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Accessibility for Digital Documents, Spreadsheets, Presentations and
PDF’s

The content we create should meet the needs of our customers, potential customers, our customer’s
family members, our faculty, staff, and our alumni. Let’s start with, 20% of all people globally have a

need for accessibility. Whether it’s visual support, hearing support, physical support or just not being a

native English speaker we need to remember how we are reaching those around us.

There are some simple guidelines we can follow to make digital content accessible.

The Basics
What All MS Office and PDF Documents Need

e Language

e Title

e Description

e Key Words

e Accessible Fonts

e Use of Color

e Alternative Text for Images
e Spacing

e Hyperlinks — how to make them meaningful
e Logical Navigation Order

e Readability

e Tables

e Built-in Accessibility Checker

8|Page
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Language — How to set your language in MS Office 2016 and Adobe Acrobat 2017

Info

Protect Document

Protert
Docurnent +

'fa Inspect Document
Before publizshing this file, be aware that it contains:
Check for

el Custorm XML data

Content that people with disabilities are unable to read

Fb} Manage Document
Q

Check in, check out, and recover unsaved changes,
Manage

There are no unsaved changes,
Docurnent -

} Contral what types of changes people can make to this document,

Document properties, termplate name, author's name and related dates

Word Options

General . .
r.'?t. General options for working with Word.
Display -
Proofing User Interface options
Save | o Plini Toolbar on selection G
Language Presseu (0
Advanced ate docurment contentwhile dragging O

ScreenTip styler | Show feature descriptions in ScreenTips =
Customize Ribbon

Quick Access Toolbar Personalize your copy of Microsoft Office

Add-ins User narme: Eehun, Kimberly

Trust Center Initials: EK

Ahwvays use these values regardless of sign in to Office.
Office Background: | Calligraphy -
Office Therne: Colorful =

Start up options

Choose the extensions you want Word to open by default: Default Prograrms..,
| Tell me if Microsoft Ward isn't the default program for viewing and editing docurments,
| Dpen e-mail attachments and other uneditable files in reading view G

Show the Start screen when this application starts
Real-time collaboration options

When working with others, lwant to automatically share my changes: | Ask Me =

Show names on presence flags

Ok

Cancel

In MS Word 2016,
select File and
Options:

Select Language:

9|Page



y at Buffal

Ward Options

General

Display

Procfing

Save

Language

Advanced

Custornize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

In Adobe Acrobat Pro 2017, select Edit and Preferences (shortcut key of CTRL + K):

sity and Inclusion

{:}r—‘ﬂ
;5'&% Set the Office Language Preferences,

Choose Editing Languages

*

Add additional languages ta edityour documents, The editing languages set language-specific features, including
dictionaries, grammar checking, and sorting

Editing Language

English (United States) <defaults

Keyboard Layout

Enabled

[Add additional editing languages]

‘5 Installed

-

| Let e know when | should download additional proofing tools,

Choose Display and Help Languages

Setthe language priority order for the buttans, tabs and Help G

Display Language

1. Match Microsott Windows <default:

2, English

Help Language

1. Match Display Language <default>

2, Englizh

A Miew display languages installed for each Microsoft Office program

Office &pplication
Excel

OneMote

Outlook
PowverPaint

Office Display Language
English
Englizh
Englizh
English

In the Preferences Tab, select Language:

Preferences

Categories:

Commenting
Docurnents
Full Screen
General

Page Display

30 & Multimedia
Accessibility

Action Wizard

Adobe Online Services
Catalog

Color Managerment
Content Editing
Convert From PDF
Convert To PDF

Ernail Accounts

Farms
Identity
Irternet
JareaScript

Measuring (20}
Measuring (30}
heasuring (Geoy
rultirmedia flegacy)
rdultirnedia Trust (legacy)
Reading

Rewviewing

Search

(K4

Language

Application Language!

Default Reading Direction:

English

[JEnable right-ta-left language aptions

Select Font:

Mote: The application would need to be restarted for the font change to be reflected,

Application Default

Editing Text in Middle Eastern Languages

Main paragraph direction:

[Ligatures

[ Hindi Digits

Left To Right  ~

[ Enable Writing Direction Switching

Other Display Languages

Infer direction from docurment  «

£

Froofing (Spelling, Grammar..)

Ok

Cancel

Verify your Language

is English:

Cancel

10
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Title — Add a Title to your File

In MS Word 2016, select File and Info:

Quick Start for PDF Rermediation - Ward

Info

Quick Start for PDF Remediation

Ci» Users » kabehun » Box » ED| = Web Sccessibility » Remediation

Protect Document Properties -
ﬁ Control what types of changes people can make to this Size
Protect docurnent, p
Docurment - ages
Wfards

Total Editing Time
Titl
= Inspect Document o
=
(€ Tags

Befare publishing this file, be aware that it contains:
Comrnents

Check for Docurment properties, author's narme and related
Issugs— dates
Custorn XML data Related Dates
Last hModified
Created
Manage Document
Q Last Printed
Check in, check out, and recover unsaved changes,
Manage There are no unsased changes,
Document - Related Peaple
Authar

? . O X

Behun, Kimberly

34.9KB

2

0

31 Minutes
Add a title
Add atag

Add comements

071372018 4:42 Prd
91372018 4:11 PM
9/13/2018 4:36 P

Behun, Kimberly

In Adobe Acrobat Pro 2017, select File and Properties (shortcut key of CTRL +D):

Docurnent Properties

Security Fonts  Initial View  Custorn Advanced

Description

File: ADPBOGtrmp

.Iitle: [

Authaor I"Behun, Kimberly"

Subject: I

Keywords:

Created:  11/6/201811:02:25 AM
Modified:  11/6/2015 11:02:26 Ahd

Application:  Acrobat PDFMaker 17 for Word

Advanced
PDF Producer:  Adobe POF Library 15.0
PDF Yersion: 1.5 {Acrobat 6.
Location: Ci\Users\kabehum\AppDatatlocaliTemp',
File Size: 51,79 KB (33,033 Bytes)
Page Sizet 8.50x11.00in Mumber of Pages: 2

Tagged PDF:  Yes Fast'Web View: Yes

Additional Metadata...
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Description — Add a Description to your File for additional information

In MS Word 2016, select File and Info:

Ouick Seart far POF Remediation - Ward

Info

Quick Start for PDF Remediation
Gt v Users s kabehun » Box » EDI » Web A

ssibility » Remediation

Protect Document Properties -

& Cantrol what types of changes people can make to this document. e Y
Pages
Woed 0

Total Editing Time &
Tieh
Inspect Document :

Onestetar Comenents
Issues +
Related Dates
Last Modified 1A LAL P
Manage Document Created AIIIOIR &1 PM
Check in, check out, and recover umsaved changes, Lt Printed Q1IA0NE 476 P
n’“"“J' Y There are no unsaved changes.
tumnt -

Related People

Authar ®
A4 Behun, Kimberly

Last Modified By [
ehun, Kimberly

Related Documents

el

‘ SR

Select Subject and add additional information that will assist in supporting your searches and provide

meaningful information to users.

Info
Qu

start for PDF Remediat
abehvan = B o EDY = Wik

Protect Document Properties *

bzl i fypes of changen prople tam msts ba thit dscumist

-
ctact

ek fin

Inspect Document

Manage Document

A tiehun, Kimbary

Related Doguments
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Document Froperties x| In Adobe Acrobat Pro
Description  Security Fonts  Initial View Custom  Advanced 2017 SeleCt F|Ie and
’
Description .
File: ADPEOGAMp Properties (shortcut

T: | key of CTRL +D):

Duthor I"Eehun, Kimberly"

.Subject: I

Keywrords:

Created:  11/6/201811:02:25 AM

" Additional Metadata
Maodified:  11/6/201817:02:26 &M

Application:  Acrobat PDFMaker 17 for Ward

Advanced
PDF Producer:  Adobe PDF Library 15.0
PDF Wersion: 1.5 {Acrobat Bag
Location:  CAUsers\kabehun®\AppDatatLocal\Termpl,
File Size: 31,79 KB (53,035 Bytes)
Page Size: 8.50x711.00in Mumber of Pages: 2

Tagged PDF: Yes Fast\Web View: Yes

Help 6]4 Cance|

Key Words — Add “Key Words” to improve search capabilities

In MS Word 2016, select File and Info and select “Comments”:

Quick Start for POF Remediation - Word

Info Comments will make
Quick Start for PDF Remediation it easier to search
Open Ci = Users » kabehun » Box » EDI » Web Accessibility » Remediation
Protect Document Properties * information and
Gt e o dimmes pamp e o o s desmr Size 319k8
Protect P 2
Document - 29 R H :
Wards 0 make it easier to find
Total Editing Tirme 31 Minutes
Title e ntitle .
A Inspect Document e 2ddatag the f||e_
= Befare publishing this file, be aware that it contains: - . At q
Checkfor (e e, e e e velbiad] s ormments romments
fssues” Custorn XML data
Related Dates
Export Last Modified 0/13/2018442 PM
'_|j Manage Document Created 9132018 4:11 PM
Q Check in, check aut, and recover unssved changes. Last Printed 9132015436 PM
Manage 7] There are no unsaved changes.
Document -

Related People
Authar .
Behun, Kimberly
Add an author

Last Maodified By Behun, Kimbery
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In Adobe Acrobat Pro 2017, select File and Properties (shortcut key of CTRL +D):

Dacurnent Properties *

Description Security  Fonts  Initial View Custorm  Advanced

Description Keywords

File: ADPBOGtmp

will make it
Title: |

easier to
Author |"Behun, Kimberly"
Subject: | search

’EEWW“ information

and make it

Created:  11/6/2018 11:02:25 &AM dditiona] Metadats. easier tO
Modified:  11/6/2018 11:02:26 &AM )
find the file.

Application:  Acrobat PDFMaker 17 for Ward

Advanced
PDF Producer:  Adobe PDF Library 15.0
PDF Yersian: 1.5 (Acrobat 6.
Location:  Ciilsersi\kabehuntfppDatailocalTemph
File Size: 91,79 KB (53,035 Bytes)
Page Size: 8.50:x11.000n MNumber of Pages: 2

Tagged PDF:  Yes Fast Web Wiew: ‘es

Help 0K Cancel

Accessible Fonts — How to select fonts in MS Office 2016 and Adobe Acrobat 2017

Accessible fonts are fonts in a class called sans-serif fonts. This font class is easiest to read since it does

not have flared extensions.

WebAIM, web accessibility in mind, has a page dedicated in understanding why sans-serif fonts are the

easiest to read. WebAIM Font Recommendations are located here.

In MS Word 2016, set your language by:

N N TN oS s Click Home, and then click the Dialog Box

M e Calibri (Bedy) ~ 11~ A" A" Aa~ A =~ [auncherarrow in the Font group.

Paste - z L oa -
- % Format Painter B I U-axx, x| R-7-4A

Clipboard Pl Font I Pl I

14| Page


https://webaim.org/techniques/fonts/

University at Buffala

YB  Equity, Diversity and Inclusion

Preview Under Font, click the font you want to use.

+Body Under Size, click the size you want to use for body text.

This is the body theme font. The current document them Click Set As Default.

Click All documents based on the Normal template.

[ Set As Qefault,\Ll Test Effects... ]

. a: Click OK twice.

In Adobe Acrobat 2017, Open the file, select Edit, and select an item to change

@ signin

Heme  Teols Quick Start for POF- =

B8 RBQq 5@ v kM O@ =- BE BEAYT 82
Edit PDF oo T adetor G Adimige P len » [3 conrige B Hoichr&room + [ Witk + ] Mo - ®

e CAN'T be a scanned image =TlEl

- Lanuage is set to English as Default
English

Color and Color Contrast — in MS Office 2016 and Adobe Acrobat 2017

Color choices with not

enough contrast can

make it difficult to
understand or see the
information presented.
The higher the contrast

the easier it is for

Blue

)

everyone to read. The
color combination of red
and green will not be

visible to approximately

8% of all males.
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Color — Not the only way to convey information

When displaying content, think of how the content will look displayed in greyscale.

Sum of Accidental Deaths by Region in 2016

50,000
45,000
40,000
35,000
30,000
25,000
20,000
15,000

10,000

5,000

\
§
\
\
\

E

A\

=y

Middle Non-Continent Nort st North West South East South West

Q

Select the red stop button Select the green play button Select the yellow pause button

The more complex our data sets become, the more we need to be able to communicate by non-visual
cues to our audience. Consider what you are trying to display in terms of the values. Such as a sales
report over a period of time. Or demographic information reflecting changes in population by density,

by location, by time, etc.
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Total Sales in 2017

T /I~ \ =
E - N\ N \ $5,000
.42 . § § N § $4,000
g . /N N \ o
) . “ \ ~ § § § $2,000

22 j\ § § ?\ I:>\ j\\ 2(1),000
“:2 Units Sold 50 100 30 104 87 150

esssw»Total Transactions 900 3000 1200 7000 5050 7500

Spacing — Making our content easier to read

Screen readers and magnification tools use the features and formats with a style. WCAG 2.0, section

1.4.12 (AA) states:

e Line Height/Spacing = 1.5 times the font size
e Letter Spacing/tracking is 0.12 times the font size
e Word Spacing is 0.16 times the font size

e Spacing between paragraphs is 2.0 times the font size
When creating an accessible style in any MS Office product, set up the style to follow WCAG guidelines.

To create a new accessible style in MS Word, select the Home tab, in the Styles group, select the down

arrow and select Create a New Style.
. ” .
Create New Style from Farmating ‘ * ' Name your new style and select Modify.

Marne:
Accessihle|

Paragraph style preview:

Stylel

ok | | Modify.. Cancel
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Madify Style 7 *
Properties . .
Select a sans-serif font with 1.5
Mame: Accessibility . .
line spacing and the needed
Style type: Linked [paragraph and character
space before and after each
Style based o o Marmal w
_ paragraph.
Style for following paragraph: 1 Marmal s
Formatting
Trebuchet M5 w12 || B T U Automatic ~
Select the Format button and
= = = = | = [E] = | = 4=| &= 3= :
== = = | =Bl = 4= =] 5= 2= edit each feature to meet WCAG

guidlines.

+ Sample TextSample TextSample Text Sample TextSample TextSample Text

Save the style or save the style to

sample TextSample TextSample Text iample Textsample Textiample Text
be your default format.

Sample TextSample TextSample Text Sample TextSample TextSample Text

mola T + molas T t ol T t

Font: Trebuchet M5, 12 pt, Indent: A
Left: 0,257
Hanging: 0.25"
Line spacing: 1.5 lines, Space

Add to the Styles gallery [ | Autamatically update
@ Only in this document O Mew documents based on this template

Farmat = Cancel

Alternative Text for Images

Alternative text provides a textual alternative to non-text content. Alternative text serves several

functions:
e |tis read by screen readers in place of images

e Allowing the content and function of the image to be accessible to those with visual or
certain cognitive disabilities.
e Itisdisplayed in place of the image

e |t provides a semantic meaning and description to images which can be read by search engines

and screen readers

Including the metadata into an image for a document/PDF that will placed on the web will provide an

enriched experience for low or no-sight users as well as providing searchable content improving

outcomes.
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The “ALT” attribute should typically:

e Be accurate and equivalent in presenting the same content and function of the image.

e Be succinct.
This means the correct content (if there is content) and function (if there is a function) of the
image should be presented as succinctly as is appropriate. Typically no more than a few words
are necessary, though rarely a short sentence or two may be appropriate.

e DO NOT be redundant or provide the same information as text within the context of the image.

e DO NOT use the phrases "image of ..." or "graphic of ..." to describe the image.
It is usually apparent to the user that it is an image. And if the image is conveying content, it is
typically not necessary that the user know that it is an image that is conveying the content, as
opposed to text. If the fact that an image is a photograph or illustration, etc., is important

content, it may be useful to include this in alternative text.

