
Creating Accessible PDF’s – Part 2
Creating Accessible Documents Series



Today’s Agenda
• Setup Acrobat for Accessibility 
• Keyboard Navigation 
• Action Wizard – Make 

Accessible 
• Reading Order Pane 
• PDF Documents 

• Tag Tree, Tables, Lists, Form 
Fields 

• Additional Resources 
• Contact Information and 

Questions 



Setting Up Acrobat Accessibility
Setting up the Tools Pane

• Click on the Tools tab. 
• Click on Add Tool. 
• Under Protect & Standardize

> Accessibility, click the 
Add button. 

• Under Customize > Action 
Wizard, click the Add button.  

• Once added, both tools 
should show up in the Tools 
Pane on the right side of the 
Acrobat window (Please 
Note: Exact location on the 
menu may vary).



Setting Up Navigation Panes
The Navigation Panes show on 
the left hand side of your 
Acrobat window. By default, only 
Page Thumbnails, Bookmarks, 
and Attachments Panes show. 

Use the View > Show/Hide > 
Navigation Panes menu to add 
the following panes to your 
Acrobat window. We will use 
these Panes primarily when 
correcting the accessibility of 
PDF documents.  

• Order Pane 
• Tags Pane 



Keyboard Navigation
Use the following basic keyboard commands to assist 
you with navigating the Acrobat interface: 

• Standard navigation (Tab & Arrow keys) -  Use this for 
navigating menus within PDF documents. 

• F6 -  moves you through the different menus, panes, tools. 
• F2 -  useful for editing tags in the Tag tree. 
• Control + click on the root node labelled “Tags” -  fully 

expands all of the tags in the Tag tree. 
• Ctrl + D -  Opens up the Document Properties window 
• Additional keyboard shortcuts available on Adobe Help website, 

https://helpx.adobe.com/acrobat/using/keyboard-shortcuts.html.  

https://helpx.adobe.com/acrobat/using/keyboard-shortcuts.html


Action Wizard - Make Accessible
The Make Accessible tool 
provides quick easy to 
follow steps to make a PDF 
accessible.   

1. Open Tools 
2. Select Action Wizard 
3. Select Make Accessible 
4. Press Start



Reading Order Panel
Using the Tools menu 
(Accessibility)
• Click Accessibility in the 

Tools menu. 
• Click Reading Order Using 

the Order Pane



Adding/Correcting Tags  –  Reading Order Panel  

1. Using the Reading Order 
Panel, highlight content 
by drawing a rectangle 
around the content.   

2. Select the appropriate tag 
type. 

1.Heading 1, 2, 3, etc. 
2.Text/Paragraph 
3.Figure 

3.Continue tagging content 
as needed.



Tag Tree – Checking and Editing Tags

• Move through the tags in 
the Tags Pane to check 
that each of the document 
elements are tagged 
properly. 

• If not, right - click on the 
incorrect tag and then click 
Properties.

• Change Type to the 
appropriate element type. 
• Note: You can actually leave 

the Properties window open 
as you cycle through the 
different options.   



Tag Tree – Alternative Edit Tags
• Highlight and double click a tag, 

or highlight then press F2 
• Change the text to the 

appropriate tag type 
• <H1> for heading 1 
• <P> for paragraph 
• <Figure> for an image 
• <Table> for Table 

• <TH> Table Header 
• <TR> Table Row 
• <TD> Table Data 

• <L> for a List 
• <Li> List Item 
• < Lbl > List Label 
• < Lbody > List Body 

• <Artifact> for decorative images



Tables - Create using Reading Order
1.Open the Reading 

Order tool 
1. Select the Accessibility 

Tool 
2. Click on Reading Order 

2. Highlight the table 
content 

3. Select Table from 
Reading Order 
1. The table may have 

errors, manual inspection 
and editing will fix the 
issues 



Tables – Modify Using Tag Tree
• Add a <Table> tag in the 

appropriate location and nest 
<TR> tags under it. 

• Add Table Row tags (<TR>) 
and nest the TD tags in the 
appropriate location. 

• Then tag the header cells with 
<TH> tags  

• Select and label each item as a 
table data cell (<TD>). 



Lists
Lists allow a screen reader user to determine the list length, number, 
and organization. They also naturally ‘break up’ the document, 
improving readability for individuals with low vision and/or 
learning/cognitive challenges.  



Lists - Modify Using Tag Tree
• Using Tags Pane, change each bullet or number 

to a Label (< Lbl >). 
• Change each text block to List Body (< LBody >). 

• Right - click on the element above the list and 
select New Tag. 

• Add List Item tag (<Li>) for each Label (< Lbl >) 
and List Item Body (< LBody >) pair, and nest 
under the appropriate List Item 

• Right - click on the element immediately above the 
list and select New Tag. 

• Add List tag (<L>).  
• Select all <Li> tags and nest them under the <L> 

tag. 

• A example of a list tree tag order: 
• <L> List 

• <Li> List Item 
• < Lbl > Label 

< Lbody > Body 
•

• 
<Li> 

• < Lbl > 
< Lbody > 

•
• 

<Li> 
• < Lbl > 
• <Lbody>



Form Fields
Add accessibility to form fields to 
help those using a screen reader 
to navigate and successfully fill in 
out a form. 
• Using the Accessibility tool, 

select Identify Form Fields. 
• If you are using the Make 

Accessible Tool, Select Yes, 
Detect Form Fields, when 
prompted. 

• Open the Tools Pane, and add 
the Prepare Form tool. 



Form Fields – Add Accessibility
In the Prepare Form tool, there is 
a list of all form fields contained in 
the document.  Add Tooltip labels 
to a form field, this will be read by 
a screen reader helping to identify 
the field for those who are visually 
impaired or blind. 
1.Open the Prepare Form tool (all 

form fields will be highlighted 
within the document). 

2.Select a form field 
3.Right click and select 

Properties. 
4.Add a description to both the 

Name and Tooltip fields. 



Additional Resources
Creating Accessible Resources 

ATI’s Mason CARES guide
• Accessible Documents
• Accessible Media Content
• Accessible STEM Content
• Web Conferencing

• Web Accessibility

Request Services Form
• Textbooks 
• Documents 
• Captions 
• Web Accessibility Review 
• AT Training

https://ati.gmu.edu/resources/creating-accessible-resources/
https://ati.gmu.edu/resources/creating-accessible-resources/creating-accessible-documents/
https://ati.gmu.edu/resources/creating-accessible-resources/creating-accessible-multimedia-content-2/
https://ati.gmu.edu/resources/creating-accessible-resources/creating-accessible-stem-content-2/
https://ati.gmu.edu/resources/creating-accessible-resources/web-conferencing-2/
https://ati.gmu.edu/web-accessibility-2/
https://ati.gmu.edu/requesting-services/


Contact Information

• ATI Office 
• Aquia Building, Rm. 238 (Virtual appts available) 
• Phone: 703 - 993 - 4329 
• Email: ati@gmu.edu
• Web: http://ati.gmu.edu

mailto:ati@gmu.edu
http://ati.gmu.edu


Questions?
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