Acrobat DC Accessibility

TEMm

files from almost any source.

Start with an Accessible Document

Accessibility starts with accessibility in mind. PDF files are created in
a variety of ways, but typically in applications that have PDF exporting
capabilities. Accessibility should begin in these applications with their
native document formats. For example, a Microsoft Word document
should be made accessible before being converting to PDF document.
Accessibility enhancements like adding alternative text, defining
structural headings, adding table headers, and having document
titles are available to do in Word and can be transfer to converted
PDF files.

Native files that are accessible require less repetitive work in Acrobat.
For example, if a published document needed to be revised, the
accessible native format would have the accessible enhancements
already saved from the last edit. No duplicated accessibility tasks
would need to be performed. Also, sometimes certain elements of a
document must be implemented in the native format, like the use of
sufficient contrast of colors on text color from background.

If native documents are not available, the PDF can still be made fully
accessible by using the Acrobat’s accessibility tools. Acrobat provides
the “Make Accessible” action wizard, the “Touch Up Reading Order”
tool and the accessibility checker to help with accessibility.

Getting Started with Acrobat DC

Acrobat DC features new accessibility enhancements and a
complete set of tools to create and optimize accessible PDF
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By default, Acrobat DC will not have the “Accessibility” or the “Action Wizard” tools displayed with the rest of
the tools on the right-side Tools Pane. Add shortcuts to these tools from the tools center:

1. Goto “Tools”.

2. Click the “Add” button under the “Accessibility” icon (Located under “Protect & Standardize”).

3. Click the “Add” button under the “Action Wizard” icon (Located under “Customize”).

The Accessibility and Action Wizard tools will be added to the right-side tools pane.

> NOTE: Adding the “Accessibility” and the “Action Wizard” shortcuts will only need to be done one time.
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Accessibility Tools

The accessibility tools in Acrobat DC are organized different from the previous Acrobat versions. However, most
tools will be easy to find. Here is an overview of the accessibility tools in Acrobat DC:

e Autotag Document — adds tags to the PDF when the document
was not properly converted to a PDF.

Autotag Document

e Autotag Form Fields — detects form fields and tags them. Autotag Form Fields

e Reading Options — Allows the document to be read like a screen

reader. Reading Options

e Full Check — opens the Full Check setting to start the full
accessibility check.

Full Check

e Accessibility Report — Opens a detailed report and hints for
repair from the latest full check’s results.

Accessibility Report

¢ Identify Form Fields — recognizes descriptive labels for form Identify Form Fields

fields.

. . Set Alternate Text
e Set Alternative Text — detects all figures in the document and

their associated alternative text. _
Setup Assistant
e Setup Assistance — Setups how Acrobat show documents and

interacts with assistive technologies.

Reading Order
e Reading Order — Opens the “Touch Up Reading Order” tool and
outlines page elements by reading order

Exporting from Microsoft Word

There are many ways to convert your WORD document into a PDF, but the recommended way is using the
“Make Accessible” feature found in the “ACROBAT” ribbon. This method will tag PDF documents correctly and
guide you through steps to make a PDF accessible. Save your WORD document first before proceeding.

Go the “ACROBAT” tab.

Picture Tool

Click on “Create PDF and Run Action”.

View Developer ACROBAT Format

1
2
3. Click “Make Accessible”.
4
5

L o
Name your file. Save as type will be “PDF files”. LS ﬁ
Create PDF and
Click “Save”. )

Run Action =

Make Accessible
File name:  Acrobat lﬂ«ccessibility\ - = Archive Documents = I .
e IPDF — h v] Publish Sensitive Infformation ! n——
View Result F [ Restrict Editing % Optimize for Web and Mobile ) . \
[ [ Options l [ Save ] [ e ] %2 Optimize Scanned Documents

The document coverts to PDF and opens in Acrobat ready to start the “Make Accessible” action wizard.
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The “Make Accessible” Action Wizard

The action wizard will guide you through the steps to make a PDF accessible. This wizard will look for common
accessibility elements that need further accessibility improvements. Click on the “Action Wizard” from the Tools
Pane and select “Make Accessible” if you did not run the wizard from WORD. The right-size pane changes with
the outlined steps once the wizard has been activated.