Image Types

It's important to understand where the image is placed versus what information you are trying to

convey.

e As an expression of UB (alt text):
Columns at the University at Buffalo’s Baird Point, Lake LaSalle.
e As a Geocaching Experience (alt text):

Latitude of 40.741895, Longitude of 40.741895

e |nrelations to an Architecture Course (alt text):

Impact of rescuing the former Federal Reserve Building’s Iconic
Columns and applying them to the unification of two campuses.

e Animage on an Application for UB:
“null”

It does not add value to the experience

Decorative Images

Do not inform or improve the meaning of the content; they simply enhance the visual look and feel of
the page. Visual styling, such as borders, spacers, and corners, are also considered decorative images.
Decorative images still require alt text, but should remain blank.
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Informative Images

Convey a simple concept or information that can be expressed in a short phrase or sentence. The
alternative text should convey the meaning or content that is displayed visually, which typically isn’t a
literal description of the image.

Hyperlinks — Making the destination meaningful for all

MS Office 2016

Create and edit hyperlinks to provide a clear destination for your user. Having a hyperlink with the URL

in place does not provide users with where they are navigating to and can be lengthy and confusing.

Select the hyperlink and right-click on the link. Select Edit Hyperlink from the context menu

Edit Hyperlink ? X
Link tao: Text ta display: | https:fubthiswinter.buffala.edusclassesfiindex.php ScreenTip..
;:ﬂ Look in: Remediation b 5 ﬁa
Existing File In the box Text to
or'Web Page PDF Bookmark...
SUTENt | 05 Ouick Start for PDF Rermediati i .
i} Folder uick Start for ermediation et F d|sp|ay Type
¢ Quick Start for PDF Remediation argetframe..
Place in This
Document E d . .
s UB This Winter Classes
Create Mew Recent
Document s Leave the address the
il Address: httpsyfubthiswinterbutfalo.e dusdassesdindexphp - Remove Link same and your dlsplay
E-mail
Address H .
cnet | Will be:
1
1

B This Winter-Cl assesh]

1
Adobe Acrobat 2017

Create a Link Using the Link Tool

Choose Tools = Edit PDF = Link = Add or Edit.

e The pointer becomes a crosshair, and any existing links in the document, including invisible links,

are temporarily visible.
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e Drag arectangle where you want to create a link. This is the area in which the link is active.

e Inthe “Create Link” dialog box, choose the options you want for the link appearance.

e Select one of the following link actions:
e Go To A Page View: Click Next to set the page number and view magnification you want
in the current document or in another document (such as a file attachment), and then click
Set Link.
e Open A File: Select the destination file and click Select. If the file is a PDF, specify how
the document should open (for example in a new window or within an existing window),

and then click OK.
Note: If the filename is too long to fit in the text box, the middle of the name is truncated.

e Open A Web Page: Provide the URL of the destination web page.
e Custom Link: Click Next to open the Link Properties dialog box. In this dialog box, you can
set any action, such as reading an article, or executing a menu command, to be associated

with the link.

Edit a Link

You can edit a link at any time. You can change its hotspot area or associated link action, delete or resize
the link rectangle, or change the destination of the link. Changing the properties of an existing link
affects only the currently selected link. If a link isn’t selected, the properties will apply to the next link

you create.

Note:
You can change the properties of several links at once if you drag a rectangle to select them using the

Link tool or the Select Object tool.

Move or Resize a Link Rectangle
e Select the Add or Edit link tool Tools =>Edit PDF = Link =>Add or Edit
e Move the pointer over the link rectangle so that the handles appear.
e Do one of the following:
e To move the link rectangle, drag it.

e To resize the link rectangle, drag any corner point.



Change the Appearance of a Link

e Select the Add or Edit link tool Tools 2 Edit PDF - Link = Add or Edit
e Double-click the link rectangle.

e Inthe Appearance tab of the Link Properties dialog box, choose a color, line thickness, and line

style for the link.

e Select a highlight style for when the link is selected:
None: Doesn’t change the appearance of the link.
Invert: Changes the link’s color to its opposite.

Outline: Changes the link’s outline color to its opposite.

Inset: Creates the appearance of an embossed rectangle.

Note: The Link Type, Color, and Line Style options are not available if Invisible is selected for

Appearance.

e Select Invisible Rectangle for Link Type if you don’t want users to see the link in the PDF. An

invisible link is useful if the link is over an image.
e Select the Locked option if you want to prevent users from accidentally changing your settings.
e To test the link, select the Hand tool.

Edlit a link action

e Select the Add or Edit link tool Tools > Edit PDF - Link > Add or Edit
e Double-click the link rectangle.
e Inthe Actions tab of the Link Properties dialog box, select the listed action you want to change,

and click Edit.

Delete a link

e Select the Add or Edit link tool Tools 2Edit PDF = Link 2 Add or Edit
e Select the link rectangle you want to delete.

e Choose Edit = Delete, or press the Delete key.
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Logical Navigation Order — Prevent confusion
All content created needs to have a logical flow of content to make the user’s experience better.

Accessible software allows user to engage with our content but if the content is not set up to have a

logical flow, our users will become confused and frustrated with their experience.

We've all experienced a form that when tabbing through the content it bounces all over the page. This

is what we want to avoid. Your content should be able to be navigated by

e Tab Key

e Shit + Tab Key

e Enter

e Enter or Spacebar

e Left Arrow, Right Arrow, Up Arrow, Down Arrow

Test your content by only using your keyboard. If you cannot navigate or you bounce around the

content then you need to edit your navigation order.

NOTE: MS Office is set to provide logical navigation order if you use styles.

Writing for Accessibility
Listed below are some best practices for writing content:

e Focus on only one idea per paragraph

e Use aninverted pyramid style — start with the conclusion or most important information
e Use Headings for accessible software

e Bulleted Lists - put the most important content

e Numbered Lists — when content is ordered

o  Write lean text, short paragraphs, short sentences and short words

e Align text to the left

e Use images to break up long blocks of text

e Acronyms — Spell out the words, followed by the letters

Tables — Headers, headers, header
The most import feature in a table for accessible software is the header row of the table. This provides

the starting point for accessible software to convey your content in the correct context.
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MS Office Tables
First Name Last Name UBIT Name Email
Joseph Smith js235 js235@bufflao.edu
Jenna Smith jennasmi jennasmi@buffalo.edu
Johnathan Smith jsmith jsmith@buffalo.edu

Remember the formatting of the table should be able to print in greyscale and be readable.

Merged cells and more complex data will make the user experience with accessible software more

challenging.

Example of a complex table. Cells are merged both vertically and horizontally.

Class Schedule

Lesson Topic Assignment Points Due

1 What is Distance Wiki #1 10 March 10
Learning? Presentation 20

2 History & Brief Paper 20 March 24
Theories

Spring Break

3 Distance Discussion #1 10 April 7
Learners Group Project 50 April 14

4 Media Selection Blog #1 10 April 21

Adobe Acrobat Pro 2017

Because table structure can be compley, it is best practice to check them for accessibility manually.

Rows

This check indicates whether each TR in a table is a child of Table, THead, TBody, or TFoot.

To fix this issue ensure that any TR tags are a child of a Table, THead, TBody, or TFoot tag.

TH and TD

This check indicates whether a proper table structure exists.
e TH and TD must be children of a TR element; if not this check fails.
e To fix this issue, ensure that TH or TD tags are place under a TR tag.

Headers

For accessibility, it’s necessary that all tables in the PDF have a header.

To fix this issue, ensure that all tables contain table header cells.
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Regularity

To be accessible, tables must contain the same number of columns in each row, and rows in each

column.

To fix this issue, ensure that each table row has the same number of columns or the ColSpan and

RowSpan properties of a cell are set properly to account for all cells in a row.

Summary

Table summaries are optional unless the table data cannot be understood without it. Summaries can
improve accessibility in complex data tables or when the way in which the data is read may be

important.

To fix this issue, provide a table summary for data tables where it is needed to make the data easier to

understand, or to provide instructions on how the data should be reviewed.

Lists ltems

This check reports whether each list item, Ll is a child of L tag.
When this check fails, the structure of this list is incorrect.
Lists must have the following structure:
e List Item elements; can only contain
O Label elements
O List Item Body elements.

To fix this issue, ensure that all list item, LI elements have a parent L tag.

Lbl and LBoay

Lists must have the following structure:
e List Item elements;
O Label elements
0 List Item Body elements.

When this check fails, the structure of this list is incorrect.

To fix the list structure, use the Tags panel to place Lbl and LBody elements under each list item. The list

bullet or number should be a text node of the Lbl tag and the list item text a text node of the LBody tag.



Headings

Appropriate nesting:

This rule checks nested headings. When this check fails, headings are not nested properly. For example,
a level 1 heading should precede a level 2 heading, etc. The Accessibility Checker is not able to
determine when heading structures must be used—that must be determined by manually reviewing the

document.

To fix this issue, ensure that all heading levels are nested accordingly with no missing heading levels. Use

the Tags Panel or Touch Up Reading Order tool to assign heading tags.

Built- In Accessibility Checkers — Run me before you send your content
Both MS Office 2016 and Adobe Acrobat 2017 have built-in Accessibility Checkers to assist in pointing

out what is missing to improve a user’s experience.

MS Office: File = Info = Check for Issue = Pull down triangle = Check Accessibility

Quick Start far PDF Rernediation - Waord

Info

Quick Start for PDF Remediation

Ci = Users » kabehun » Box » EDI » Web Accessibility » Rernediation

Protect Document Properties -
Control what types of changes people can make ta this document Size 94.0€8
Protert
Docurnent - (s 3
Words 0
Total Editing Time 31 Minutes
Title Add 3 title
L Inspect Document
Print @ Tags Add 3 tag
Before publishing this file, be aware that it contains: - . i N
- Check far Docurment properties, author's name and related dates prmments Fomments
St ) Custam XML data
Related Dates
Export 7= Inspect Document i
Check the document for hidden properties s Gl 9/13/20194:42 P14
Close or personal informatian. Created 9/13/20184:11 P
Em Check Accessibility e Last Printed 9/13/20184:36 P
@) Check the document for content that people 3

) . with disabilities right find difficultto read,
Account

Related Pecple

b, Check Compatibili
h Sompatiiity Author
Check far features not supported by earlier

wersions of Waord,

Optians

Behun, Kimberly

Add an authar

Last Modified By Behun, Kimiperly

Related Documents
Open File Location

Show &Il Praperties
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You will be sent back into the file to fix’ the parts of your file that are not accessible.

Ty N e A = N @ B B |4 aasi faatne] aseecene Aapbe

English

Alt Text

L L

Accessibility Checker
e i Rty

Erran

# Mining A Tet

* CAN'T be a scanned image

* Lanuage is set to English as Default

* All Images have meaningfull Alt
Text

» All links are descriptive and

Dres -

- waptich

Seleet ared ot et bt beted ¥aie 18 Tk tha dotutrant sitassih for praple st

distinguishable
* Minimum Color contrast Addtions dormation
requirements are met (4.5:1) e

]

An expanded version of the checker:

Accessibility Checker v

Inspection Results

Errors

A hissing Al Text
Table
Table
4 Mo Header Row Specified
Table
Table

Warnings

4 Blank Table Rows or Columns
Tahble Row
Table Row

4 Merged or Split Cells
Tahble Cell

The Errors list will provide you what is missing from an automatic accessibility checker. This does not

mean your logical navigation order is set or your color contrast is correct. The accessibility checker

provides you with a starting point to fix accessibility concerns.
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Adding Alternative Text
Right-click on the image and select Format Picture. A dialog box will appear.

Select the “Layout & Properties” icon and choose Alt Text.

: Enter the appropriate alternative text only in the
Format Picture =

& Q@)

l: Text Box

“Description” field, NOT the “Title” field.

4 Alt Text
Title ©

Description

ALTERNATIVE TEXT HERE

Creating Tables

: : Select the Insert tab on the ribbon, then select
File Home Insert Design Layout

B = (E) o kd K

Cover Blank Page § Table J Pictures Online Sha
Page~ Page Break Z Pictures -

Table = Insert Table.

Pages Tables

If your table has a column header(s), select Table Tools = Layout on the ribbon, then choose the Repeat

Header Rows option in the Data group.

Documentl - Word

[ix24] n = 1| P ==L — I—H p—
[nmal E || Height: 10.19 5 :J;',' Distribute Rows j ; | A ; |— A It : |
3 === 4 - 7 1SS -
t  AutoFit :_; Width: |£.49 * | HH Distribute Columns  — — =] _Tﬂt Cell Sort Repeat  Co
€ - = = = Direction Ma’ril':y? Header Rows to
Cell Size I Alignment Data

Important
Do NOT create tables "by hand" with spaces or the Tab key.

Creating tables by hand will not allow assistive software to provide the points to navigate the table.
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Adobe Acrobat: Tools = Action Wizard = Make Accessible Action Wizard
Accessibility Checker (Full Check)

Use the Accessibility Full Check command to 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.
e Start by selecting Accessibility Tools
e Select Full Check command from the Accessibility Tools panel to open the Accessibility Checker
Options dialog
e Select the Report Options to save the results as an HTML file or attach the report to the
document
e Use the default “All Pages” to check all pages or select a page range to check on individual
sections of a document
e Select a Category of Document, Page Content, Forms, Tables and Lists, or Alternate Text and
Headings to modify the accessibility Checking Options.
0 By default, everything but “tables must have a summary” is checked.

e Select the Start Checking button to begin the full check.

m
T
=)
m
o
i_'l
=
[
o

o

1
A
J
L

Accessibility

Add v
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Report Options

Create accessibility report  Folder: C:\Users\akirkpat\Documents

Choose...

[“liAttach report to document!

Page Range

@ All pages in document

* Pagesfrom |1 to I

Checking Options (31 of 32 in all categories)

Category: | Document .

[7] Accessibility permission flag is set

[/] Document is net image-only PDF

[¥] Document 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 documents

Document has appropriate color contrast

Select Al Clear All

Show this dialog when the Checker starts

Help

Start Checking Cancel

Accessibility Checker Options =3l

@

Accessibility ~

Accessibility Checker X

El-

Document (4 issues)

a4t Accessibility permission flag - Passed

2 Image-only POF - Passed

" Tagged PDF - Passed

\_:, Logical Reading Order - Needs manual check
L_;l Primary language - Failed

() Title - Failed

2% Bookmarks - Passed

v Color contrast - Needs manual check

Page Content
Forms
Alternate Text
Tables

Lists

Headings

If a report was checked to be created in the Accessibility Checker Options dialog, the results are

available in a previously selected folder or an attachment (See “Figure 5. Accessibility Report”).The

Accessibility Report can also be displayed by activating the Accessibility Report tool command in the

Accessibility tools pane.

30| Page



versity at Buffala

Unik
G Equity, Diversity and Inclusion

Accessibility Report X
The Accessibility Full Check

EI" feature is unable to distinguish

the intention of the document

ACCESSibiIitY REpﬂrt author such as whether a

. figure is purely decorative, so
Filename:

Report created by: some issues it reports may not

Organization: S ]
[Personal and organization information from the

Preferences = Identity dialeg.]

m

affect the functional
accessibility of the document.

