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Adobe Acrobat lets you create documents in Portable Document Format (PDF) from a variety of sources.
Acrobat PDFs are easy to distribute, aadhain faithful to the design and layout of the original.

Here are a few tips and tricks to help you provide more accessible PDF documents for your students and
others.
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Accessible Instructional Materials: PDF

PDF (Portable Document Format) is a popular and commady format for
the delivery of visually formatted documtm typically intended for printing.

PDF documents may be created in one of several ways, and may contain text,
images, and other kinds of common document objects. Depending on the
content and construction of a PDF, it may pose significant accessibiliigiis

to some users, including users of assistive technology.

Potential PDF Accessibility Barriers

Scanned PDF

A scanned PDF contains no tags, structure, or other information to provide content or context to AT
users. The scanned PDF presents a majasadaility barrier, and should not be distributed without
significant remediation.

UntaggedTextPDF

Untaggedext PDFs include content thatay beexposed to assistive technology, but that lacks
structure, semantics, or order. Untagged PDFs must be tagigeadthecked for content order before
distribution.

PDF with Images

PDFs may contain images that are intended to convey important information to users. These images
must be accompanied by a text alternative, so that users are able to determirputpese or function

of the image.

PDF with Tables

PDFs may contain tables that are intended to convey important tabular data to users. If the table does
not convey the relationship of header and data cells, or if the table is very complex, users maplee un
to determine the context of a given cell or data point.

PDF lacking a Page Title

PDFs should contain a Page Title in the Document Properties, which is exposed to assistive technology
when the document is opened. This information assists the usendenstand the purpose of the
document. If the Page Title is missing, the user may not understand the purpose of the document.

PDF with Forms

PDFs are often used to deliver forms for print or online completion. Form elements must be
appropriately labeledo convey their purpose to assistive technology. If form elements are unlabeled or
improperly labeled, users may be unable to determine the purpose of the form elements.

PDF with Embedded Multimedia
Embedded multimedia is likely to lack captions, keybaaerable players, and screen reader support.
Multimedia embedded in PDF should be avoided altogether.



Start with Accessible Source Documents

The Portable Document Format is a destination form for documents created in a variety of source

applications. Imany cases, documents are created in Microsoft Word, PowerPoint, Adobe InDesign,
and other authoring applications. These documents may carry accessibility features with them when

they are exported to PDF.

Repurposed documents
PDFs come from a variety surces, and not all will include accessibility features that carry forward

after conversion. Also, documents that have been scanned or otherwise converted from one document

format to PDF may require more remediation. In some cases, it may be best to tettire source
document to add or improve features.

Make Sure PDF is the right format
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other interactive documents may require a higher level of developrtiere and effort. You might
consider distributing your document in a different format altogeth@ommon alternatives to PDF
include Word and HTML

PDF Accessibility Tasks

Create PDFs from accessible source documents

Run the Acrobat Accessibility Checkesimilar assessment tool
Check to see whether the document is scanned

Check whether and how the document is tagged

Check navigation, bookmarks, tab order, page order

Check and address alternative text

Check document properties: security, language, title

Check tables, forms, media and other embedded objects
Check for unwanted content and create artifacts

Touch Up Reading Order (TURO)
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Key PDF Accessibility Factors

1 Machinereadable text: NOT imagenly

Logical reading order

Semantic and structural tagsicluding artifacts
Navigability: appropriately nested headings, bookmarks
Keyboard operable: no mouse required

ALT text for images

Sufficient color contrast
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Document properties and security
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Acrobat Accessibility Tools

Acrobat Accessibility Checker

Acrobat's accessibility checker checks up to 32 accessibility factors in you
document. You can select options in four categories and view the resulting
report.

Note: The first time you use Acrobat Pro's Accessibility tools, you may nee
issue the comrand through the Tools menu (ViédwToolsy Accessibility).
Now, the Accessibility tools are available in the Tools pane.
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results will appear in an Accessibility Checker panel for review.

Accessibility

Add -

Some accessibility issues can be remediated using the Make Accessible
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Wizard, and some can be addressed via Reading Order, Add Tags, and other tools. The most effective

way to remediate an inaccessible PDF is to make changes in the sourceathbevhere possible.
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Converting ImageOnly Documents to Text

Documents that have been scanned to PDF, printed to PDF, or generated through sorpauttyifdDF
makers may render as imagaly files. These documents have no machine readable text, flytaoflat
representation of the text and other content from the original document. These documents are not
searchable, they cannot be edited, the text cannot be extracted for citations or other purposes, and they
cannot be read by assistive technologylsas screen readers.