— Make Accessible

NOTE: This wizard will not work on dynamic forms.
Files to be processed:

1. Start - Click on the “Start” button. The start button will T testde.pdf
uide you through all the action wizard’s steps.
& y & P I}, Add Files...

2. Title - Uncheck the “Leave As Is” checkmark to edit the title,
if necessary. Click “OK".

3. Text - Click “OK”. Leave General Settings as default.

4. Fields - “No, Skip this Step” or “Yes, Detect Form Fields” to have the Wizard tag form fields it recognizes

on the document. Recognize Text - General Settings ﬁ
Description P @
' ; B -
Title: [Acrobat DC Accessibility Output ’SearchableImage -]

| Leave Asls

N - (b le T 500 dpi -
Uncheck to edit Title ownsamaleTo 600 i ]
I Subject: | oK J [ Cancel ]

Leave Ass | — —
s i ;
Adobe Acrobat [
Author: |'~“-"eb Services . ’ ¥ e W . 4
i
Leave AsIs @B Is this document intended to be used as a fillable form? If so, choose yes to

I'-\_____,-'I detect form fields.

Keywords: |

Leave Asls

I [ Yes, Detect Form Fields ] l Na, Skip this Step ] [ Cancel l
l h OK ]’ Cancel l ) L

l Set Reading Language ﬂ I
5. Language — Click “OK”. Leave “English as default.
B2 ¢

> NOTE: If the document is another language, choose the correct
language from the drop-down.

ok || Cancel |

[ 4

6. Images - Click “OK”. Acrobat will detect images with missing alternative text.

Adobe Acrobat ’ P p— p— *

S5

\ Acrobat will detect all figures in this docurnent and display any figures with
W' missing alternate text,

[ Do not show this message again

[ oxh_]l Cancel
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7. If there are no images, the wizard will let you know in a window message. Click “OK".

Adcobe Acrobat

0' There are no figures with missing alternate text,
k.~ 4

[7] Do not show this message again 7

If images are detected, the “Set Alternate Text” window will appear. Enter alternate text for informative
images, or check the “Decorative Figure” checkbox if the figure is only decorative.
Click “Save & Close”.

e

Set Alternate Text

Click to navigate

to all detected
Imagel of 7 images

Alternate text: | Decorative figure

Check if image is
solely decorative

Save & Close ]’ Cai&el I

Click to close window
and save alt text

8. Accessibility Checker — Click “Start Checking”.

Repert Options

Create accessibility report Folder: C:\Users\tponti\Decuments

[] Attach report to docurment

Page Range
@ All pages in document () Pages from |1 to |1

Checking Options (31 of 32 in all categories)

Category: ’Document -

[¥] Accessibility permission flag is set

Document is not image-only PDF

[¥] Documnent is tagged PDF

Document structure provides a logical reading order
[¥] Text language is specified

Document title is showing in title bar

Bookmarks are present in large decuments

Document has appropriate color contrast

’ Select All ] ’ Clear All

Show this dialog when the Checker starts

[ Start Checking l ’ Cancel

Page 4 of 13



TEh

Accessibility Checker Options

From the Accessibility Checker Options dialog box, it is possible to select what accessibility issues to scan for.
Set the Full Check options to match the screen shots below. The options can be set only once and saved as

default.

Document: Accessibility permission flag is set,
Document is not image-only PDF, Document is
tagged PDF, Text language is specified, Document
title is showing in title bar.

Categony: [ Document

Accessibility permission flag is set

Document is net image-only POF
Document is tagged PDF

[ Dacument structure provides a logical reading order
[¥] Text language is specified

Document title is showing in title bar

[] Bookmarks are present in large documents

[ Dacument has appropriate coler contrast

Page content: All page content and multimedia is
tagged, Tab order is consistent with structure
order, Reliable character encoding is provided, no
inaccessible scripts and repetitive links.

Category: ’ Page content

[/] All page content is tagged

[ All annotations are tagged

[/] Tab order is consistent with structure order
Reliable character enceding is provided
[/] All multimedia objects are tagged

[ Page will not cause screen flicker

Mo inaccessible scripts

Mavigation links are not repetitive

["] Page does not require timed responses

Forms, Tables and Lists: All form fields are tagged
and have description; TR must be a child of Table,
THead, TBody or TFoot; TH and TD must be
children of TR; Tables must have headers, LI must
be a child of L.

