of the page automatically converts to plain text, and treatment of the table in an image plus text form provides little or no searchability of the text in the table, the table may be presented in raster format.





21.	II.  Text. E.4





	Added:  [Text surrounded by multiple lines or boxes shall be visually accurate and searchable.]





22.	II.  Text, F.





	Added:  Formatting of each page in the IPDF file shall be visually accurate unless otherwise noted herein.  Formatting includes, but is not limited to, punctuation, character attributes (e.g., bold, italics, etc.), page sequence, and alignment.  [When software limitations prohibit accurate alignment of text that is left/right justified or in a tabular format, a one (1) character variance to the left or right will be permitted.]





23.	III.  Indexing, A.3.





	Changed:  The frame around destination links shall be removed.





24.	III.  Indexing, A.5





	Changed:  (First indenture)  From each chapter, section, paragraph number,* list of illustrations, list of tables, list of effective diagrams, index, and appendix in tables of contents to the corresponding chapter, section, paragraph, illustration, table, effective diagram, index, or appendix.





	Changed:  (Fourth indenture)  From either the page numbers, paragraph numbers, or Subordinate Work Package numbers (in that priority)* in tables of contents, list of figures, and list of tables to the corresponding pages.





	Added:  (Sixth indenture)  From the TO number* on the cover page of the TO to the first page of the first table of contents.





	Deleted:  (Seventh indenture)  From an IPB Numerical or Reference Designator Index figure and index number to the appropriate figure and index number in the Maintenance Parts List (MPL).





25.	III.  B.





	Deleted:  (DAPS is relieved of the requirement to do embedded references.)





26.	IV.  Delivery, B.5.





	Deleted:  A current, digital copy of the Rich Text Format (RTF) file shall be delivered with each IPDF TO.
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