Summary | | Manual review of the issues

The checker found problems which may prevent the document may be required to determine
from being fully accessible.

whether to fix or ignore the
Meeds manual check: 2

Passed manually: 0 issue.
Failed manually: 0

Skipped: 1

Passed: 26

Failed: 3

Detailed Report

Document

Rule Name Status Description
Accessibility Accessibility permission flag must
permizsion flag Passed be set
Image-only POF Passed Document is not image-only POF
Tagged PDFE Passed Document is tagoged PDF
Logical Reading —— Document structure provides a

manual . i

Order check logical reading order

[

Adobe Acrobat Accessibility Checker Options

The Accessibility Checker (Full Check) has the following options that can be selected under each of the

categories listed:

Document
e Accessibility permission flag is set

e Document is not image-only PDF
e Document is tagged PDF

e Document structure provides a logical reading order
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e Text language is specified
e Document title is showing in title bar
e Bookmarks are present in large documents

e Document has appropriate color contrast

Page Content
e All page content is tagged

e All annotations are tagged

e Tab order is consistent with structure order
e Reliable character encoding is provided

e All multimedia objects are tagged

e Page will not cause screen to flicker

¢ No inaccessible scripts

e Navigation links are not repetitive

e Page does not require timed responses

Forms, Tables and Lists
e Allform fields are tagged

e All form fields have description

e TR must be a child of Table, THead, TBody, or TFoot

e THand TD must be children of TR

e Tables must have headers

e Tables must contain the same number of columns in each row and rows in each column
e Tables must have a summary

e LI must be a child of L

e Lbland LBody must be children of LI

Alternate Text and Headings
e Figures require alternate text

e Alternate text that will never be read

e Alternate text must be associated with some content
e Alternate text should not hide annotation

e Elements require alternate text

e Appropriate heading nesting
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Accessibility Checker Panel

Once a report has been run, the issues that have been found are displayed in the Accessibility Checker
panel. The results tree displays one of the following states for each rule check
e Passed: The item passed this accessible check.
e Passed Manually: The item was marked passed by manual inspect.
e Skipped By User: The rule was not selected in the Accessibility Checker Options dialog box.
e Needs Manual Check: The Full Check feature could not check the item automatically. Verify the
item manually.

e Failed: The item did not pass the accessibility check.

Accessibility ~
Accessibility Checker X
El v

@ = Document {4 issues)

Image of Accessibility Checker

o Accessibility permission flag - Passed

% Image-only PDF - Passed

2" Tagged POF - Passed

Q Logical Reading Order - Needs manual check
L;.,l Primary language - Failed

() Title - Failed

2% Bookmarks - Passed

_:, Color contrast - Needs manual check

Page Content (3 issues)
= Forms (1 issue)

% Tagged form fields - Passed
(£) Field descriptions - Failed

Alternate Text
Tahles
Lists

Headings

Adobe Acrobat - Fixing a Failed Accessibility Check

To fix a failed check after running Accessibility Full Check, activate the context menu:
e Right-click (Windows) or Control-click (Mac OS) the item in the Accessibility Checker panel.
e Choose one of the following options from the context menu

Adobe Acrobat Failed Accessibility Options are as follows:
e Fix:

e Acrobat either fixes the item automatically
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e Ordisplays a dialog box prompting the user to fix the item by
e Enter information or choose to fix
Skip Rule:
e Deselects this option in the Accessibility Checker Options dialog box for future checks of
this document, and changes the item status to Skipped.
Explain:
e Opens the online Help.
Check Again:
e Runs the checker again on all items.
e Choose this option after modifying one or more items.
Show Report:
e Displays the accessibility report for the page range/document with links to tips on how
to repair failed checks.
e The link to tips is the same as the help that is provided by the “explain” item.
e Once the report is shown, a new option to attach the report also appears.
Options:

e Opens the Accessibility Checker Options dialog box where checking options can be set.

Accessibility Checker X

E=]-

=)

Document (4 issues)

s Accessibility permission flag - Passed
2 Image-only PDF - Passed

T ilert

&) Logical Reading On Fix

() Primary language - skip Rule
s Title - Passed
2% Bookmarks - Passed

Explain

) Color contrast - Ne Check Again

Page Content (2 issug Show Report

Forms thions

Alternate Text (5 issues)
Tables (4 issues)
Lists {2 issues)

Headings {1 issue)

Image of Remediation of Adobe Acrobat Accessibility

Checker
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Accessibility Checker Option Details

Description Iéj

= Document (3 issues)

This section provides information
4t Accessibility permissi

«# Image-only PDF - Pas Tide: on each option in the Accessibility
¢ Tagged PDF - Passed

- . MlLeave Asly Checker. Please refer to the Adobe
7] Logical Reading Orde

s Primary langusge - Pl Acrobat Pro DC Accessibility Repair
(-:__;‘l Title - Failed Subject:

7 Bookmarks - Passed Workflow for details on how to

N Leave Asls
{&) Color contrast - Need)| Wite

s G (0 e address issues for each category.

Forms Author:

Alternate Text Leave Asls
Tables

Lists Kewwords:

Headings [¥] Leave As s

QK ] l Cancel

Adobe Acrobat Bookmarks

This check fails when the document has 21 or more pages, but does not have bookmarks that parallel
the document structure.
To add bookmarks to the document,
e Select Bookmarks on the Accessibility Checker panel
e Choose Fix from the Options menu
e Inthe Structure Elements dialog box
e Select the element(s) that you want to use as bookmarks

¢ Click OK.

Color contrast

When this check fails, it's possible that the document contains content that is not accessible to people
who have low vision or color deficiencies.
To check the document in a high-contrast color scheme perform the following:

e Choose Edit

e Preferences (Windows) or Acrobat > Preferences (Mac OS).
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e Choose the Accessibility category.
Document Colors Optians ¢ Select Replace Document Colors

7] Replace Document Calors

¢ Select Use High-Contrast Colors

1 Use Windows Color Scheme

@ Use High-Contrast colors High-centrast color combination: ° Choose the CO|OI’ Combination that you Want

Green text on black

eI & U Wellow text on black
[¥] Only change the color of black text or line art. ;’\Il'h\t:texton b:ck from the pOp-Up menu, and then

ack text on white

Change the color of line art as well as text.
o Click OK

Page Content
Tagged Content

This check reports whether all content in the document is tagged. Make sure that all content in the
document is either included in the Tags tree, or if decorative marked as an artifact.
Perform one of the following to fix this check:

e If the content is purely decorative, set it as an artifact.

e Use the Touch Up Reading Order tool to tag the content.

e Use the Tag panel to tag the content.

Please refer to the Adobe Acrobat Pro DC Accessibility Repair Workflow Guide for instructions on how to

tag content. For Acrobat XI Pro PDF Accessibility Repair Workflow please review the content.

Tagged Annotations

This option checks whether all annotations are tagged. Make sure that annotations such as:
e Comments
e Editorial marks (such as insert and highlight) are included in the Tags tree marked
e Meaningful
e Artifacts
e Purely decorative or duplicated in the content
e If the content is purely decorative, set it as an artifact

e Use the Tag Panel and the Find command to search for and tag the content as an annotation

Tagged Multimedia

This rule checks whether all multimedia objects are tagged. Make sure that content is either included in
the Tags tree. If the multimedia is

Decorative or Duplicative = Mark as an Artifact.
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Perform one of the following to fix this check:
e If the content is purely decorative, set it as an artifact.

e Use the Touch Up Reading Order Tool to tag the content.

e Use the Tag panel to tag the content.

In addition to providing tags and description of all multimedia,
e Captions (for people who are deaf or hard of hearing) or
e Audio descriptions (for people who are blind or visually impaired)

e may need to be synchronized with the multimedia

Scripts

Content cannot be script-dependent unless both content and functionality are accessible with the
keyboard and to assistive technologies. Make sure that scripting does not interfere with keyboard

navigation or prevent the use of any input device.

Check the scripts manually. Remove or modify any script or content that compromises accessibility.

Adobe Acrobat Navigation Links

For URLs to be accessible to screen readers, they must be:
e Active links
e Uniquely named
e Correctly tagged in the PDF
e Keyboard navigable
The best way to create accessible links is with the Create Link command, which adds link objects that

screen readers require to recognize a link.
Use the Tags panel’s Find command to properly tag Links that are not accessible.

Link text must also be understandable and unique. If the Rule Check fails, check:
e Navigation links manually
e Verify the content
e Duplicate names need to be fixed
e Change the link text for it to be meaningful

e Or provide an additional description
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Forms
Tagged form fields

To tag form fields, choose:
Tools > Accessibility > Add Tags To Form Fields
This adds the tags and form object elements to the form fields in the proper location in the Tags panel.

This step does not add field descriptions.

Field Descriptions

To add a text description to a form field, use the form tools.
The tooltip property is only visible via the mouse and not the keyboard, thus, on-screen labels should

also be provided for all user input.

Alternate Text

Make sure that images in the document either have:

e Alternate text

e Or, if decorative, are marked as artifacts.

If this check fails, perform one of the following:

Select 2> Figures Alternate Text in the Accessibility Checker panel = Fix from the Options/Context menu
-> Add Alternate Text

e Use the Tags panel to add alternate text for images in the PDF.

e Use the Tags panel, Content Panel, or Touch Up Reading Order tool to make the content an

artifact.
Set Alternate Text @
\i‘ Image2 of 17 \M NOTE: Do not add Alternative Text to nested/child element as
Alternate text: Decorative figure

screen readers will only view the parent/top level element.

Man standing on the Earth

[ Save & Close l | Cancel

Make sure Alternate Text is always an alternate representation for content on the page.
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If an element has Alternate Text, but does not contain any page content, there is no way to determine

which page it is on. Assign page content to the tag that contains the alternative/actual text.

Hides Annotation

Alternate text cannot hide an annotation. If an annotation is nested under a parent element with
alternate/actual text, then a screen reader will not announce it.
e Remove alternate/actual text from parent element.
e If alternate/actual text is needed
0 Make sibling objects out of content and the annotation and

O Assign the actual/alternate text to the sibling tag.

Other Elements Alternate Text

This option checks for content other than figures that requires alternate text such as:
e multimedia
e annotation

e 3D models

If additional description is required for the object beyond what can be provided in alternative text,

provide an on-page description or link to a description of the non-text object.

Tables

Because table structure can be compley, it is best practice to check them for accessibility manually.

Rows

This check indicates whether each TR in a table is a child of Table, THead, TBody, or TFoot.

To fix this issue ensure that any TR tags are a child of a Table, THead, TBody, or TFoot tag.

TH and TD

This check indicates whether a proper table structure exists.
e TH and TD must be children of a TR element; if not this check fails.
e To fix this issue, ensure that TH or TD tags are place under a TR tag.

Headers

For accessibility, it's necessary that all tables in the PDF have a header.
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To fix this issue, ensure that all tables contain table header cells.

Regularity

To be accessible, tables must contain the same number of columns in each row, and rows in each

column.

To fix this issue, ensure that each table row has the same number of columns or the ColSpan and

RowSpan properties of a cell are set properly to account for all cells in a row.

Summary

Table summaries are optional unless the table data cannot be understood without it. Summaries can
improve accessibility in complex data tables or when the way in which the data is read may be

important.

To fix this issue, provide a table summary for data tables where it is needed to make the data easier to

understand, or to provide instructions on how the data should be reviewed.

Lists ltems

This check reports whether each Ll is a child of L tag.
When this check fails, the structure of this list is incorrect.
Lists must have the following structure:
e List Item, LI elements; can only contain
O Label elements
O List Item Body elements.

To fix this issue, ensure that all list item elements have a parent L tag.

Lbl and LBoay

Lists must have the following structure:
e List Item elements;
O Label elements
0 List Item Body elements.

When this check fails, the structure of this list is incorrect.
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To fix the list structure, use the Tags panel to place Lbl and LBody elements under each list item. The list

bullet or number should be a text node of the Lbl tag and the list item text a text node of the LBody tag.

Headings

Appropriate nesting:

This rule checks nested headings. When this check fails, headings are not nested properly. For example,
a level 1 heading should precede a level 2 heading, etc. The Accessibility Checker is not able to
determine when heading structures must be used—that must be determined by manually reviewing the

document.

To fix this issue, ensure that all heading levels are nested accordingly with no missing heading levels. Use

the Tags Panel or Touch Up Reading Order tool to assign heading tags.

Continue Checking until All Issues are Addressed

Repeat the process of running the Accessibility Checker until the Accessibility Checker indicates “Passed”

for all selected tests.

Accessibility ~

Accessibility Checker X
E- Note: While the Accessibility Checker helps
@ p evaluate the accessibility of a document and helps
(] = Document

o Accessibility permission flag - Passed identify areas that may be in conflict, the

#* Image-only POF - Passed

s Tagged PDF - Passed
+# Logical Reading Order - Passed manually accessibility guidelines and criteria.

Accessibility Checker cannot automatically check all

#* Primary language - Fassed

s Title - Passed

z Bookmarks - Passed

wt Color contrast - Passed manually

= Page Content

m

w Tagged content - Fassed

# Tagged annotations - Passed
w Tab order - Passed

z# Character encoding - Fassed
# Tagged multimedia - Passed
wgt Screen flicker - Passed

st Soripts - Passed

# Timed responses - Passed
w Mavigation links - Passed
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PDF’s

Tagging
Tags — Does the PDF have Tags
Adobe Acrobat Automatically Assign Tags

To have Acrobat assign tags automatically to annotations as they’re created:

Tag Panel = Options = Tag Annotations

Or

Accessibility 2 Autotag Document

This is the easiest approach to tag annotations that have not already been created, as the annotation
tags will appear in the correct location in the reading order of a properly tagged document.

A

E% Autotag Document

Autodetect tags and report resultsl

Reading Options
() Full Check

@ Accessibility Report

G, Identify Form Fields
Set Alternate Text
\ Setup Assistant

% Reading Order

Adobe Acrobat Character Encoding

Specifying the encoding helps PDF viewers present users with readable text. However, some character-

encoding issues are not repairable within Acrobat.
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To ensure proper encoding, do the following:

e Verify that the necessary fonts are installed on your system.

e Use a different font (preferably OpenType) in the original document, and then re-create the

PDF.

e Re-create the PDF file with a newer version of Acrobat Distiller.

e Use the latest Adobe PostScript driver to create the PostScript file, and then re-create the PDF.

View Document Properties

e Open the Document Properties dialog: File > Properties.

o Look for the “Tagged PDF” label in the lower left-hand corner of the Description tab

Reveal the Tags Panel

Open the Tags panel.

Select View = Show/Hide = Navigation Panes - Tags.

Examine the Tags panel.

Document Properties.

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

Description

File: TerritoryReportQl20135.pdf

Title:
Author:

Subject:

Keywords: [

Created:
Modified:

Application:

Advanced

PDF Producer:

[Seles Report Q1 2015

ISusan Jehnsan

4/6/2015 10:36:39 AM
4/6/2015 10:26:39 AM

Acrobat PDFMaker 15 for Word

PDF Version: 1.5 (Acrobat 6.x)

Location:

File Size:

Page S 8.50 x 11.00 in
Tagged POF:  Yes

Help

Adobe PDF Library 15.0

ChUsers\akirkpatDesktoph,

26,03 KB (26,659 Bytes)

udtirhnn.al Metadata...