Category: P?@nrms, Tables and Lists

[¥] All form fields are tagged

[¥] All form fields have description

[] TR must be a child of Table, THead, TBody, or TFoot
[¥] TH and TD must be children of TR

[V] Tables must have headers

[ Tables must contain the same number of columns in
[ Tables must have a summary

LI must be a child of L

[ Lbl and LBody must be children of LI

Select Al ] [ Clear Al

Alternate Text and Headings: Figures require
alternate text, Elements require alternate text,
and Appropriate heading nesting.

Category: [Alternate Text and Headings

Figures require alternate text

[] Alternate text that will never be read

[T] Alternate text must be associated with some content
[] Alternate text should net hide annotation

Elements require alternate text

[¥] Appropriate heading nesting
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Full Check

The “Full Check” is used to scan the entire document and perform a thorough check for many characteristics of
accessible PDFs, such as the use of alternative text on images, the presence of tags, document language, and
fonts that can be mapped reliably to Unicode text.

1. Click “Accessibility” from the Tools Pane. The Accessibility tools open.
2. Click “Full Check”. The Accessibility Checker window opens in a separate window.

3. Click “Start Checking”.

& Autotag Document [7] Attach report to document
Page Range
1= Enhance Scans OAEEEEEED Opsgestom [ 0 [
..... Reading Options Checking Options (31 of 32 in all cstegories)

Protect Category: | Document
O o @ Ful Checko |

: [¥] Accessibility permission flag is set
Fill & Slgn : @ Accessibi“t}r Report [¥] Document is not image-only PDF
: [¥] Document is tagged PDF
@ Prepa re Form : E;:‘ IdEﬂti“’}‘ Form Fields [¥| Document structure provides a logical reading order
"
™ [¥] Text language is specified I/‘\’
L] [oa)
Send for Signa‘[u re n Set Alternate Text [#] Document title is showing in title bar
L ]
- ) Bookmarks are present in large documents
. + .
7 Setup Assistant
L] V| D t h it I trast
- Send & Track . \ ocument has appropriate color contra
| ]
: E} Reading Ord
» = eading Lirder
Compare Files o
-
.' Shuwth\sdlalug when the Checker starts
g g +
-
o Accessibility + e uun® 3 [ Coneel

The results will appear on the left-side “Accessibility Checker” pane, and will classify the accessibility
checkpoints into the following:

@ Accessibility Checker > &
° Passed — meets accessibility standards.
N E- % I .
. Failed — does not pass accessibility check.

@ B Document (2 issues) ] .
. = Skipped — check was set not to be checked.

D {§) Logical Reading Order - Needs manual check =
e ¥ Manual check needed — Acrobat’s checker does

not have the ability to perform this check. Manual
verification is needed.

s Primary language - Passed
g Title - Passed
B Alternate Text (2 issues)

e The '’ Failed checkpoints will be the issues that
EHEY Mested alternate text - Failed will need to be fixed.
Element 1
=] Tables

g THand TD - Passed
i, Summary - Skipped
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Touch Up Reading Order Tool D
»

The Touch Up Reading Order tool provides the easiest way to fix basic
reading order and tagging issues. Click on “Reading Order” under C§ Autotag Form Fields
Accessibility from the Tools menu to activate it.

Tools > Accessibility > Reading Order
@ Full Check
When the Touch Up Reading Order tool is activated, this tool will
show up as a dialog window with many buttons. Also, the content on @ Accessibility Report
the PDF document will be in rectangles (regions) showing the reading
order and tag type of page content. Use this tool to: I:_\:-‘
B

e Hide decorative or redundant images from screen reader users.
To do so, select the image, then click the “background” button.

e Add or edit alt text for images. \ Setup Assistant

To do so, right click on an image, then select “Edit alt text”. Lem -

. . IS
e Rearrange read order if needed. To do so, click “Show order Reading O "—'E',
panel”, then drag items to their appropriate location. - ™

|Tn:|uch Up Reading Order

e If the page includes data tables, right click on the table, then click
the “Table Editor” to apply table headers to the table.

