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1. Scope 
This document defines the file’s characteristics and specifies which PDF generator settings shall 
be used to create PDF documents.  

Its application is mandatory for all Geosciences entities and recommended across the entire 
E&P Branch. 

2. Reference documents 
The reference documents listed below form an integral part of this General Specification. Unless 
otherwise stipulated, the applicable version of these documents, including relevant appendices 
and supplements, is the latest revision published at the EFFECTIVE DATE of the CONTRACT. 

Standards 

Reference Title 

Not applicable  

 

Professional Documents 

Reference Title 

Not applicable  

 

Regulations 

Reference Title 

Not applicable  

 

Codes 

Reference Title 

Not applicable  

 

Other documents 

Reference Title 

Not applicable  
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Total General Specifications 

Reference Title 

Not applicable  

 

3. Quality of digitisation 
 

Document Size Type Resolution OCR** Distiller Profile  

Text A4/A3 Standard 200 to 300 dpi Yes Total_Standard quality 

Sheet, 

figure, 

map, 

log… 

A4/A3 
Standard 200 to 300 dpi 

Yes 
Total_Standard quality 

Technical* 300 dpi Total_Photo quality 

Larger 
than A3 

Standard 200 to 300 dpi 
No 

Total_Standard quality 

Technical* 300 dpi Total_Photo quality 
 

• Digitisation in greyscale for pages in B/W.  

• Digitisation in colour for colour pages only.  

• The document cover and back page are digitised in B/W or colour (if there are 
illustrations) if and when they contain any information. Digitise along with the information 
contained on the first page if it can be viewed through a window. Then digitise the first 
page.  

 
 * Documents with detailed technical illustrations (photos, seismic, log, map…) 

 ** OCR concerns documents written in the Latin alphabet. It is integrated as hidden text.  

4. File characteristics and structure 

4.1 Document structure/division  
• A single file per document; size limited to 50 MB. 

• Files larger than 50 MB can be divided into separate documents, while recognizing the 
document’s structure:  

- body text  

- tables 

- figures 

- plates 

- appendices 

- etc. 
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If after separation the files are still larger than 50 MB, they will be integrated into the 
internal database without being modified. 

Hyperlinks will enable navigation between the files.  

• Use the reference supplied by archives for naming the main document (master 
document), then use the same name with the extension 001, etc. for subsequent files.  

Example: for a report divided into 3 PDF files: 08PDF006-0124 (master document) then 08PDF006-0124-
001 for the second and 08PDF006-0124-002 for the third. 

4.2 Metadata 
• Use the archiving PDF #. to name the file.  

If the document is divided into several files = “PDF archiving #.” “-” “extension” 
Example:  10PDF003-1258.pdf (for the 1st file) 

 10PDF003-1258-001.pdf (for the second file) and so on. 

• Fill in the following metadata in the PDF properties in 
Description > Title:  
- Title of the document 
Description > Author: 
- Author of the document 
Description > Key words: 
- Name of the contractor or TOTAL entity that created the PDF 
- Name of the software used and which version.  

Example: PDF processed by IGEO/ARI/GI with Acrobat Distiller 9.3, or PDF processed by OCE with 
Acrobat Distiller 9.0. 

4.3 Display and navigation 

4.3.1 Opening the file, initial view  
The file shall open on the page containing the following elements: 

• Document title (1st page in general) 

• Footer (PDF archiving number). 

Only the first-level bookmarks are displayed when the file opens. 

When the file opens, the first page shall appear in full-page format (one page), in the centre of 
the screen (see § 5.2).  

4.3.2 Footer 
The footer shall appear on all pages. Footer = PDF archiving #. (See § 5.1). 

4.3.3 Hyperlinks 
Hyperlinks should open in a new window.   

If a document has been divided into several PDF, hyperlink navigation between the different 
files needs to be effective. 

Full document details: TOTAL GS EP GIN 103 2012

http://www.avadocuments.com/doc/total-gs-ep-gin-103-2012
http://www.avadocuments.com/doc/total-gs-ep-gin-103-2012


 

Exploration & Production  

General Specification Date : 01/2012 

GS EP GIN 103 Rev : 00 

 

This document is the property of Total. It must not be stored, reproduced or disclosed to others without written authorisation from the Company. 

Page 6/17 

4.3.4 Thumbnails  
The “Incorporate all thumbnails” option is mandatory and automatically implemented in the 
“Total_Standard quality” and “Total_Photo quality” profiles. 

4.3.5 Text direction 
All text must appear in the logical reading direction, i.e. from top to bottom. All pages that do not 
meet this criterion must be rotated.  

4.3.6 Bookmarks  
Bookmarks must be created to make the document legible, to simplify navigation and for the 
purpose of a full text search.  

They refer to points in the Table of Contents and/or the lists (figures, sheets, tables, etc.) of the 
original document.  

Only the first three levels must be used if they exist. However, when more that one bookmark 
resides on the same page, redundant third level bookmarks shall be skipped. 

Any list indicating a part of the document is considered as a Table of Contents (contents, list 
of…, Index, Chapters, Table of Contents, Summary, Headlines, etc.). 

If there are no table nor content nor list, only one bookmark bearing same name as the 
document needs to be created. For further details on the bookmarks’ expected structure, refer 
to § 5.3.  

5. Configuring the generated PDF  

5.1 Footer configuration 
• Font: Arial 

• Body: 8 

• Margin (Left): 10 

• Margin (Bottom): 6 

• Text in the footer on the left-hand side: PDF archiving #. (e.g. 10PDF003-0125) 
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