Number of Pages: 1

Fast Web View: Yes

QK

Cancel

A tagged document will

show tags and a structure tree

descending from the root

node. To fully expand the

entire tree

Control + Click on the root

node labelled

43 | Page



niversity at Buffala

Unik
G Equity, Diversity and Inclusion

Tags
El -

:J <Sect>
-] <P>
Q% J <H1>
'i;.j <Figure>
w4 <P>
B4 <H2>
+ 4§ <Figure>
+F <Figure>
B ﬂ <P>
= ﬂ <P>
_1\3 <Figure>
+-\3 <H2>
HF <H2>
] <P
j\;ﬁ <Figure>
B J <HZ2>
o] ﬂ <P>

1*3 <HZ>

m ol <P>

Tags
Tags
E)-

ﬁ Mo Tags available

Tags X
E- ®
New Tag...

Find...

id Annotations

Document is Tagged PDF

X Root Node of where all tags will be located below.

Tag Icon to add new tags for a PDF.

X eAn untagged document will display the words “No Tags

® Available” as its root and no structure tree will appear.

In some cases, a document may not be considered tagged by
Acrobat even though a structure is visible in the Tags panel. To

indicate the document is tagged:

e Select the Options icon from the Tags panel.

e Ensure the “Document is Tagged PDF” option is checked.
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Run the Accessibility Checker

Run the Accessibility Checker to determine if the document is tagged. Perform the following:

e Display the Accessibility Pane: In Adobe Acrobat Pro DC, the Accessibility tool pane is not shown by

default.

View = Tools 2 Accessibility

Q -

_-'
gL

4ot oo Dl st
utotag vocument

ading Options

Full Chec

1eCK

L

R ¢ |I| iﬂ @“@H

Accessibility Report

|E"|'I'“" Form Fields

Set Alternate Tex
Setup Assistant

Reading Order

° Select the Full Check command from the

Accessibility pane: Selecting the

Full Check command opens the Accessibility Full Check
dialog

. Choose how you would like the results
displayed:

. HTML file

. Comments placed where the accessibility
problems are detected

. Select a page range if a check is needed for

individual sections of a document.

e Choose the items you want to test from the four categories in the drop-down menu:

Document
Page Content
Forms

Tables and Lists

Alternate Text and Headings
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e Select the Start Checking button.

Accessibility Checker Options (=23 i i
The results are displayed in the
Report Options
[V] Create accessibility report Folder C:\Users\akirkpat\Documents AcceSSIblllty CheCker panel Ina

tree format.

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

Checking Options (31 of 32 in all categories)

7 NOTE: the areas under

Category: ’Document

[¥] Accessibility permission flag is set Document' Page Content' and

P zameanty st ey oty Forms, Tables and Lists that are
[¥] Document is tagged PDF

Document structure provides a logical reading order rEIatEd to tags'
[7] Text language is specified

Document title is showing in title bar

Bookmarks are present in large documents

Document has appropriate color contrast

’ Select All ] ’ Clear All

Show this dialog when the Checker starts

— e ——
[ Start Checking l Cancel ]

LTQ‘ Document (3 issues)

Adobe Syst:
Page Content {1 issue) Adobe revolitioniz

atwd information Fo

ot 5 aratdw
Forms havepfn:g:ﬁned s

ottt cati ons by
= Alternate Text (1 issue) atud deliveting cont
arwpwher e at arytis
— . atud film to dyrami
=i (ﬁ:; Figures alternate text - Failed media, the impact ¢
inchastries atd felt t
Figure 1 interacts with infor
excellence and a pc
and recognizable s
wotld's largest and

a7 Nested alternate text - Passed

w0 Associated with content - Passed

a" Hides annotation - Passed P
ar Other elements alternate text - Passed
Tables
Lists
Headings to the Wrgenring

technology market
be to create their o
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Use the Touch Up Reading Order Tool (TURO)

Another way to check for the presence of tags is to display the Touch Up Reading Order tool or TURO.

To display the Touch Up Reading Order tool, if the Accessibility panel is not already on display, select:

E; Autotag Document

Change options for Reading Order and screen readers
(Shift+Ctrl+5)

Tools =» Accessibility from the Adobe Acrobat

O Pro DC menu.

@ Accessibility Report

G4, Identify Form Fields

Set Alternate Text

°~.\ Setup Assistant

E Reading Order

Touch Up Reading Order =]

Draw a rectangle around the content then click
one of the buttons below:

Text Figure
Form Field Figure/Caption
Heading 1 Heading 4 Table
Heading 2 Heading 5 Cell
Heading 3 Heading 6 Formula
Background
Table Editor
Show page content groups [ ]

@ Page content order

(7) Structure types
[¥] Show table cells [ ]
[] Display like elements in a single block
[¥] Show tables and figures [ ]
l Clear Page Structure... ] l Show Order Panel ]
I Help ] I Close ]

Then select the Reading Order command under the

Accessibility panel.
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A tagged document will display shaded areas on the page that are numbered.

Adab Sy steris, | ne.
Comp any Frofile

Towre sedefised business, enberturment, sl pes sl

L-,;_E:be Systems Incorporated

o rerobdionsos how e wixld engages with ideas
and infom atian. For mors fham by o decades, the
company's svard wining softerars andiechnologes

Touch Up Reading Order [=]

Diraw a rectangle around the content then click
one of the buttons below:

oommncations by setiing new sandards for prodiecing
and delivering comerd ihal ecgages people midusily
arywhere ot seytime. From rich images inpeint, widen,
e film Lo e g el conbint Fos & variety of
meda the impect of Adobs solutions e evidend acroes
inchusees e felt Uy enyone who ceeates, views, and
inbeancts with oo dton, Witk o repegalion far
wxcallence and o porifolio of muny of the m o pespeciad

and recogezable softarere
slargest most

1aths i

shaged 4 e oo for puibbiching snd graphic wis fual woud d forrer
chimnjge hiow pecple create and ngag with mform i, The teo
men metinths late 1970 s while worling af the renowned Keror
Paio alio Resen chC enter (FARC), where they seserrched device-
indspendent graphic snteme md (rinting. Exciied by the poleniid
aftheir work 8o reshape compuling, Geschike and Wasnack
aveniually seadined that v ol yoray 1o ke i Ldaas ftom the 1a0

< | Show page content groups .

@ Page coptent order

argeomng 3 -
teckenology merket wodd ¥
‘e 10 crente theis own .

eomnpany. [n 1952, they
Founded Adobe System s
Incoepoauted oo & ampls
armine hew coult Lext

! Structure typas
| Shoyr table cells .

Display liiee elements in & single block

| Showr tables and figures n
| Clear Page Strycture... Show Order Panel
|
| Help Close

An untagged document will not display these numbered rectangles.

Adebe Systems, Inc,
Company Profile

Adobe Systems Incorporated
Adobe revelubcrezes how ke werld engages withidess —

and inform ation For more than o decades, the
coenpany's wwadwinrang softwane and techmolog e
have redefined husiness, enterininm ent, and persond
coenmunic st oas by setting new standards for produdng
ared delivering content that engsges people virtually
arpwlere & arpbime. From sich imagesinpnnt, videq,
and film 1o dynamic digital contert for & vasisty of
mecka the impact of Adobe sohtions is evident across
industries and felt by syone who creates, views, and
1nteracts witharform shon. With & reputabion for
excelencs and & portfabao of many of the most respected
and recogrizable software brands, Adobe is e of the
world's largest and most diversil ed softwase conpaies.

History of innovation
Audobe fomndets Clusk
Gregehie and John Wamock
shiared avigion for publishing and graphic asts that woul &f orever
change how people creste and engage withinfoomation. The two
menmet in the late 19705 while woeking at the renowned Kero:
Palo Alto Research Center (PARC), where they researched device-
independent graghic systems md pricting Frcibed by the polential
af thedt wonk 1o reshage compiting Geschie and Warnock
evarituall y realized that the only way to take their idess from the [ab

tothe busgeoaing
techocdogy masket would
be to creste their own
company. In 1952, they
foumded Adche Systems
Incarporsted on s ample
premase: how could text
and images co & computer
pegea iwandate bentifly
and oerEately indo prind? A
out labag, they hdped
lmanch the deskiop
publishing revalution by
irtroducing Adober)
PosSerptiny technelogy,

Touch Up Reading Crder

=]

Draw a rectangle around the content then click
one of the buttens below:

Text Figure

Form Feld Figure,

aption

Heading 1 Heading 4 Table

Heading 2

Heading 5 Ce

ading & Formula

Background
Table Edlitor

/] Show page content groups .
@ Page content order
7 Structure types

V| Show table cells | |
| Displ ay like elements in a single block

| Show tables and figures | |

Clear Page Structure... l Show Order Panel

Help | Close
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Add Tags to an Untagged Document

Tags can be added to untagged documents using Adobe Acrobat Pro DC. There are several ways to do
this:

e Add Tags from the Make Accessible Action Wizard

e Add Tags from the Accessibility Checker results

e Add Tags Manually via the Tags panel

2. Set Language & Tags Add Tags from the Make Accessible Action Wizard

— o QOpen the Make Accessible Wizard

@g} set Reading Language e Activate the “Autotag Document” command to

add tags to the document.
I} Autotag Document e Verify the tags in the Tags panel.

== ZefbAlternate Text

Add Tags from the Accessibility Checker Results

When the document is not tagged at all, “Tagged PDF” will be listed as “failed” under the Document tree
item.

To add tags to the document:
Right-click or press the applications key (Windows) on the “Tagged PDF—Failed” tree item

Verify tags have now been added to the document in the Tag panel. The “Tagged PDF” item will be listed

as “passed” under the Document tree.

= f| L When the document was tagged but specific content
. New Tag.. is still missing tags:
o < Cut e  Select “New Tag” from the Object tool in the
= | Delete Tag Tag panel.
q < e  Select the type of tag from the New Tag dialog
q < Find Tag from Selection and select OK.
q <f Create Tag from Selection e  Move the new tag to the location in the Tag
f| <f Find... tree where the content is missing.
1

[+
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e Highlight the missing object in the document pane.

e Right-click on the new tag in the tree structure.

e Choose Create Tag from Selection.

Add Tags Manually via the Tags Panel

With the Tags panel open:
Options 2 Add Tags to Document
or with the Accessibility panel open:

Tools pane = Add Tags to Document

Tags X

E) ®
Create Tags Root

Add Tags to Document

D

The Recognition Results Report for Adding Tags

Adobe Sys

Adobe revolution
and information.
company's award
have redefined by
cormnrmunications |
and delivering co:

I I

If Acrobat encounters potential problems while adding tags to the document, the Add Tags Report

opens in the navigation pane.

The report lists potential problems by page, provides a navigational link to each problem, and offers

suggestions for fixing them.
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Note: The Add Tags Report highlights tagging-related problems only. This file is temporary and cannot

be saved.

Tagging vs. Layout Table

Adding tags to a PDF may result in a tag structure that is overly complicated or problematic to fix
manually. Specific tags can be removed directly via the Tags panel or via the Touch Up Reading Order
tool. When a layout table is used, for example, the tagged table structure should be removed to create a

cleaner, simpler tagging structure.

Tags — Fixing and Repairing

The Tags panel is the most advanced panel for tagging PDF files and provides the most flexibility.
Advanced users may primarily use the Tags panel for tagging documents in combination with the
Selection tool for text and images. Advanced users will find the Touch Up Reading Order tool useful for

working with complex data tables and for selecting and tagging text that spans multiple objects.

Touch Up Reading Order Tool (TURO)

The Touch Up Reading Order tool provides the easiest way to fix basic reading order and tagging issues.
When the Touch Up Reading Order tool is activated, a dialog displays an overlay of highlighted

rectangles showing the reading order and tag type of page content. Each tagged region is numbered and

highlighted with gray or colored blocks (the color is adjustable from the

Touch Up Reading Order =]

TURO dialog); the lower the number, the higher the content appears in the

Draw a rectangle around the content then click ===
one of the buttons below:

page’s reading order. The reading order of page content should be

addressed first, followed by other semantic tasks.

Heading2 | | Heading 5 Use the Touch Up Reading Order tool to perform the following accessibility
tasks:

e Visually check, and then repair, the reading order of page content

Display the tag type of page content

| Show page content groups | }

Tag fillable form fields and their labels

@ Page content order

Structure types

Assign accessible labels for form fields and alternative text for images

V] Show table cells [ |

Specify heading structure

/| Display like elements in a single block

/| Show tables and figures | ]

Create formula, figure and caption tags

‘ Clear Page Structure... H Show Qrder Panel ‘

| — I R | View table structure including table headers and data cells
Help Llose
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e Fix the tagging of simple tables, and prepare complex tables for more advanced manipulation in
the logical structure tree

e Remove decorative content, such as ornamental page borders, from the logical structure tree

Selecting the Touch Up Reading Order Tool

To display the Touch Up Reading Order tool:
Tools > Accessibility = Reading Order

When the Reading Order command is selected, a dialog box opens that displays the overlay highlighted

rectangles that show the order of page content

Touch Up Reading Order |

Adobe Systems, buc.
Company Profile .
e Draw a rectangle around the content then dlick : ”

one of the buttons below:

EE:bt Systems Incorporated

e revalucnuzes how the world engages with idess
and infoesmition. For swes thas two decadeq the
company's s ard wrommg soflee e and techiucl ogles
tarre codefined amress, enterisinm enl, wnd personal
communirasons by setling new sandards for prochicng
e delivering content that ergages people nriuslly
arpwhere al argtime. From fehimegea ingeint viden,

o film to chmamic digtal cortent for & ven sy of Heading Hga |
ks, Birimpact of Adcte solulsoneis evidenl acoss

nchusstrie s and Fell by argpons who credes, vews md

rbaracts withinformation With & seputstion for Heading 3 Heading & Formula

e cellence end aportflio of many of themas respecied
wd recogizakle sofwere brands Adobe is one of the
wixlda largeet and most dverafied softwsre ciompan o8

o aut okt Wi ck - v okl & E b
shared avison for publishiesg and g aphec arls thet would foeever it
changs how pocgde crents and engnge with inform dion. The o
men met in the {ate 19703 whils workng a1 the rerowned Xerox
Palo Alte RessarchC evker (PARC), where Twy researched device-
mdependend graphic sysiems and prrting Excitsd by the polentid | Show page content groups .
of thadr wodlk to oo ahaps comgneang, Geachin and Wanock

evecdiially realited that e ooy woay (o lake thes rdeas Fram the 1ab @ Page content order

tectmalogy merket would WO altermnate te
b o create ther com - il D : _ ! Struchure types
company. In 1982, ey — .
Founded Adobe Systems - % 7|
o P | Show table cells [ |
i ge- o pould exk — x
5;“'?.;".’@,. mc,mpfj., " | Display like elements in a single Rlodk
sereen frandase beafially .
and secualsly inko print? A i V| Show tables and figures | |
year | ey, they helped
latzech the dasictop
i s revoition b
h(qg " | Clear Page Srycture.. | | Showy Order Panel
| Help | | Close

May 2006 Pagel cf8

Each highlighted region is numbered and highlighted with gray or colored blocks (colors can be
customized from the dialog); the numbers indicate each region’s position in the page’s reading order.
To display the content’s corresponding tag type rather than reading order, check the “Structure Types”

radio button.
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Touch Up Reading Order Tool Options

The Touch Up Reading Order tool includes the following options:

Text: Tags the selection as text.