To make such documents more usable, you can perform Optical Character Recognition (OCR) on your
document. Either the Enhance Scans toolset or the Edit PDF toolset can work for this purpose. In this
tutorial, we will use the Enhance $satoolset.

Enhance Scans

The Enhance Scans toolset lets you select a text output option, along with a few other features. The
Enhance Scans toolset is located in the Acrobat Tool Center. To use the Enhance Scans/Recognize Text
tool:

1. Open theEnhance Scans toolset
2. Apply any settings, including pages, language, output, and resolution
3. Press OK to run the OCR process

Recognae Tet heg—.

2ages

TRAJECTORIES FOR e

DIGITAL TECHNOLOGY dhiicon
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Semnge

By Waicoim Brows Docurnent Langusge | Englah (US) -

(RPN (ttabie Tovt wod boages R
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Enhance Scans

= Cancel
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addition, the quality of t&t from this process may vary widely, depending on the quality of the original
document. Be prepared to work with other aspects of the document, including tags and reading order.
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Adding Tags to an Untagged Document

Tags add structure and semantic meanto elements in your PDF, which means that users of assistive
technology can more easily determine what an element does, what it means, and how it might relate to
the rest of your document. Headings, paragraph markers, figure and image designationstists

and artifacts are all examples of tags.

First, you need to determine whether your document
is already tagged. This information is found in the Fil
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If the document is not tagged, you can add tags.

Add Tags
1 {St
1T { St
1T {St
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it Window _Help

e Rotate View

Page Navigation
A

Page Display
Zoom

Tools

Show/Hide

EP rracker.

Read Out Loud

Compare Documents.
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select Add Tags to Document
Usethe Make Accessible Wizard to
add tags

Navigation Panes UY Articles
Tools Pane Shift+F4 @ Attachments
Toolbar Items [ Bookmarks
Page Controls A content
Menu Bar 9 Destinations
G Layers
Button Labels B
T Model Tree
Rulers & Grids = -
2 Order
Cursor Coordinates
[ Page Thumbnails
A g signatures
1 O -
n Show Navigation Pane F4
Reset Panes

Check your Tags panel
This method places tags in your document, but you still may need to check your tags manually to make
sure your document is properly structured.
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Document Properties

Description | Security | Fonts | Initial View | Custom | Advanced

Description

File International-Space-Station

Title: ||ssnvw.pdf

Author: [Unknewn

Subject: |

Keywords:

Created: Additional Metadata...

Modified:

Application:  Microsoft Word

Advanced
PDF Producer:  Acrobat PDFWiiter 3.02 for Windows
PDF Version: 1.2 (Acrobat 3x)
Location: - LAIl Staff\Web and IT Accessibility\Training Sandbox\Accessib..\Accessible-Docs-2017\
File Size:  384.02 KB (334,157 Bytes)
i l1.00 in Number of Pages: 6
Fast Web View: No

oK [ cancel

Create Tags Root

Add Tags to Document
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Setting Reading Order

A logical and accurateading order is vital for the accessibility of your PDF. Even if your document is

text-based and tagged, you still may need to adjust the reading order to ensure that the document is

screen and machinBlB | R 6t S® | 2dz Ol y dza S { KiSmaetttalmbiour L] wSI| RA
document and correct any issues with reading order.

The accompanying screen shots illustrate
what a document might look like after OCR I T
and tagging. Note that the page order runs : m‘“ : [ -~ " l
across columns, into sidebars, and splits =T e ery— | e
unpredictably in ways that obscure the text R cE Ctmtons.) [towtons.] [ poe ]
2NRSN) by R NBEREOACAGEE | == Epe
lets you manually correct reading order it [ Bnckgouna \
issues by selecting and retagging blocks of | it et .
content. b == ": e I
here Jive el fond Jup, B © Page content order nfuly
The Reading Order tool is located in the SToim " s . [
Accessibility tools pane. ‘”x; E i
six digital technology trajectorics. _dashboands to
Touch U Reading Order e e
T {S$tS500 awSlIRAYI hliterome v oo =]
Accessibility tools pane
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t y St ¢ 0dzi U 2 }/ is headed, but we cannot L0 L€ MoObile
say—or we reirain from [(1210ULING
guessing—whercit will end. _1‘4_:’“1t on of