Some the most commonly used tag types used are:

e Text— Regular paragraph text. Draw a rectangle around the content then click

f the butt below:
e Heading 1, Heading 2, etc. — Heading tags used one ot the Britons Below l%]

to add structure to the document.

. ) . Text Figure
e Figure — for images and other visual elements.
e Table —to properly tag a table with table Form Field Figure/Caption
headers.

e Background — removes Heading 1 Heading 4 Table
Heading 2 Heading 5 Cell
Heading 3 Heading & Formula

Background
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To Tag a Region:

With the Touch Up Reading Order tool active:

1.

Place the cursor on the area of the document to start the region (e.g. top left).

2. Click, drag, and then release to draw a rectangle around the content to select it.

3. Click on one of the buttons on the Touch Up Reading Order tool to tag that region.

Change the Tag for a Region
If a page element is not tagged incorrectly, change the tag type for the highlighted region.

4. Click on the number or tag type of a region to select a region. Hover over the number or tag type and
the cursor turns to an open hand, click on it and the region is selected and the open hand turns to a

closed hand. 3]

i Campus List
As of March 8, -
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* Dyslexia training

® Other ® Seaff training

Response to intervention training * Section ?

’

1
L}
1
)
A

L]
*

[ N}
punt®
o*

0. *

* 'l RE 7. CATEGORIES OF SURVEY COMMENTS FOR CORRECTIVE ACTION THREE

- OVERALLN =1,272. DUE TO ROUNDINS, RESULTS MAY NOTTOTAL 100%.

US GROUPS

oximately 599 open-ended comments from the focus groups related to Corrective Actionad
reviewed for content by staff in the Division of Special Education at TEA. Of these, 426 (71%) vgg«
or support for the draft plan. The remaining comments were not specific suggestions for Corrare:

Suggestions included staff training (26%), dyslexia training (14%), Response to intervention trd S¢
504 training (3%). The remaining 47% were other suggestions or support related to Correctiverigl

shows the distribution across categones for comments coded from the focus
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Click the button for the tag type the highlighted region should be.

: e Touch Up Reading Order

Draw a rectangle around the content then click @

one of the buttons b:

‘-

-
¢ e Text
L4

L4

4

A )

-

Form Field
Heading 1 Heading 4
Heading 2 Heading 5
Heading 3 Heading 6
‘>

~
~ - EaJ’.g(OJf.’.i

Table Editor

[ Show page content groups
(O Page content order
(® Structure types
Show table cells

;'ow---.._.

~

Figure %
-
" s
Figure/Caption N
Table
Cell

Formula L4

‘O
-

N
- -
" Eem--"

Display like elements in a single block

[] Show tables and figures

Clear Page Structure...

Help

Show Order Panel

Close

I
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Fixing Accessibility Fails

To fix a failed check after running Full Check, right-click on the failed item in the Accessibility Checker panel and
choose “Fix”. Acrobat either fixes the item automatically, or displays a dialog box prompting you to fix the item
manually. The “Fix” option is available on some errors, but not all errors. The Options menu also displays:

e Skip Rule — Deselects this option in the Accessibility Checker Options Fix I
dialog box for future checks of this document, and changes the item .
status to Skipped. Skip Rule
e Explain — Opens the online Help for more information. Explain
e Check Aga.m‘— Runs the checlfer again on all items. Choose this option et
after modifying one or more items.
e Show Report — Displays a report with links to tips on how to repair failed SlenliEein
checks. Options
e Options — Opens the Accessibility Checker to select which checks points
are performed.
Tagged PDF
All documents need to be properly tagged to specify the correct reading order and document structure.
1. Right-click on “Tagged PDF — Failed” from the « Accessibility permission flag - Passed
Accessibility Checker panel. e i
2. Click “Fix” from the Options menu. < P
Acrobat automatically adds tags to the PDF.
Title

Titles must be clear, concise, but descriptive enough to know what the document is about. Titles help content to
get indexed by search engines and allow screen readers not to open and read the entire documents to interpret
page content.

Right-click on “Title — Failed” from the
Accessibility Checker panel.

Click “Fix” from the Options menu.
A dialog window opens.