Background: Tags the selection as a background element, or artifact, removing the item from
the tag tree so that it doesn’t appear in the reflowed document and isn’t read by screen readers.
Figure: Tags the selection as a figure. Text contained within a figure tag is defined as part of the
image and is not read by screen readers.

Figure/Caption: Tags a selected figure and caption as a single tag. Any text contained in the tag
is defined as a caption. Useful for tagging photos and captions and preventing caption text from
being incorrectly added to adjacent text blocks. Figures may require alternate text.

Table: Tags the selection as a table after the selection is analyzed to determine the location of
headings, columns, and rows.

Cell: Tags the selection as a table or header cell. Use this option to merge cells that are
incorrectly split.

Form Field: Tags the selection as a form field.

Formula: Tags the selection as a formula. Because speech software may handle formula tags
differently from normal text, it may be necessary to add a description using alternate text.
Heading 1, Heading 2, Heading 3, Heading 4, Heading 5, Heading 6: Tags the selection as a first,
second, third, fourth, fifth or sixth level heading tag. Heading elements can be converted to
bookmarks to help users navigate the document.

Show Page Content Groups: Outlines each content group, and allows the user to select between
Page content order, which displays content based on its numerical order value, and Structure
types, which displays content type, for example Paragraph or Figure, in place of numerical
values.

Page Content Order: Shows content elements as highlighted areas that contain numbers to
indicate the reading order. The rectangle next to this entry is a color swatch. Specify the desired
highlight color for page content order by clicking the color swatch.

Structure Types: Shows content elements as highlighted areas that contain letters to indicate
the tag type.The rectangle next to this entry is a color swatch. Specify the desired highlight color

for page content order by clicking the color swatch.
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Show Table Cells: Highlights the content of individual table cells. The rectangle next to this entry
is a color swatch. Specify the highlight color for Table Cells by clicking the color swatch.

Show Tables and Figures: Outlines each table and figure with a crossed-out box. The box also
indicates whether the element includes alternate text. The rectangle next to this entry is a color
swatch. Specify the highlight color for Tables and Figures by clicking the color swatch.

Display Like Elements in a Single Block: Highlights elements like radio button groups in a single
rectangle.

Clear Page Structure: Removes the tagging structure from the page. Use this option to start over
and create a new structure if the existing structure contains too many problems.

Show Order Panel: Opens the Order tab to allow reordering of the highlighted content.

The following items are only displayed when right-clicking a corresponding item in the document pane
while the Touch Up Reading Order tool is activated:

Table Editor: Automatically analyzes the selected table into cells and applies the appropriate
tags. Table Editor is only available for content that is tagged as a table.

Edit Table Summary: Available via context menu on a highlighted table. Allows the user to add
or edit a text description of the table that is read by a screen reader or other assistive
technology.

Edit Alternate Text: Available via context menu on a highlighted figure. Allows the user to add
or edit a text description about the figure properties that is read by a screen reader or other
assistive technology.

Edit Form Field Text: Available via context menu from form field. Allows the user to add or edit
a form field text description that is read by a screen reader or other assistive technology.

Delete Selected Item Structure: Removes the structure from the selected item.

Tips for using the Touch Up Reading Order Tool

When using the Touch Up Reading Order tool, consider the following:

Save the document (or a copy of it) before using the Touch Up Reading Order Tool.
Undo cannot be used to reverse changes made with this tool or the Tags panel.
Reverting to a saved document is the only way to undo such a change.

Choose View > Page Display > Single Page, when using the Touch Up Reading Order tool.
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When the Clear Structure button is activated, Acrobat clears tags from all visible pages—even

pages that are only partially visible.

Checking Read Order with the Touch Up Read Order Tool (TURO)

The reading order can quickly be checked by using the Touch Up Reading Order (TURO) tool. From the
Touch Up Reading Order tool you can:

e Add Alternative Text
e AddTags
e Correct Tags
e Edit the Reading Order
O Turn On/Off Like Elements
0 Change text order
0 Adjust/Divide Columns
(0]

Move items in the Order Panel/Dragging the number on the page to the document pane
NOTE: Page content should belong to no more than one highlighted region.

NOTE: By changing the order of a highlighted region, the reading order can effectively be changed for an

item without changing the actual appearance of the PDF.

To check the reading order with the Touch Up Reading Order tool

e Select the Touch Up Reading Order tool
e Inthe Touch Up Reading Order dialog box

e Select Show Page Content Order

Note: If highlighted regions do not appear in the document pane, the document does not contain tags.

Tags will need to be added to the document.
The page view may be modified by doing any of the following
e To specify a highlight color, click on one of the color swatches, the small squares to the right of
the check boxes for “Show page content groups”, “Show table cells” and “Show tables and

figures.” Select the desired color from the swatch that pops up in the Touch Up Reading Order

dialog.
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To highlight tables and figures, and to view alternate text for figures, select Show Tables And

Figures checkbox.

e Check the reading order of text within each highlighted region. Zooming in can make this step
easier.

e It may be necessary to uncheck the “display” like elements in a single block checkbox to verify
that elements within a single block are ordered correctly.

e Check the numbered order of all highlighted regions. If consecutive, numbered regions don’t
follow one another, reorder them in the Order panel.

e Click Show Order Panel, and then select each content entry (in square brackets [ ]) in the Order

panel to highlight that content region in the document pane. Use this method to find numbered

regions that cannot be seen or located on the page.

Change the Readling Order Using the Order Panel

In the Order panel, highlight an item in the list that corresponds to a numbered item in the document
view. Push the item up or pull it down until it falls into the proper sequence.

Select the Touch Up Reading Order tool.

In the Touch Up Reading Order dialog box, click Show Order Panel.

The Order panel shows a list of highlighted regions that appear in the document pane.

Push items up or drag them down to rearrange their order. (Note: copy and paste keyboard

commands can also be used).

Note: Another way to display the Order panel is from the Acrobat Pro menu. Select View > Show/Hide >

Navigation Panes > Order.

Accessibility ~
Crder X
£ Test Pl 48d - Heawpdf _____ Edit Tags with the Touch Up Reading
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Use the Touch Up Reading Order tool to create tags in untagged PDFs, or to add new tags to an existing
structure. This manual tagging does not provide the same level of detail to the tagging structure as the
Autotag Document command. For example, tags such as individual paragraphs, bulleted and numbered
lists, line breaks, and hyphens. Sometimes it may be necessary to activate the “clear page structure”
feature of the Touch Up Reading Order tool. Make sure that manual tagging is the only option before

clearing the structure.

Tag a Region
With the Touch Up Reading Order tool active:

e Drag within the document pane to select a region of the page that contains one type of content
(for example, a text block).
e To add more page content to the current selection, Shift-drag.
e Toremove page content from the current selection, Control-drag/Command-drag.

e Activate the appropriate button in the Touch Up Reading Order dialog box to specify the

tag type.
Change the Tag for a Region

If a page element is tagged incorrectly, change the tag type for the highlighted region.

e Select the Touch Up Reading Order tool.
e To select a highlighted region, click the number of a highlighted region.

e C(Click the button for the tag type where the highlighted region should be.

Add or Remove Content from a Tagged Region

The Touch Up Reading Order tool always displays as few highlighted regions as possible. If content

within a highlighted region does not flow properly, it may be necessary to split a region to reorder it.

e Highlighted regions may also contain adjacent page content that is unrelated or requires a
different tag type.

e Page content may become orphaned from related elements, particularly if the content doesn’t
fit within a rectangular shape.

e Use the Touch Up Reading Order tool to add or remove content from a region or to split a region

to reorder the content.



e Select the Touch Up Reading Order tool.
e Inthe Touch Up Reading Order dialog box, unselect “Display like elements in a single
box”
e Inthe document pane, select a highlighted region.
e Do one of the following:
e To add content to the current selection, Shift-click the content to add. The
pointer changes to include a plus sign (+).
e To remove content from the current selection, Control-click/Command-click the

content to be removed. The pointer changes to include a minus sign (-).

e Click the button for the tag type to be highlighted.

Split a Region into two Regions

Select the Touch Up Reading Order tool.

In the Touch Up Reading Order dialog box, unselect Display like elements in a single box.

In the document pane, drag to select the content to create as the new region.

Activate the desired tag button (such as text) in the dialog box. The highlighted region splits into
two regions, numbered from left to right.

To correct the reading order, click Show Order Panel, and drag the split region to the correct

location in the Order panel.

Note: Regions can be combined by selecting each item in the Order panel (Shift+click) and then choosing

the desired tag button in the Touch Up Reading Order dialog box or by choosing the tag type from the

context menu.

Apply a Heading Tag

To help readers navigate a document and understand the logical structure of document content, tag
content that represents a heading with the appropriate heading level to indicate its position in the

document hierarchy.

Select the Touch Up Reading Order tool.
Select the heading text in the PDF.
In the Touch Up Reading Order dialog box, activate the button corresponding to the appropriate

heading tag (for example, Heading 1, Heading 2).
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Remove Page Elements from the Tag Structure

Automatic tagging cannot always distinguish between instructive figures and decorative page elements.
Items that visually enhance page layout, such as decorative borders, lines, or background elements, can
add clutter to the structure layout and should be removed. Decorative elements may be tagged as
figure tags instead of artifact elements that are not presented to users of assistive technology. You can
remove decorative and irrelevant page elements from the tag structure by redefining them with the
Background (artifact) tag. Simply deleting these tags from the structure will prevent them from being
seen by assistive technology, but the Accessibility Checker will then flag these untagged elements.
Therefore, it is best to tag these elements as artifacts by choosing the Background button of the Touch

Up Reading Order tool.

e Select the Touch Up Reading Order tool.
e |Inthe Touch Up Reading Order dialog box, select Show Page Content Order and Show Tables
And Figures.

e |nthe document pane, select the page element, and then click Background in the dialog box.
Apply a Figure Tag

Non-decorative figures must provide alternative text to users who cannot see them. Select an element
and define it as a figure by using the Touch Up Reading Order tool. Once it is defined as a figure, add
alternate text to describe it.

e Activate the Touch Up Reading Order tool.

e Select the figure by drawing a rectangle around it.

e Inthe Touch Up Reading Order dialog box, activate the Figure button.

e Inthe document pane, right-click the region and choose Edit Alternate Text (See “Figure 28. Add
/ Edit Alternate Text with Touch Up Reading Order”).

e Enter the desired alternate text in the Alternate Text dialog (See “Figure 29. Touch Up Reading
Order Alternate Text Dialog”).

e Select the OK button.

Use the Touch Up Reading Order to tag figures with captions

Use the Touch Up Reading Order tool to correct tag figures with on-screen captions. Determine whether

figures include caption. Typically this occurs when an image such as a graph or illustrative photograph is
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provided with text below or above it that describes or labels the figure. Background elements that

should not be announced should be tagged as background elements.

e Select the Touch Up Reading Order tool, and activate Show Tables And Figures in the dialog box.

e It may be necessary to do the following:

e [f afigure with caption is not tagged as a figure/caption, select the desired image and text
caption content, and then activate the Figure/Caption button in the dialog box.

e To remove text that was incorrectly combined with a figure, drag to select the text, and click the
Text button in the dialog box.

e Toinclude a caption that is visually grouped with the figure, select the figure and caption, and

click the Figure/Caption button in the dialog box.
Add Alternate Text with the Touch Up Reading Order Tool

Screen reading software used by people who are blind or visually impaired cannot describe graphical
elements that illustrate important concepts in a document. Thus, the document author must provide
the description using alternate text. Figures are not recognized or announced by a screen reader unless
alternate text is added to the tag properties. Alternate text that is applied to text elements is not
generally announced by screen readers. The actual text property must be set to change what is

announced by screen readers for non-figure elements. To set alternative text for a figure:

e Select the Touch Up Reading Order tool.

e Select Show Tables And Figures in the dialog box. Figures that are missing Alternate Text will
have a flag indicating “Figure—No alternate text exists”

e Right-click the figure, and choose Edit Alternate Text from the pop-up menu.

e Inthe Edit Alternate Text dialog box, type a new (or edit an existing) description for the figure.

e Select the OK button.

Show reading order panel
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Tables In Details

Use the Table Editor to check and correct table tags. By viewing table tags, determine whether columns,
rows, and cells have been correctly identified. Tables that lack well-defined borders and rules are often
tagged incorrectly or contain adjacent page elements. It is possible to correct poorly tagged tables by

selecting and redefining them; it is possible to split combined cells by creating a tag for each cell.

e Select the Touch Up Reading Order tool.

e Select the Show Tables And Figures button.

e If the table is not clearly labeled in the document pane, drag to select the entire table, and then
click Table in the dialog box.

e Click Show Table Cells to make sure that all cells in the table are defined as individual elements.
If cells do not appear as separate elements:

e Use the Touch Up Reading Order tool to select a single cell from within a merged cell.
e Select the Cell button in the dialog box. Repeat for each split merged cell.

Note: If cells are not highlighted, the table might not use standard table formatting. Re-create the table
in the authoring application.

Add a Table Summary

With the cursor over the table, right-click to add a Table Summary. The Edit Table Summary option is
available in the menu that appears when a right-click is performed on a highlighted table. This allows the
user to add or edit a text description about the table properties that may be read by a screen reader or

other assistive technology.

Editing Table Tags
Place the Table in Editing Mode
There are two ways to place Tables in Table Editing Mode with the Touch Up Reading Order tool:
e With the cursor over the table, right-click to select Table Editor from the context menu to place
the table in Table Editing mode.
e Use the Order panel.
e Activate the Show Order Panel button in the Touch Up Reading Order dialog.

e Highlight a cell from the table in the Order panel.
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e The Table Editor button in the Touch Up Reading Order tool becomes active.

e Select the Table Editor button on the Touch Up Reading Order dialog to place the table

in Table Editing Mode
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Table Editor Options

In Table Editing mode, the borders of the table cells are highlighted. It is possible to change the color of

the border.
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Table Editor Options

Right-click on the table and choose

Color Options

Border color
Header cell colar
Data cell color

Selection color

Label Cption

Show cell type (TH or TDY

Show cells that span multiple rows or columns

“Table Editor Options” to display the

options dialog. The Table Editor Options
dialog allows users to control how table
cells and table headers are displayed by

Acrobat when using the Touch Up

ECOEEN

Reading Order Table Editor

Ok

‘ ‘ Cancel

Selecting Table Cells

Select individual cells by clicking within the borders with the mouse. Select multiple table cells by

holding down Shift and clicking. Some properties for multiple cells can be set at once thus saving time

tagging large and complex tables.

Edit Cell Properties

Once in Table Editing mode, right-click to display the Table Cell Properties dialog.

Table Cell Properties

Type

@ Header Cell Scope: Calumn

(@) Data Cell

Attributes

Row Span: |1
Column Span: |1

ID: ‘

Associated Header Cell IDs:

CK

==

The Table Cell Properties dialog can be used to:

e Specify the type of a table cell (Header cell or Data cell)
e Set cell attributes that span more than one row or
column

e Assign a scope of row, column, both, or none, to header
cells

e Assign a unique header ID for Table Headers

e Associate Data cells with Header IDs that have been

created for the table
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To correct complex tagging issues in data tables, it may be necessary to use the Tags panel and the Table

Editor in combination.

Simple Tables

Tables with only one row or column of header cells, the easiest approach is to:

e set each cell in the header row or column to type “header cell”
e set the scope on each cell to the appropriate item
e “row” for row headers on the left side of the table or

e “column” for column headers that appear across the top of a table.
Data tables should always have headers tagged this way, or with IDs and headers.