1 If you want to start fresh with your | [t Eiesiecm

an admission that we can- =1
not foresce the wnantici- 1 19]Tandscape.
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. tic way of facingthe future. &:I—,_‘C =
element you wish to update, and Bl sy el e
. The latter asserts that this -
select the button that describe that | | s we e e w,

whereas a trajectory shows
where we mght end up.
element n terms of teaching
and leaning, 1 would like
1o suggest three character-

' You can also right click on an order | lue i s e .
number and select a tag from the T | eeee— |

rowing capabilitics and willingness  ing progress «

0 use digital resources 1o arcate custom __gic goals. Equ Help Close
context menu [ e Tor T g soe-— e e : )|

o0 | 1 v

= |-

Tl=

V) Show page content groups |
© Page content order
2 Structure types

7] Show table cells | ]

[7] Display like elements in a single block

' e o O
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Manage Reading Order in Navigation Pane

Although your PDF document may look fine, the background data may not accurately reflect the logical
reading order of the document. The Navigation Pane, and particularly the Tags panel and the Order
panel, let you manage tags, reading order, and bookmtargovide a reliable reading order for all

users, including users of assistive technology.

Change reading order using the Order panel
1 Inthe navigation panel, activate the Order pane; a reading order overlay appears on the
document
9 Drag and drop items ithe Order pane until the document overlay reflects your intended
reading order.
1 In the screen shots below, note that the items in the Order panel reflect the visual page order.
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Add Headings and Other Tags

As with other document formats, you can
greatly improve navigation and access in
PDF by providing a logical reading order
and robust semantic structure. Screen
reader users are able to traverse a
document effectively using headings;
other users may benefit from Bookmarks
navigation.

If you created your PDF from a well

developed source document, you should
already have a robust heading structure ir
place. With the Reading Order panel, you

ument

B & EQ ® e g

Draiw a rectangle aroun
cne of the buttons below:

round the content then cick

e

Table

Heading3 | | Headings |

Background

7] Show page content groups

© Page content order

ypes
7| Show table cells

Display

Show tables and figures

in 2 sngie block

| ClearPage Structuse...

Show Order Pane!

Help

Close

can takeadvantage of up to six heading
levels, and other tags

e Tenartte was the zcle captzal of the Canary isfands.In 15278
< Thetrrg

fargosT ciy of the Canary iands & La L on Tonerife

The Reading Order panel lets you view

@2dzNJ R20dzySyiQa NBIFIRAY3I 2NRSNE |yR dzLRFGS GF 33
of your documentYou can also create artifacts to hide uamwed content from assistive technologies.

After you have established the general reading order for your document, consider reviewing the
document and adding structural tags where appropriate.

T2

Artifacts

For elements that you want to exclude from the realin 2 NRSNE aSf SOG &. F O1 ANRdzy R
Artifact.! NI A FF OGa FNB StSySyida 0GKFG NS NBY2OSR FNRY |
backgroundwhere they are not exposed to assistive technologies. Artifacts are particularly useful in the
remedidion process, as you can use them to hide indicia like page numbers, gutter shadows, decorative
images, and other superfluous remnants of the original document.
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Generating Bookmarks from Page Structure

One benefit of a welstructured document ishat readers can quickly locate specific information by
a0FyyAy3 (GKS R20dzySyidQa G2LIAO KSI RAydwetbdefinedSNBR 2 F |
document outlines, as are people who prefer to scan a table of contents or landmark list kéydirid

the content they want.

Your bookmark structure is directly influenced by the markup choices you make when you add headings
using the Touch Up Reading Order tool.

Generate Bookmarks from a selection x
To generate a bookmark from a eetion:

The Next Generation Learning
[ tt System (LMS)

1 Open he Bookmarks navigation pane
1 Select (highlight) the text you want the

bookmark to point to ;
i1 Select the Add Bookmark tool in the :
navigation pane (Ctrl+B) )
1 Enter the name of the Bookmark .