Uncheck the “Leave As Is” checkbox
under the “Title”field.

Enter the title in the Title text box field.

Use the same context as in the main
headline of the document.

Click “OK” to close the dialog box.

T ————
qg¢ ACCESEIDNITY PErMISEIon Tlac

Description

b

4 Image-only PDF - Passed
4 Tagged PDF - Passed

7] Logical Reading Order - Ne

4 Primary language - Pasn
(&) Title - Fail E

4 Bookmal Fix _

) Color co Skip Rule
Page Conte X
Explain
Forms
Check Again
Alternate T
Show Report
Tables (1
B Options
Lists

Headings (1 issue)

I 2

Title: |nt,r Pilot Cycle Program-Specific Instructions

Leave Asls

Subject: |

Leave Asls

Author: |Da»\.-5c:n_. Doug

Leave A5 Iz

[
by

A

| [ cancel |

Keywords: |

Leave Asls

[ ok
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Language
Setting the document language in a PDF enables screen readers to read in the correct language. This check
determines whether the primary text language for the PDF is specified.

1. Right-click on “Primary Language — Failed” from the @ Logical Reading Order - N
Accessibility Checker panel. () Primary language - Failed
Title - Failed Eix
2. Click “Fix” from the Options menu. © Tite- i
4 Bookmarks - Passed Skip Rule
The Reading Language dialog window opens. a@ Color contrast - Needs1 ¢, \..
“« ek _ i Set Readiryg L ﬂ
3. Select “English” from the drop-down list. Set )\anguage Check Again
4. Click “OK” to close the dialog box. Language: Show Report
NOTE: If the document is another language, choose the correct = e Options
language from the drop-down. | l

Bookmarks
The check fails when documents have over 20 pages and without bookmarks that parallel the document structure.

1. Right-click on “Bookmarks — Failed” from the Accessibility Checker panel.

2. Click “Fix” from the Options menu.
The Structure Elements dialog window opens.

3. Select the heading (H1, H2, H3, etc.) structure menu. The document needs headings before this step can
be performed.

4. Click “OK”.
The document’s headings will become bookmarks for the document.

@ L] . | | ndicator. @ PP %
m % Structure Elements =]
) Color coni Ne¢ Fix . [ ] El- <
u - Strscture D D Q’ e
Page Content Skip RUIE Caption 2 @ =[Q structure Bookmarks
EdesCharSpen
Forms EXFJ'EIIH - @ P Appendix K - Data
+ - * +D Sources
= Alternate Text . Hyphenipan [P 1. Assessments Used in
& Qheck Ptgalh L’ 2 Accountability .
LBedy - = N
= Tables [P 2. TSDS PEIMS Recard
=] Show Report e (onm Lt Types Used in
- . S . A ntabilit
Lists Options . HccouT\ ability
— w' G&_ | —r——— P 3. Student Groups
] b o . Used in Accountabilit
= Headinas TH in Accountability

If your document only has a table or don’t have headings, add a manual bookmark.

1. Go tothe “Bookmark” pane.

@ , Bookmarks p 4

2. Click on “New Bookmark Ny E- I =

@ n

3. Enter the document title as the new bookmark.
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Tab Order

Because tabs are often used to navigate a PDF, it's necessary that the tab order parallels the document

structure.

1. Right-click on “Tab Order — Failed” from the Accessibility
Checker panel.

2. Click “Fix” from the Options menu.

The tab order is set to parallel the document’s structure.

Alternative Text

g Character enco
s Tagged multirg
ag# Screen flicker -
ag# Scripts - Passec

Skip Rule

Explain

Make sure that images in the document have alternate text or are marked as decorative.

3. Right-click on “Figures alternate text — Failed” from the Accessibility Checker panel.

4. Click “Fix” from the Options menu.

The Set Alternate Text dialog window opens.

5. Add alternate text in the designated field of the Set Alternate Text dialog window or check the

“Decorative figure” checkbox.