Complex Tables

Tables with more than one row or column of header cells, IDs and headers must be used.

IDs and headers refer to the method to associate data and header cells in data tables. This process is
very similar to that of HTML data tables. Assign an ID property to each header cell. Then add mappings
to the ID or IDs that label the cell in the Headers list. Headers are announced by screen readers in

reverse order in the headers list.

Verifying Table Structure with the Tags Panel

In the Tags panel, expand the tags root to view a table tag.
e Select the table tag <Table>
e Verify that it contains one of the following elements:
e Table Rows <TR>, each of which contains Table Header <TH> or Table Data <TD> cells

e <THead>, <TBody>, or <TFoot> section, each of which contains Table Rows (The Table

Rows contain <TH> cells, <TD> cells, or both).

Do one or more of the following:
If the tag for the table doesn’t contain these elements, but rows, columns, and cells:

e Use the Touch Up Reading Order tool to select and define
e Thetableor

e Individual cells.
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If the table contains cells that span two or more columns or rows:
e Set ColSpan or RowSpan attributes as appropriate for these cells in the Table Editor of the Touch
Up Reading Order tool.
e |F neither feature is resolving the accessibility:

e Re-create the table in the authoring application, and then convert it to a tagged PDF.

Complex Structures: Managing Reading Order & Tagging beyond the TURO

Remove or Replace Document Structure Tags using the Touch Up Reading Order Tool

If the tags in a PDF file in Acrobat appear to be overly complicated and cannot be managed, it is possible
to re-tag an already tagged document. To do this, first remove all existing tags from the tree. Use the
Touch Up Reading Order tool to remove or replace the current structure. If the document contains
mostly text, select a page and then remove headings, tables, and other elements to create a cleaner,

simpler tagging structure.

Remove All Tags from a PDF Document
The Touch Up Reading Order tool is very useful to create tags in untagged PDFs or to add new tags to an

existing tagged structure.
The Add Tags to Document command provides more detail such as:

e paragraphs

e bulleted

e numbered lists
e line breaks

e hyphens
Before clearing the existing structure, make sure that manual tagging is the only recourse.
To remove the tags from the entire PDF document, do the following:

e Open the Tags panel and select the root (topmost) tag, Tags.

e Inthe Tags panel, choose Options > Delete Tag.

Note: The Clear Page Structure command in the Touch Up Reading Order dialog box removes all tags
from the currently visible pages and not from any pages that are not visible.
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Replace the Existing Tag Structure on a Page
This process works best in pages that contain:
e Asingle column of text
If the page contains multiple columns:

e Each column must be selected

e Tagged individually.
Select the Touch Up Reading Order tool.
In the document pane:

e Dragto select the entire page
e Include both text and non-text elements

e Control-drag/Command-drag around non-text page elements
e Figures
e Captions

e To deselect them until only text is selected on the page.

e Click Text in the Touch Up Reading Order dialog box.

e Inthe document pane
e Select a non-text page element
e figure
e caption
e Click the appropriate button in the dialog box to tag it.

e Repeat until all page content is tagged.

Complex Structures: More Advanced Reading Order & Tagging Tasks

To perform more advanced reading order and tagging tasks such as:
e Table of Contents
e Adding replacement (actual) text for blocks of text
e Removing obsolete tags

e Adding replacement (actual) text to links
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It may be necessary to use the Content panel and the Tags panel. The Touch Up Reading Order tool

generally changes and synchronizes both of these panels, but the two can become out of sync.

Content Pane/

Use the Content panel to correct reflow problems in a PDF that cannot be corrected by using the Touch
Up Reading Order tool. Take note that it is easy to damage a PDF by editing content objects, as
removing a content object will remove the object from the visual page. Be familiar with the PDF

structure before changing anything.

The Content panel provides a hierarchical view of the objects that make up a PDF, including the PDF

object itself.

e Each document includes
e One or more pages
e Set of annotations
e comments
o links
e Content objects

e Containers

o Text
e Paths
e Images

Objects are listed in the order in which they appear on the page. Objects in the Content panel do not

require tags to view or change the object structure.
To display the Content panel:

View - Show/Hide = Navigation Panes = Content

Click the plus sign (+) (Windows) or the triangle (A) (Mac OS) next to the document name to view each

page content entry.
Control + click expands the entire content tree.

The Content panel provides an option to show the corresponding tag in the Tags panel by activating the

III

context menu and choosing “Show in Tags Pane
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It is helpful to have Acrobat highlight items in the document view when the associated item in the

Content panel is selected. By default, Acrobat will highlight content in the tag and content panel trees.

To toggle the highlight feature on and off:

Options Menu > “Highlight Content”

Containers or objects can be moved by selecting them and doing one of the following:

e Dragit to the desired location.

Choose Options = Cut = Select the tag above the location = Choose

Paste from the Options menu (Standard Windows and Mac keystrokes also work).

= Container <Artifact> May 2006 Page 1 of £
= Container <Figure> Image {217} w342 h:5
= Container <Figure> Image (218} w641 h:d
= Container <P >
= | Container <H1>

New Container

R §Container <P> PDF Test Suite — Docu

i+ g Container <H2> History of Innovatior cut

5 Container <P> Adobe founders Chucl Delete
[+ g Container <Figure> PathPathPathPath

||_|;1 Page 2 Save Selection As

|[_'-] Page 3 Edit Object...

||j Page 4

||j Page 5 Find Content fi

||j Page 6 Find...

| |j Page 7

| |j Page 8

Create Artifact

Show in Tags Pane

Highlight Content |

Edit Container Dictionary

To move a container to another page
e Cut the container to move
e Select a container on the page to move the container to
e Choose Paste from the Options menu

e Drag the container out of one level to the desired location

avered
COITmnurn
and delit
anywher
and film
e cia, t
ndustrie
interacts
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world's I

tothe by
technolc
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founded
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Container elements can’t be
pasted directly to page

elements.
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Content Panel Options

In the Content panel, use the Options menu or right-click an object to choose from the following
options:
e New Container: adds a new container object at the end of the selected page or container
o Edit Container Dictionary: specifies the dictionary for the container
e Errors in this dialog box may damage the PDF
e This option is only available only for containers that include dictionaries
e Cut: cuts and copies: the selected object (not the related page content)
e Paste: pastes content directly below the selected object at the same hierarchical level
e Paste Child: pastes content into the selected object as a child content item
o Delete: removes the object (not the related page content) from the document
e Find Content From Selection: searches for the object in the Content tab that contains the
object selected in the document pane
e Find: searches for unmarked (untagged) artifacts, content, comments, and links.
e Options allow page search or document, and to add tags to found items.
e Create Artifact: defines selected objects as artifacts.
e Artifacts are not read by a screen reader or by the Read Out Loud feature.
e Page numbers, headers, and footers are often best tagged as artifacts.
o Remove Artifact: removes the artifact definition from the selected object.
e Highlight Content: when selected, highlights appear in the document pane around content that
relates to a selected object in the Content tab.
o Show Metadata: allows viewing and editing of image or object metadata.

e Properties: opens the Object Up Properties dialog box.
Complex Structures: Tagging, Tagging, Tagging

The Tags panel allows the viewing and editing of tags in the logical structure tree, or tags tree, of a PDF.
The first item in this structure is the Tags root. All other items are tags representing standard PDF
structure elements and are children of the Tags root. Tags use coded element types that appear in angle
brackets (< >). Each element, including structural elements such as sections and articles, appear in the
logical structure order by type, followed by a title and the element’s content or a description of the

content. Structural elements are typically listed as container—or parent—tags and include several
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smaller elements—or child tags—within them. The tag description is not seen by users of assistive

technology and can be used by the author to provide comments during the tagging process.

Directly Change Tag Types

Pressing F2 or Double Clicking the tag name in the tree
e Tag names are case-sensitive
e Many tagging issues can be corrected by using the Touch Up Reading Order tool.
e Tags panel to address detailed tagging of tables and substructure items—such as
e paragraphs
o lists

e sections that require multiple languages

Order of Tools to Add, Change & Modify Tags

e Use the Autotag Document feature
e Touch Up Reading Order tool

e Tags panel to modify the tags
Note: Important!: Operations performed in the Tags panel cannot be undone with the Undo command.

Save a backup copy of each document before beginning work on it in the Tags panel.

Display the Tags Panel

View = Show/Hide = Navigation Panes = Tags

e Expand or collapse the tag for an individual element or section by clicking on it.
e Expand or collapse the entire tree or a node on the tree that has children with:
Control-click the plus sign (Windows) or Option-click the triangle (A) (Mac OS) next to the Tags

root to show all tags in the logical structure tree.

You may find it helpful to toggle whether Acrobat highlights items in the document view when the
associated item in the Tags panel is selected.

From the Tags panel options menu, “Highlight Content” can be turned on or off.
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New Tag...
Delete Tag
Eind...

Edit Class Map...
Edit Role Map...

Tag Annotations

Document is Tagged PDF

Highlight Content

Properties...

Edit Tags in the Tags Panel

It is also possible to show the corresponding content tag in

the Content panel from the Tags panel by:

. Activating the context menu and choosing “Show in

Ill

Content Pane

There are many actions that can be taken on a tag within the Tags panel:

e Adding atag

e C(Creating a tag from the document selection

e Editing a tag title

e Changing a tag location

e Changing the tag type for an element

e Deleting a tagTo reveal the Object Properties for any tag:
Object Properties =

Content| Tag |Co|or |

Select the desired Tag = Perform one of
the following:

Type:  Figure

e Right-click (or activate the context

Title: |

menu) and select Properties or

Actual Text: |

Two bullet traing

Alternate Text:

o Select Properties from the Tags Panel

Option Menu.

1D:

Language:

Edit Tag.. ] [ Edit Attribute Objects. ] [ Edit Attribute Classes... ]

Close
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Edit a Tag Title

From the Tags panel:
e Expand the section of the desired logical structure to edit.
e Select the desired tag to edit.
e Choose Properties from the Options menu.
e Enter text in the Title box.

e Select the Close button.

Note: The F2 command can also be used within the tags tree to edit the tag type and title.

Make sure that the tag type does not get overridden.

Move a Tag

From the Tags panel:
e Expand the Tags root to view all tags.
e Select the Tag icon of the element to move.

e Then do one of the following:

e Drag the tag to the desired location.
e When dragging, a line appears at available locations to place the tag.
e Choose Cut from the Options menu,
e Select the tag that appears above the desired location to paste the cut tag
e From the Options menu, choose:
e  Paste to move the tag to the same level as the selected tag, or

e Choose Paste Child to move the tag within the selected tag.

Change the Element Type

From the Tags panel:

e Expand the section of the logical structure to change.

e Select an element.

e Choose Properties from the Options menu or from the context menu.
e Choose a new element type from the Type menu.

e Select the Close button.
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Tags Panel Options

In the Tags panel, use the Options menu or right-click a tag in the logical structure tree to choose from

the following options:

e New Tag: Creates a new tag in the logical structure tree after the currently selected item.
Specify type and title of the new tag.

e Cut: Removes the selected tag from its current location and puts it on the clipboard.

e Paste: Places the tag on the clipboard into the location specified, replacing the selected tag.

e Paste Child: Places the tag on the clipboard into the location specified, as a child of the selected
tag.

o Delete Tag: Removes the selected tag.

e Find Tag From Selection: Searches for the tag in the Tags tab that contains the text or object
selected in the document pane.

e Create Tag From Selection: Creates a new tag in the logical structure tree after the item
selected in the document pane. Specify the type and title of the new tag.

e Find: Searches for artifacts, OCR suspects, and unmarked (untagged) content, comments, links,
and annotations. Options allow searching the page or document and adding tags to found items.

e Change Tag To Artifact: Changes selected tags to artifacts and removes the tagged content
from the structure tree.

e Copy Contents To Clipboard: Copies all content contained within the selected tags.

e Edit Class Map: Allows the addition, modification, and deletion of the class map, or style
dictionary, for the document. Class maps store attributes that are associated with each element.

e Edit Role Map: Allows the addition, changing, and deletion of role maps for the document. Role
maps allow each document to contain a uniquely defined tag set. By mapping these custom tags
to predefined tags in Acrobat, custom tags are easier to identify and edit.

e Tag Annotations: When selected, all new comments and form fields are added to the tag tree;
existing comments and form fields aren’t added to the tag tree. Highlighted and Underlined
comments are automatically associated and tagged with the text that they annotate and don’t
require this option.

e Document Is Tagged PDF: Flags the PDF as a tagged document. Deselect to remove the flag.

e Highlight Content: When selected, causes highlights to appear around content in the document

pane when selecting the related tag in the Tags tab. The default option is on.



e Show in Content Panel: Shows the Selected tag’s contents in the Content panel.
e Show Metadata: Opens a read-only dialog box that contains reference information about the
selected tag.

e Properties: Opens the Object Properties dialog box.

Create a New Child Tag

From the Tags panel:

e Select the node the tag should appear inside.

e Choose New Tag from the Options menu.

e Select the appropriate tag type from the Type pop-up menu, or type a custom tag type, title the
tag (optional).

e Select the OK button.

Add Tags to Comments
When tags are added to a PDF that includes comments, the comments are tagged as well. However, if
comments are added to a PDF that’s already tagged, comments are untagged unless comment tagging is

enabled first.

Note: To Enable comment tagging in a PDF, in the Tags panel:

Options = Tag Annotations

Comments or markups that are added to the PDF are tagged automatically.
If a document contains untagged comments:

e Inthe Tags panel, choose Find from the Options menu.

e |nthe Find Element dialog box, choose Unmarked Comments from the Find pop-up menu, and
click Find.

e When the comment type appears in the Type field (for example, Text), activate Tag Element,
choose Annotation from the Type pop-up menu in the New Tag dialog box, and then activate
the OK button.

e Inthe Find Element dialog box, activate the Find Next button to locate and tag all comments,

and then activate the Close button.
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Add Links or Form Fields

Links and form fields should have already been added to the document. However, if the form fields or

links were already present and tags already existed in the document, use the following steps to make

the form field or link accessible. It is NOT enough to simply place the content under a link or form tag in

the tags tree -- an appropriate object tag must also be present as a child of the parent link or form tag in

the tree along with the corresponding text node.

From the Tags panel:

Locate the parent element in the tree to insert the desired link or form field (if the appropriate
node does not exist, create it first).

Choose Find from the Options menu.

In the Find Element dialog box, choose “Unmarked links” to find and tag links or “Unmarked
annotations” to find and tag form fields from the Find pop-up menu.

Select the Find button.

If the item is located, activate the Tag Element button.

In the Find Element dialog box, select the Find Next button to locate and tag all comments.

Select the Close button.

Set the Language for Specific Text

When a language is set for an element in the tag tree, that language applies to all content under the tag.

If the different language is part of the same tag, it must first be split out into a separate tag.

An easy way to do this is to create a new Span tag below the current element and then arrange the text

content under the current tag in the appropriate location.

Select the text node that must be split.

Activate the context menu and choose New Tag.

From Type, choose Span and Activate the OK button.

Select the new span tag.

Select the text in a different language in the document pane.

Right-click or activate the context menu on the new span element in the tag pane.

Choose “Create Tag from Selection.”
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e Reorder any text that appears after the span element so it appears after the span element (the
text should appear as two separate text nodes under the parent element as siblings of the span

element).

To set the language

e Select the tag in the Tags tree that contains the content in a different language.
e Right-click to activate the context menu.

e Choose Properties from the Options menu.

e Select the Tag tab of the Object Properties dialog.

e Select a language from the Language drop-down.

e Activate the Close button.