1 Repeat the process until you have
created the bookmarks you want

GenerateBookmarks from Structure
If your document structure is consistent and robust, you may want to create a group of bookmarks all at
once. To generatbookmarksfrom structural elements:

1 Open the Bookmarks navigation pane
T LY GKS ahLIliAz2ya&2Yyadd aa FINRQU { diNSIZO (.dzNSB €
1 Select the element from which you want to create bookmarks
1 Label your Bookmark set as desired
Bookmarks X
Structure Elements
‘ B Wb B
[D Bookmarks X
Structure v [] PageBookmarks
0 2 ETE——
New Bookmark Document - L_' D O h d
; = Device Ownership an
@ New Bookmarks from Structure... E?Ufe Mobile-First
D [z The Textbook and Open
H3 ;OER? -
H4 [ Adaptive Learning
v Highlight Current Bookmark HyphenSpan Technology
— - - [ Learning Spaces
E? The Next Generation
v Wrap Long Bookmarks Select All Clear All Learning Management
Text Size J System (LMS)
T l;_‘- Learning Analytics and
J— Integrated Planning and
Advising Services (IPAS)
E:‘E Conclusion: Swirl
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Provide Alternative Text for Figures and Images

As with other document formats, PDF permits the use of alternative texttgxt)Twith embedded
images and figures. Photographs, illustrations, charts and graphs, logos, and diagrams are a few
examples of embedded images that rely on ALT text to convey their meaning to assistive technology.

To edit or add ALT text in Acrobat, yoeed to select the image (digure) for which you want to
provide the text.

Add ALT texfrom the tags tree [ D
o Q © [ © 2

1 Reveal the tags navigation pane
(ViewA Show/Hid&y Navigation
Paneg\, Tags)

1 Inthe Tags pane, locate the Figure tag e U@l
for which you want taprovide ALT text | . ol o [

1 Right click on the Figure elementand | & 5 oo
select properties sopeem, | =

§ Enter your ALT text for this element | o oot D

{ Pro tip: when the Touch Up Reading g
Order panel is active, you can right click o et
on Figures and add ALT text

ags X Object Properties . [x]
E-@

:ETags

o5 <Sect> -
o <HI> Type: Figure v
o §f <H2>
o <P> Title: |
n\ji!rig'” '
oA <Py NewTag- Actual Text: |
of <P
P Delete Tag
o4 <Fig
o4 <P
o <Fig
o] <P
o4 <H2
o9 <P Copy Contents to Clipboard ID:
o] <P
o4 <Fig dit Class Map ) -

Language:
o4 <P>  Edit Role Map wanguag

o <H2
o] <> Tag
o <P>
o 4] <P

G4 <Fig ¥ Highlight Content

o <HZ Properties.
o <P Close

o [ <Table>
o4 <H2>

Content| Tag Color

n Selectio Alternate Text:

I Edit Tag... ] l Edit Attribute Objects... l I Edit Attribute Classes... ]
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Document Properties

PDF documentsiclude several properties that can help users remain oriented as they open and move
through them.

Title: TheTitle property is announced to the user when the document is opened. A relevant and
meaningfulTitle property lets the user know which document Hasen opened. Th&itle property is
exposed to the user when ttghow2 LJG A 2y NBIF Ra Ga520dzySyid ¢AdGf SE Ay ¢k

Language: Defining the human language of a document lets screen readers provide correct
pronunciation and inflection when renderitmuman languages. This property is especially important for
documents that use multiple languag@$e language property can be set in multiple places in Acrobat,
including theAdvancedab in Document Properties.
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Use the Make Accessible Wizard

The Make Accessible Wizard is one of the Action Wizards available in Acrobat
DC. The "Make Accessible Wizard" guides you through a series of actions that
can mitigate the barriers found in some PDF documents, including many that are
addressed elsewhere in thigtorial. The Wizard is a good place to start
remediating an existing PDF, but you will probably still need to modify some tags
manually to normalize the structure of your document.

The Make Accessible Wizard provides an automated means of adding tags and
other accessibility features to your document. For best results, you should
review the tags, title, and other information to make sure it meets the needs of
your document and your users. Note also that the Make Accessible Wizard will
overwrite any accedsility features you may have previously included in your
document.

To run the Make Accessible Wizard
9 From the Tools pane, select the Action Wizard
f LY GKS ' OQlAzya tAatxr asStSOid aal S
1 For each step in the Make Accessible Wizard, provide apptepria

information
1 Review the information and proceed with further remediation as
necessary
ACTIONS LIST
Make Accessible
Archive Documents

Publish Sensitive Inform

. . ¥| Optimize for Web and M
Action Wizard ' -

Optimize Scanned Docu

Prepare for Distribution
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