6. Click the arrow to move to next figures with missing alternate text.

7. Click “Save & Close” to apply changes.

= Alternate Text (1 ue]j
= @ Figures alternate text - Failed -
Set Alternate Text

Figure 1 Eix
Figure 2 Skip Rule
Figure 3 Explain

a# Mested alternat Check Again
g Associated with

N

Imagel of 3

Alternate text:

Decorative figure

&l Save & Close J [ Cancel

Show Report
Hides annotati
¥ Options
g Other elements
Tables 4
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Table Headers

Table headers can be added to a table with the Table Editor. The Table Editor can only be accessed once the
Touch Up Reading Order tool has been opened.

1. Right-click the “Element 1” under the “Headers — Failed” from the Accessibility Checker panel.

The table will be shaded on the document to show

2. Click “Reading Order” from the Accessibility Tools Panel.
The Touch Up Reading Order tool opens.
3. Right-click on the table that is considered “Element 1”.
4. Select “Table Editor” from the menu.
pr—rr———
Page Content ‘:{:’m o mmcmn
E — kIl Part ;im“ @ Full Check
orms
v Show reading order panel .
Alternate Text @ Accessibility Report
B, Tables(issue) Show page content groups IS, Identify Form Fields
v Display like elements in a single box
o Rows - Passed E Set Al T
o THand TD - Passed v Show table cells =t Altermate fed
2() Headers - Fa“eﬂ v Show tables and figures -'\ Setup Assistant
Element 1
_ Table Editor E!I‘ Reading Order
o Regularity - Passed Edit Table Summary \'\,
 Touch Up Reading Order B = \\
bar mona ctretirn 1
Draw a rectangle around the'content then click -
one of the buttons below: E <
] 'Duls SharePoint GovDelive Software Accessibility
. elp Desk Home 554 Microsofy
- = J f=sderEstention | TS | Table Cell Properties... iIRknisls
itelmprove Web i - Files
[' Ei" Eor AR Table Editor Options
. X I Btaff Directory =
In Table Editor mode, the table will have a red - -
I [ Table Cell Properties [SSoe
border. I
1
1 Typ;ﬂ
5. Right-click the cells that need to be : @ Header Cell Scope: | None 8
table headers. 1 ) Data Cell
1
The Table Editor menu appears. lll e
Note: select multiple cells at once by “ Row Span:  [1
. “ v . .
holding the “Shift” key and clicking on \ ColumnSpan: L
)
all the cells. \
€ . ” ‘ ID I
6. Select “Table Cell Properties”.
N\ Associated Header Cell IDs:
The Table Properties window appears. Headers will turn a —
lighter red shade
7. Select “Header Cell”. J "
8. Click “OK”. S
. . “
Table headers will turn a lighter red S~ ———— oK C}J | cancel
shade on the table.
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Headings

Headings need to be nested correctly in a hierarchical manner within the document. Headings 1 (<h1>) being
the most important is typically used only once for the page titles, while heading 2 (<h2>) are used for the major
section headings. Heading 3 (<h3>) are sub-sections of <h2> headings, and so on.

1. Right-click the “Element” under the “Appropriate v Show i
. N - Other element ow in Content Panel
nesting — Failed” from the Accessibility Checker panel. W
Tables Show in Tags Panel
2. Click “Show in Tags Panel” from the Options menu. [
. Lists :

The Tags panel opens with the tag element shaded Lheck Again E

gray. = Headings (1 issu Show Report
3. Right-Click on the shaded tag. =€) Appropriater)  Options

4. Select “Properties” from the right-click menu.

The Object Properties dialog window opens.

5. Change the “Type” in the dropdown menu to the appropriate tag.

The tag should be changed to the correct heading order or nested correctly. Sometimes what is tagged
as a heading is not really a heading and can be changed to regular content called “paragraph” or “Text”.

6. Click “Close”.

q <P> Tag Annotations
4 <P> | + Document is Tagged PDF

5@ <L
+ Highlight Content
q‘| <P
EerEr‘tiES%
Object Properties
q <P> [ content| Tag Color |
o <P
& ] Type:  Paragraph |:J
q <p> ) Heading Level 5 -
q <P Title:  eading Level 6
Index
q <P= Actugl Text: |y
Link
<P
q' List =
Alternate Text:  List ftem
List Itern Body
Maote
-
1D: | i
EditTag.. | | EditAttibute Objects... | | Edit Attribute Classes... |

[ S
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