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 — © ] cccccccc
Add button. = EH =D mD 2= | ED
Under Customize > Action Customize

Wizard, click the Add button. (=]

Once added, both tools e e |,

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 -« g v
Page Thumbnails, Bookmarks, M e
and Attachments Panes show. | o ®© 55| kO
Scan & —_— , [yimsert~ g Enhance~  Aaf
. . @ Tools
Use the View > Show/Hide > P Fym——
Navigation Panes menu to add N,

the following panes to your

Acrobat window. We will use Hree -l
these Panes primarily when S 3. o e
correcting the accessibility of e aigaton

PDF documents.

Training &

1A

- 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 ¢ Make Accessible
aCCGSS|b|e Files to be processed:
& ANTH-309-Syllabus-Sum...
Add Files... -
Open Tools [
Select Action Wizard “
Select Make Accessible
1. Prepare
Press Start




-
Reading Order Panel

Reading Order I

Using the Tools menu [ Autotag Document |
(Accessibility)
Click Accessibility in the
Tools menu. © ruichec
Click Reading Order Using
=X
N\
=

Reading Options

Form Field Figure/Caption

Heading 3 Heading & Formula

Accessibility Report
the Order Pane

Identify Form Fields Reference (q) Note (z) Background/Artifact
¥ =
Set Alternate Text Table Editor

SETUp Assistant [] Show page content groups | |
(®) Page content order

(O Structure types

Showtable cells | |
[ Display like elements in a single block

[] Show tables and figures (]

Clear Page Structure.., Show Order Panel

Help Close




Adding/Correcting Tags — Reading Order Panel

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

Select the appropriate tag
type.
Heading 1, 2, 3, etc.
Text/Paragraph
Figure
Continue tagging content
as needed.

Order

Draw a rectangle around the content then click one of @

the buttons below:

Text/Paragraph Figure
Form Field Figure/Caption
Heading 1 Heading 4 Table
Heading 2 Heading 5 Cell
Heading 3 Heading 6 Formula
Reference (q) Note (z) Background/Artifact
Table Editor

Show page content groups
(® Page content order
(O Structure types

[ Show table cells

[ Display like elements in a single black

Show tables and figures

Clear Page Structure...

Help

Show Order Panel

Close
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[]Ereating [ccessible PDF documents (Using[icrobat Propci_|

Eh(ting up Acrobat Accessibility |

ra fting up the Tools Pane
o on the Toois tab.
on Add Toal

. ler Protect & Standardize > Accessibility, click the Add button.

. [er Customize > Action Wizard, click the Addbution |

17118 le added, both tools should show up in the Tools Pane on the right side of the
L4 _° bbat window (Please Note. Exact location on the menu may vary).

|._\
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N
Tag Tree — Checking and Editing Tags

Move through the tags in o »
the Tags Pane to check - ®
that each of the document A
elements are tagged o
properly. @ > 9m
If not, right-click on the > q <>
iIncorrect tag and then click G sae
Properties. - 2NN S
Change Type to the B . ;pm
appropriate element type. s > @ <>

Note: You can actually leave 2

the Properties window open D > @ <Figure>

as you cycle through the > @ <Figure>
different options.



-
Tag Tree — Alternative Edit Tags

Highlight and double click a tag,

or highlight then press F2 o >
Change the text to the - ©®
appropriate tag type N
<H1> for heading 1 v B e
<P> for paragraph > &P
<Figure> for an image @ 14
<Table> for Table @ s =
<TH> Table Header >
<TR> Table Row & v @ <Figure>
<TD> Table Data W Image (10): w:000 h:899
<L> for a List B | v @ <P
<Li> List Iltem - > § <H3

<Lbl> List Label s @ <>

<Lbody> List Body .

<Artifact> for decorative images ’ Z F_J
> <Figure>

&



-
Tables - Create using Reading Order

Open the Reading

Order tool

Select the Accessibility

Tool

- - —— | [ L '

Click on Reading Order : _ .. e

. e « =En o Toes ) o vy vy B Lo | e (s | ! 1 |
Highlight the table —r—1— ~
content =
Select Table from e et

Reading Order

The table may have
errors, manual inspection
and editing will fix the
Issues



-
Tables — Modify Using Tag Tree

Add a <Table> tag in the R X
appropriate location and nest v §"T“h""§
<TR> tags under it.
Add Table Row tags (<TR>)
and nest the TD tags in the y M5 <TH>
appropriate location.

v =3 <TR>

Then tag the header cells with > B <TH>
<TH> tags < &8 <TR>
Select and label each item as a |

table data cell (<TD>). y Bf <TD>

> Bf <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.

Directions

1. Concept maps are a helpful way of drawing connections between different pieces of
information. In this activity, you will first develop a list of TEN important aspects of Chaucer’s
biography, historical context, and political perspectives, using the reading and videos from
Weeks 1 and 2.

2. Then, start to think about how these ten aspects relate to each other. Notice when features of
Chaucer's life align (his job and the kinds of things he writes about) and when they don't (works
for Richard Il yet related by marriage to the man who overthrows him?! Accused of rape but
wants people to be moral?l).

3. Determine what owerarching themes or categories can be used to group the ten items on your
list. Some of those items might belong in more than one category, and that's fine; you'll
represent that on your concept map.

4. Create a concept map that represents those relationships. (See the example | give below.) Use
color, arrows, and the location or shape of bubbles to convey the connections between your list
of ten items and your list of overarching themes (BOTH of which should appear on the concept
map). Submit your concept map to the link on Blackboard {under Week 2).



-
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 ltem

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 ltem
<Lbl> Label
<Lbody> Body

<Li>
<Lbl>
<Lbody>

<Li>
<Lbl>
<Lbody>

— how.to.recognize.key.

P |

v J <Lbl>
H -

v \:3 <LBody

= | how.to.recogni



Form Fields

Add accessibility to form fields to
help those using a screen reader

Forms & Signatures

to navigate and successfully fill in ﬁ o
out a form.
Using the Accessibility tool,
select Identify Form Fields. e L per [
If you are using the Make
Accessible Tool, Select Yes, N
Detect Form Fields, when & Accessibility Report

prompted.

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

'z;:" |dentify Form Fields

Sat Alter Recognize form fields

~\ Setup Assistant



-
Form Fields — Add Accessibility

In the Prepare Form tool, there is "

a list of all form fields contained in S
the document. Add Tooltip labels — Ee=tetesmemiaities  cov @
to a form field, this will be read by . -

a screen reader helping to identify T ver

the field for those who are visually ~— +Z 77 . T

im ai red Or bI i nd General Appearance Position Options Actions Format Validate Calculate [l 152300 152307
p - :: [ Any county may ndop
B For Thesis Na [students Estimated Graduation Termvear
* Thest @ 152300 1 307 154
Open the Prepare Form tool (all e e R ———
+ Youwil
. . . . how th [T 1543 These are the bal
B For Modu
O rl I I I e S WI e I g I g e [©] Any county ma adopt
| confirm thaf
L] [l e:(pec[eﬂtml: [©] Any county may ndop
within the document). — 1yt oy i
%ﬂ [T Mnrod of Adtpt011
.
m [ Result of 1111 elecuor
?r;“n?z’:["‘;;’ Common Properties
[ 1S 2306

nnnnnnnnnnnnn Form Field: | Visible ~ [JRead Only
(5 Page 2

Right click and select o w5 s

[i1 Students Estimated Gr =

Properties.

Add a description to both the
Name and Tooltip fields.

[JLocked Ty




Additional Resources

Creating Accessible Resources

ATl'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

ATl 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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