Note: The language that is specified for an element also applies to all elements nested under it in the

logical structure tree.

Adobe PDF Forms

Create Interactive Forms: Used by Anyone

Adobe Acrobat Pro DC form creation tools make it simple to create interactive form fields that are
accessible to users with disabilities, including those with visual impairments and mobility impairments.
The following is required:

e Properly structured fillable fields
e Setting a tab order to control a logical sequence

e Adding tooltips to fields

To determine if a PDF document should be an interactive form, examine the file for the presence of
form fields, or areas in the document where users are asked to provide information that you would like
to collect. If the form contains these qualities, the document can be made electronically fillable, allowing

users to complete the form online.

There are several items to be aware of when creating accessible electronic forms. Specifically, authors

must provide:

e Accessible and on-screen labels

e Instructions (including field constraints and requirements)
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e Alogical tab order
o No keyboard traps or non-user initiated changes in focus
e Error identification and suggestions (when known)

e Error prevention for legal or financial information

Using the Tooltip property value, it is possible to add text to a check box. When form objects are used in
Acrobat, the object’s type (such as Check Box), and state (checked or unchecked) will also be exposed to

assistive technologies.

Types of Interactive PDF Form Fields

A PDF form created with Adobe Acrobat Pro DC’s forms editing tools can contain the following types of
fields:

o Text Field: Allows the user to type in text, such as name, address, or phone number.

e Check Box: Presents yes-or-no choices for individual items. If the form contains multiple check
boxes, the user can typically select as many or few of these as needed.

e Radio Button: Presents a group of choices from which the user can select only one item from
the group. All radio buttons with the same name work together as a group.

e List Box: Displays a list of options the user can select. List boxes have a field property that lets
the user Shift-click or Control-click to select multiple items on the list.

e Combo Box: Allows the user to either choose an item from a pop-up menu or type in a value.

e Button: Initiates a change on the user’s computer, such as opening a file, playing a sound, or
submitting data to a web server. These buttons can be customized with images, text, and visual
changes triggered by mouse actions. Action buttons are different from radio buttons, which
represent data choices made by the user.

o Digital Signature Field: Allows the user to electronically sign a PDF document with a digital
signature.

e Barcode: Encodes the input form selected fields and displays it as a visual pattern that can be

interpreted by decoding software or hardware (available separately).

Automatic Field Detection: Form Wizard

The Prepare Form Wizard in Adobe Acrobat Pro DC can be used to create interactive forms from an
existing electronic document (for example a Word, PDF, or Excel document) or from a paper form that

was placed in a scanner with the resulting image opened in Acrobat.
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e Authors can also create forms manually in Acrobat, or individually add form fields to an existing
document using the form tools.

e Acrobat’s automatic form field detection will attempt to locate any labels that are adjacent to
the form field (text, check box, etc.) and use any labels it finds as the source for the accessible
label.

e Aform element and form objects for each field will be created in the Tags pane.

To make an electronic form fillable with the wizard start by selecting the Prepare Forms Wizard from the

Tools pane.

(—

Prepare Form
Qpen | -
To open the Select a File and Scan a Document File to begin pane.
Select a file or scan a document to begin
Form field auto
detection is on by

default. When

“Start” is selected,

- Iml Acrobat

automatically
searches for and
creates any form
Select a file Scan a document fields it detects,
and places the
|:| This document requires Signatures

document in Form

Editing Mode.
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From the Select a File or Scan a Document to begin pane, select one of the following options and then
follow the on-screen instructions.
e Select a File: This option converts an existing electronic document (for example Word or PDF) to
an interactive PDF form.

e Scan a Document Form: This scans a paper form and converts it to a PDF form.

Acrobat Pro DC Prepare a Form

When either the “Select a file” or “Scan a document form” option is chosen:
e Adds any detected form fields
e  Puts the document in Forms Editing Mode
From here, you can:
e Add
e Editor
e Delete the automatically created form fields

Prepare Form ~ * II[ \i] @ EB EB == E\| (] * @ Preview X

I. Please complete the entire claim form along with corresponding section and s © auen CENTER
2. One of the following must be attached as supporting documentation (always 1
¢ Health Care Remmbursement Account: an itenuzed bill from the prov
statements). service performed. and cost or an Explanation of Benefits (]

of service. service performed. and cost.

- . . . . MATCH SIZE DISTRIBUTE
¢ Dependent Care Reimbursement Account: a bill or receipt showing dates ? ”
applicable dependent information. You may also have the provider sign t
Employee Name | enarn] | TI fore "
» | Street | == | » FHDS = &
. B[ Pagel =
City | | State I_ .
o 1] ename
[l ssn
[1] estreet
HEALTH CARE EXPENSES: ] edity
[ estate

= = O T S O T

During form field detection, Acrobat may have missed some fields, or created unnecessary ones.

It may also have created fields of the wrong type.

Verify the fields and field names on the form.

The Forms Editing toolbar may be used to add more fields.
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Creating a Form without the Forms Wizard

Create Form Fields Manually

If a blank form is created through the Create PDF wizard, it is possible to add new form fields to the PDF
by selecting Prepare Forms from either the Tools pane or from the right-hand side of the document.
Fields may then be selected from the Forms Editing Toolbar that presents the eight possible Acrobat

field types.

Forms Editing Mode

In Forms Editing Mode, you can:

e Add

e Edit

e Delete any existing form object
The Acrobat Pro DC user interface changes when in Forms Editing Mode. The Form Editing Toolbar
appears and provides access to the:

e Select Object tool

e Add New Field buttons for each field type

e Form Preview button
On the right-hand side of the Forms Editing Toolbar, beneath the Preview button, the Distribute, Track,
More, and other formatting commands are displayed. The Fields pane shows any interactive fields that
are currently part of the form. You can exit this mode by selecting the Close Forms Editing button above

the Preview button.

Selecting a New Form Field to Create

A form field can be created by choosing one of the form tools. For each field type, it is possible to set a
variety of options through the form field Properties dialog box.
The forms tools can be accessed in one of two ways:

e Select one of the commands from the Form Editing Toolbar

e Right-click over the form to add new fields

k‘ ITI] |v @ |£i| :" ok EE}" m * @
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Form Editing Toolbar

Text Field

Check Box

@ Radio Button
List Box

EEI Dropdown
Button

|T_|£>' Digital Signature
Barcode

Right-click Form Editing Menu

Show Tab Numbers
Show Grid Ctrl+LU

= Frint. Cirl+P

Document Properties.. Ctrl+D

Page Display Preferences..,

Positioning and Naming the New Form Field

Once a form tool has been selected, a crosshair cursor appears, and a blue region defines the outline of
the form object selected for placement.
e Onthe page, click where the field is to be added.
o Afield with a default size
e To create a field using a custom size,
e Drag arectangle to set the dimensions of the field.
e Inthe Field Name box:
e Type the name of the field
e Select a name that is relevant and descriptive to make organizing and collecting the data
easier.

e This name is not shown to users of the form.

SR T -

Last Name [ Field Name:

. Field Name Box
|F|rst Mame

Mailing Address
[ Required field All Properties

8l|Page



To test the form

e Select the Preview button at the top of the document window.
Preview lets you view a form the way a form recipient would, and gives the author a chance to
verify the appearance and behavior of the form.
If a form is being previewed, click the Edit button to return to Forms Editing Mode.
e Set the accessible name for the field.
e This is how the field will be announced by assistive technology.

e Other properties such as required field notation may also be set here.

Note: If the “Keep Tool Selected” option is checked in the forms toolbar, the Field Name box doesn’t

appear after adding a field.
Each time the page is clicked, a new field is added to the form. To exit this mode:

e Press the Esc key or click the Select Object Tool button.

e To modify the properties of a field, double-click it.

Form Field Properties

How a form field behaves is determined by settings in the Properties dialog box for that individual field.
Properties can be set that apply:

e Formatting

e How the form field information relates to other form fields

e Impose limitations on what the user can enter in the form field

e Trigger custom scripts

e And so forth

To modify a field’s properties:

Right-Click it or Select and then press the Application key

A variety of properties can be set for an Acrobat form field, depending on the form field type. The
properties for each type of form field are selected on a series of tabs. When a property is changed, it is

applied as soon as another property is selected or when Enter is pressed.
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All form field types have a:
e General tab
e Appearance tab
e Actions tab

Other tabs appear only in specific types of form fields.

The Options tab appears for most form field types, but the options available are unique to each type of

form field.
You can leave the Properties dialog box open if you want to change multiple fields at once.

Tooltips for Form Fields

The Tooltip field on the General tab of the field properties dialog is the most important item. The
content of the Tooltip will be announced by screen readers. Tooltips should be short and descriptive.

Tooltips should not include:
Type of field or text such as “Click to enter”

A good Tooltip is:
e “First Name” for a first name field and
e “Sign-up Date” (2 digit month / 2 digit day / 4 digit year) for a Sign up date
e “City” field for a shipping field

o As well as the on-screen label, “Ship to City” or “Shipping Address City”

The tooltip also displays text that users may find helpful in filling in the form field. Tooltips appear when

the pointer hovers briefly over the form field.

To set the Tooltip Property of a Form Field

e Ensure that the Select Object tool is selected from the toolbar

e Open the field properties dialog
0 Double-click a selected form field; or
0 Right-click or select and press the applications key and select properties; or
0 Select the desired field and press the shortcut keystroke (Control+l1)

e Enter a short and concise label into the tooltip field.
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The tooltip should provide any group label for a group of fields along with the field’s label (refer to the

special instructions for radio button groups in the next section Tooltips for Radio Buttons).

Text Field Properties | p—— @ Set Name and

Tooltip Value for

General ‘Appearance | Fosition | Cptions |Actions | Format | Validate | Calculate|

Form Field

MName: ‘First Mame

Tooltip: ‘First Mame

Common Properties

Form Field: lViSib|e '] [1Read Only

Qrientation: degrees DRequireg

[ Locked Close

Tooltips for Radio Buttons

To create a Radio Button group, where only one field can be selected at a time, assign each field the

same name and the same tooltip, but provide different Button Choices (values).
The Radio Button choice is a field in the Options tab of the Radio Button Properties dialog.

The Tooltip and button value will be announced to users of assistive technology for each Radio Button.
When the same Radio Button name is assigned to a Radio Button, the Tooltip field should automatically

be populated with the Tooltip text from the other Radio Buttons in the group.
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Example: Create a Radlio Button Group

Create a Radio Button group that asks the question, “Address Type.”

Create four Radio Buttons. For each button, choose to give the button the identical name, “Address

Type.” For each Radio Button, the identical text appears in the Tooltip field, such as “Address Type”

Mai]ing Radio Button Properties
Shipping Setting Identical

Billing General | Appearance | Position | Options |Actions| Name and Tool

Tip Value for a
Wame: |Address Type P

Radio Button

Tooltip: Address Type

Group

For the button next to the label indicating “Mailing,” enter “Mailing” in the Radio Button Choice field

under the options tab in the Radio Button Properties dialog.

Mﬁih'ng Radio Button Properties

Stupping Setting the Radio
Billing |Genera| |Appearance | Position‘ Options ‘Action5|

Button Style:
Radio Button Choice: W

Editing or Modifying an Existing Form Field

Button Choice

Acrobat form field properties can only be accessed in Prepare Forms mode. Properties for multiple form
fields can be set at once.

To edit multiple form fields:

e Select the fields to edit
e Hold down control and click each field to select
e Right-click/Control-click one of the selected fields
e Choose Properties
e Change the properties on each of the available tabs, as needed
e Property is changed as soon as another property is selected or Enter is pressed

e Activate the Close button or press Enter to close the Properties dialog box.
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If form fields are selected that have different property values some options in the Properties dialog box

are not available. Otherwise, changes to the available options are applied to all selected form fields.

NOTE: To avoid accidental changes to the form field, select Locked in the lower left corner of the

Properties dialog box before it is closed. To unlock, click the check box again.

Deleting a Form Field

With the document in Prepare Forms mode, click on the field to delete and do any of the following:

e Right-click and select Delete

e Press the Delete key.

Field Actions
There are many different actions that can be associated with a form field, such as:
e Mouse Entry
e Mouse Exit
e Mouse Up
e Mouse Down
e On Focus

e OnBlur

Mouse-only actions will not be keyboard accessible.

All functionality must be keyboard-accessible without requiring the use of a mouse.
The “on focus” and “on blur” actions are triggered when the field receives or loses focus respectively.

These actions should be used with caution. The “on focus” action must not move focus to another field
unless the field is not to be used, and these actions must not be used to trap the keyboard focus within

certain fields.
The user must be able to navigate past form fields without having the keyboard focus trapped.

This is a requirement because many keyboard-only users, including users of assistive technology, use the

Tab or Shift+Tab keystrokes to explore the fields of a form and discover what options are available. For
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the same reason, the option “Commit value immediately” should be avoided for the dropdown and list

fields.

Users of assistive technology often use the Up and Down arrows to explore or navigate to items in these

fields, so changing values using these keystrokes can prevent them from using the form properly.

Validation and Error Messages

When form validation is used to automatically validate fields, error messages must indicate what fields

triggered the error and provide suggestions to help the user enter the correct information.

Error suggestions are not required when they would invalidate the purpose of the form, such as with a

quiz. But error prevention must be provided for legal or financial transactions.

Error prevention can involve:
e Review
e Make changes

e Checking the information

Prior to submission.

Typically, the Validation tab of the field properties dialog is used to provide feedback to the user. One
accessible solution is to provide an alert that indicates the error and provides a suggestion. However,
error-detection mechanisms should not restrict the ability for keyboard users to navigate among form

fields.

When audio is used to indicate an error such as entering more characters into a field than are allowed, a

visual indication must also be provided to warn users who cannot hear the audio.

Set the Tab Order

If a PDF document does not have a specified tab order, the default order is based on the document
structure, unless the user has deselected the Tab Order option in the Accessibility preferences.
The tab order can be changed after the form has been created and has the following options:
e If Forms Editing mode is active, the order can be set to document structure (default), row, or
column.

e The order can also be set manually by dragging and dropping fields in the Fields pane.
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e If Forms Editing mode is not active, the order can be set in page properties by row or column.
However, the tab order cannot be set manually.

To change the tab order:

Fields Pane = Tab Order Button = “Order Tabs Manually”

The fields can be dragged and dropped where appropriate within the Fields pane. To assist in changing

tab order:
Fields Pane = Tab Order Button = “Show Tab Number”
To see the relationship between items in the Fields pane and the Document pane. Note also the Order

Tabs Manually and the Show Tab Numbers options are highlighted.

Rearranging

] L)
||:I Et"' Dl E II' Tab Order
Last I‘~Jame- ﬁ . Os E with the

2 R Fields Pane
3 I /cicre<- MATCH SIZE DISTRIBUTE

Ml Maling I =8 =

Pl shipping

pg Eilling

% More v
FIELDS :—Y %.

Order Tabs by Structure
Order Tabs by Row

Order Tabs by Column

Order Tabs Manually
Order Tabs Unspecified

Show Tab Numbers
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Provide Instructions and Onscreen Labels

It is important to ensure that all form fields have instructions or labels.

Form instructions are typically placed above the form, call out required fields, and provide additional

information on completing and submitting the form.

Individual form fields typically have labels above or to the left of the form field, with the exception of

Radio Buttons and checkboxes, whose labels should appear to the right of each field.

Labels should contain any formatting information, such as value length or date format.

Other Accessibility Considerations

In addition to making form fields accessible, other tags and properties must be set to improve overall

accessibility.

For example:
o The default language of the document must be specified
e Security settings must not interfere with screen readers
e Links must be provided in a tagged and keyboard accessible manner

e Document must be tagged

e-Signatures

What document formats does Adobe Sign support for e-signatures?

Adobe Sign lets you upload a wide range of document types when you request signatures from others or
build reusable templates. They include the following:

e Adobe PDF (.pdf)

e Microsoft Word (.doc and .docx)

e  Microsoft Excel (.xls and .xlsx)

e Microsoft PowerPoint (.ppt and .pptx)

e  WordPerfect (.wp)

e Text (.txt)

e Rich Text (.rtf)

e Graphics (.tif, .jpg, .jpeg, .gif, .bmp, and .png)
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e  Web (.htm or .html)

How do | get a document e-signed?

Simply upload the document you want to get signed. Enter your recipients’ email addresses. Drag and
drop signature and form fields onto the page. Click Send and Adobe Sign will email signers a link to your

document.

How do | create an electronic signature?

With Adobe Sign, recipients can electronically sign documents by typing or drawing their name on their
computer or mobile device, or uploading an image of their signature. They can also use more advanced

digital signatures that rely on certificate-based digital IDs to provide stronger signer authentication.

How to get e-signatures from others

e OpenaPDFin Acrobat.

e C(Click the Adobe Sign tool in the right pane.

e Enter recipient email addresses and type a custom message if desired.

e Click Next.

e C(lick to accept automatically-detected form and signature fields or drag fields into the file from
the right pane.

e Click Send.
Recipients will get an email with a link and can e-sign instantly within their web browser.
Everyone gets a copy of the signed document and the file is stored securely in Adobe Document
Cloud.

e Track progress and manage documents sent for signature by selecting Home = Shared

Documents = Signatures.
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MS Word 2016

Microsoft Office 2016 has great support built into their productivity suite. Run the Accessibility Checker

and step through each item needing additional information.

Apply Built-In Heading Styles

e Q Tell m vant to do

. Select the heading text.
| nssbceoc aasbeene  AaBbC assbcer AQB

. Home tab, in the Styles group, select a
- TMormal T Mo Spac.. | Heading 1 Heading 2 Title

heading style, for example, Heading 1 or
[ Styles

3. 4. g .55 .| Heading?2.

Use Bulleted Lists

Bullet Library
None D ® e m < ° Position the cursor anywhere in your document.
. Select the Home tab.
0.0 ;' w/ ° In the Paragraph group, select the
*
. Bullets button.
Define New Bullet.. ° Type each bullet item in the bulleted list.
Use Ordered Lists
i=7%- &3 8 T |aaBbcend| Aak
Numbering Library
1. 1 . Position the cursor anywhere in your document.
None 2. 2)
3 3 . Select the Home tab.
L A a) . In the Paragraph group,
Il B. b)
. G ©) . Select the Numbering button.
a. i . Type the sequential steps.
b. i
Define New Number Format...
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Spacing

Increase or decrease white space between sentences and paragraphs.

Paragraph ? X . Select your text.
Indents and Spacing | Line and Page Breaks ° Select the Home tab.
General . In the Paragraph group, in the lower-right
Alignment: | Justified | w corner of the group
Qutline level: | Body Text W Collapsed by default ° Se|ect the More button
Indentation The Paragraph dialog box opens, showing the Indents
Left: o = Special: By: .
Right c & non) » z and Spacing tab.
L] Mirror indents . Under Spacing, select the spacing options you
Spacing want.
Befaore: 0pt 3 Line spacing: At
After: 6 pt 5 Multiple v | [1.15 =

|:| Don't add space between paragraphs of the same style

Preview

Tabs... Set As Default Cancel

Tagging a *.docx without Adobe Acrobat Pro

e C(Click File >Save As and choose where you want the file to be saved.
e |nthe Save As dialog box, choose PDF in the Save as type list.
e C(Click Options, make sure the Document structure tags for accessibility check box is selected, and

then click OK.

Tagging a *.docx with Adobe Acrobat Pro

e Click Acrobat Ribbon = Select Preferences = Checked Create Bookmarks, Add Links and Enable
Accessibility and Reflow with Tagged Adobe PDF

e Click Create PDF

e You will prompted to save the file first and then give the new PDF a name if difference from the

current choice.
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MS Excel 2016

Just like all Microsoft Productivity Tools, every document, spreadsheet, presentation, report, etc.,
requires Alternative Text to be added to content enriching experiences. All hyperlinks needs to have
unique meaningful names with ScreenTips, not just the target name. And text (fonts) and colors that

meet minimum guidelines.

Sheet Tabs Need Unique Names
Each tab in a spreadsheet requires a unique name to provide clear and concise navigation through the
data. Without a unique name, users may not be able to understand what information you are trying to

convey. You will need to rename all sheets within the workbook.

Rename sheet tabs
54.00
12.00 Insert.. . Right-click a sheet tab, and select Rename.
12.00 |ER Delete . Type a brief, unique name for the sheet, and press
27 fename Enter
29.00 Move or Copy... .
sl Q3 View Code
62.00 E7 Pprotect Sheet...
29.00
Tab Color 4
42.00
21.00 Hide

| Unhide...

Select All Sheets
reets | Expense oy | mgeianSIN

Delete sheet tabs
otee FUet . Right-click a sheet tab, and select Delete.
r;géning Insert... :?d . In the confirmation dialog, select Delete.
etics -+ Delete epairs
n Rename
's / Candy Move or Copy...
| b‘j View Code
B8 protect Sheet..

Tab Color ’

Hide

Unhide...

Select All Sheets
i Categv._' | r\-!-/l 4
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MS PowerPoint 2016

Slide order

Set the reading order of slide contents

Use the “Selection” pane to set the order in which the screen readers read the slide contents. The

“Selection” pane lists the objects on the slide in reverse order.

When the screen reader reads this slide, it reads the objects in the reverse order listed in the

“Selection” pane.

Home Tab = Drawing Group = Arrange = Selection Pane

To change the reading order, do one of the following:

=

T Styles~ C? Shape Effects~ | [ Select~

wing T Editing
& 1 -
Selection
Show All || Hide All
Picture 4

Content Placeholder 3
Content Placeholder 2
Title 1

REE AL

Use Built-in Slide Design

. Drag and drop items to the new
location

o Select the item

° Select the Up arrow button (Bring

Forward) or

° Down arrow button (Send Backward).

PowerPoint has built-in slide designs that contain placeholders for:

o Text
e Videos
e Pictures

e And more

They also contain all the formatting: such as

e Theme Colors
e Fonts

e Effects
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To make sure that your slides are accessible, the built-in layouts are designed so that the reading order

is the same for people who see and people who use technology such as screen readers.

View Tab = Normal = Thumbnail Pane = Locate where the new slide goes = Right-click > New Slide

Design Tab = Expand Themes Gallery = Select the slide layout

Go to the new slide, and add the title and content that you want.

Use unique slide titles

H

Draw Design Transitions Anin

Century Gothic (Body ~

a T an -

Paste M .
» ] Farmﬂi Pﬂin‘l!f SII“ * O tion ~ B I u 5 iy i
Clipboard ] Slides Fant
l \ - | | e [ 4

= - =

Use Accessible Slide Design

e To restore all placeholders for

the selected slide:

Home - Slides Group = Reset

e On the slide, type a Unique and
descriptive title

Use one of the included accessible templates to make sure that your slide design, colors, contrast, and

fonts are accessible for all audiences. They are also designed so that screen readers can more easily read

the slide content.

To find an accessible template:

-

L.

Ovous desgn toerpbate

Cibrmaon banvidcage: design dides

Moty guide

Contificate of appeociat Banic e

File 2 New - Search for Online
Templates and Themes =2 Type

“accessible templates” = Enter

In the search results, select a
suitable template. In the
template preview window:

Select > Create
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Use table headers

Position the cursor anywhere in a table:

H ©- Q- - Design Tab = Table Style Options = Select the

File Home Insert Draw Design

/| Header Row First Column

+| Banded Rows Banded Columns
Table Style Options

Use Fonts Larger than 18 Points

Format text for accessibility

e Select your text

e Select the "Home” tab

e Inthe "Font” group:

MAEw-J
Insert Design Transitions mnimations Slide Show Dsiew
v % oz , =] Layout Century Gothic (Bo.. +| 20 ~| A=~ A+ A
- ¥ Raset f— =
il 2 X, AV, o -
< 5|?dwe P_—|:' Section v Bl I | Y sk X 2 2N &% -

Caption All Videos

“Header Row” check box

Total Row lastColumn || EE=== —=Z] Inthe Table > Type Column Headings

font type
size
style

color

Beginning with version 2016, PowerPoint has a new, simpler format for caption files, called WebVTT.

The video player in the following versions of PowerPoint can show those captions when you play the

video:

e PowerPoint 2016
e PowerPoint 2019

e PowerPoint for Office 365
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The closed captions are stored in a text-based file with a .vtt flename extension. You can create a
closed caption file on your own or use a caption-creation tool. To search online for available tools and

detailed instructions, type "create vtt file" in your search engine.

For instructions on showing captions when watching a video in these versions of PowerPoint, see Turn

on closed captions or subtitles.

Requirements for this feature

In Office 2016, the availability of the closed-captioning feature depends on the way Office was installed.
Closed-captioning is only available for Office 2016 Click-to-Run installations; “MSI-based” installations
don't have closed-captioning features. Read the next section to see whether the feature is available to

your installation of PowerPoint 2016.

Check whether Office was installed using Click-to-Run or MSI
Create closed captions

Prepare a text-based caption file with a .vtt filename extension before adding captions. For instructions

on how to create the caption file, see Create closed captions for a video.

Add closed captions to a video

You can add captions to presentations that you've recorded with video narration, screen recordings, and
any other video (except online videos) that you insert into PowerPoint. Currently, adding captions to an
audio-only recording isn't supported.

e In PowerPoint, in the Normal view, open the slide that has the video that you want to add

captions to.
Video Toolks e Select the video on the slide.
e On the Playback tab, click the Insert Captions button, and then
Farmat Playback
select Insert Captions.
¢ In the Insert Captions dialog, browse to your caption file. Select the file
Insert and then click Insert.
Captions -
49 Insert Captions ¢ If you need to add another caption file, just repeat the process.
B% Remove All Captions ¢ Play the video and check that the captions appear correctly.
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Remove closed captions from a video

If you need to edit a closed-caption file that is inserted in a video in PowerPoint, you can first remove
the file, modify it, and then add it back to the video. Before removing the file from the PowerPoint

video, make sure you have the original copy of the closed-caption file stored on your PC.

If you have added more than one caption file to a video, the following process removes all caption files

assigned to the video.

Video Tools
e In PowerPoint, in the Normal view, open the slide that has the video
et Patezals containing the captions.
e Select the video on the slide.
Insert e On the Playback tab, click the Insert Captions button, and then select
Captions =

. Remove All Captions.
BE  Insert Captions

(% Remove All Captions

Transcripts

Transcripts also provide an important part of making web multimedia content accessible. Transcripts
allow anyone that cannot access content from web audio or video to read a text transcript instead.
Transcripts do not have to be verbatim accounts of the spoken word in a video. They should contain
additional descriptions and explanations or comments that may be beneficial such as indication of
laughter or an explosion. Transcripts allow deaf/blind users to get content through the use of
refreshable Braille and other devices. For most web Video, both captions and a text transcript should be

provided. For content that is audio only, a transcript will usually suffice.

Transcripts provide a textual version of the content that can be accessed by anyone. They also allow the
content of your multimedia to be searchable, both on computers (such as sear engines) and by end
users. Screen reader users set their assistive technology to read at a rate much faster than most
humans speak. This allows the screen reader user to access the transcripts of the video and get the

same content in less time than listening to the actual audio content.
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Audjo Descriptions

Audio descriptions are intended for users with visual disabilities. They provide additional information
about what is visible on the screen. This allows video content to be accessible to those with visual
disabilities. Though not commonly utilized in television and movies, it is gaining in popularity. Audio
descriptions are helpful on the web if visual content in web video provides important content not
available through the audio alone. An example of audio descriptions for something you have probably

seen and heard is found below. Can you visualize what is being described?

Example: My name is Jane Doe. | am presenting at the front of the room. | am 5”7” tall wearing a navy
blue suite with a white blouse. My hair is long and brown. | am presenting a PowerPoint presentation

with a blue and white theme with the title “Accessible Presentations for All.”

Multi-Media Files
Types of Multi-Media Files

Transcripts

A transcript is a text version of the media content. Transcripts are adequate for making audio content
accessible to deaf or hard-of-hearing users. The transcripts can also be used to create captions for

videos. Transcripts assists users who:

e Can’t hear due to audio disability

e Process information differently due to a cognitive disability

e Speak a different language than what is presented by the content
e Learn better by skimming the transcript

e Have limited mobile data or low connection speeds

e (Can’t play audio due to their environment

Captions

Captions are the text versions of the audio content, synchronized with the video. There are two types of
captions: Opened and Closed. Closed captions are optional, allowing users to decide if they want to turn
them on, and open captions are always on. Properly closed-captioned videos can be indexed by search
engines and may increase your content’s Search Engine Optimization, SEO. Video captioning helps

people who:



tversity at Buffala

Unil
t]é Equity, Diversity and Inclusion

Are in a noisy environment

e Have trouble understanding a speaker with an accent
o Prefer to read along as they listen

e Speak a different language

e Have limited to no hearing

e Need to watch videos on mute.

Audio Descriptions

An audio description is a separate narrative audio track that describes important visual content, making
it accessible to people who are unable to see the video. There is often more happening on the screen
than you can capture in a transcript. For example, an actor’s movements or facial expressions might
lend significant meaning to a scene. Audio desertions are required only for relevant visuals that are not

already covered by what being said. Audio descriptions help users who:

e Have visual impartments (low vision, no vision, etc.)

e Are auditory learners

e Are actively engaged in video viewing and pay better attention that way
e lack proficiency in the language

e Struggle with visual processing issues

e Are autistic and need more information about emotions and social cues

Audio Lecture

This can be any audio lecture, conference, seminar presentation or speech that contains no video. It
may require audio descriptions if sound effects and tone of voice are relevant. For example, audio

lectures are widely used in higher education to deliver course material.

Transcripts should be made available either in print or online for people with hearing impairments

and/or learning disabilities, and they should include descriptions of any relevant non-verbal information.

Podcast

A digital audio file that can be downloaded or streamed online. A podcast generally has recurring

episodes that users can subscribe to.
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Transcripts should be made available that include descriptions of any relevant nonverbal information.

These are commonly posted online as a text file.

Accessible Media Players

When choosing how to deliver audio or video, it is important to consider options that are fully

accessible. You need to select a media player that works for all users, but there are very few media

players that are fully accessible. It is imperative that:

e Controls be device independent

e The media play can be controlled by

e Keyboards
e Pointing devices
e Speech Software

e Etc.

Supporting Documentation

Adobe Acrobat Accessibility

Microsoft Accessibility

MS Word 2016 Accessibility

MS PowerPoint 2016 Accessibility

MS Excel 2016 Accessibility

Section 508 Training & Guidelines

World Wide Web Consortium

WCAG 2.1 Quick Reference from W3C

Web Accessibility in Mind

Site Improve Learning Academy

WebAIM Document Accessibility Training
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