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Making Accessible Documents

PDF:
Adobe Acrobat X & Xl
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Purpose of Instruction

Provide tips and strategies on creating documents accessible
to individuals with disabilities.

Accessibility tools and simple techniques to help identify
and remediate common accessibility errors in documents.
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Making Accessible Documents

ADOBE ACROBAT XI

Adobe Acrobat Pro
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Make Accessible Wizard Overview

Acrobat XI provides a robust wizard for

creating accessible PDFs.
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Add Document Description
Set Open Options
Recognize Text Using OCR
Detect Form Fields

Set Tab Order Property

Set Reading Language

Add Tags to Document

Set Alternative (Alt) Text
Run Accessibility Check

Tools Sign Comnx

» Content Editing

» Pages

» Forms

v Action Wizard

E—{l} Create New Action...

Manage Actions...

Actions

[%2] Make Acce@

Archive Documents

Publish Sensitive Informati

Optimize for Web and Mo

<4 <« b5
1 il il I

» Text Recognition

wDeatackine
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Make Accessible Wizard

The Make Accessible Wizard will go
through each step to creating an accessible
PDF.
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Select Tools.
Click on the Action Wizard drop down menu.
Select Make Accessible.

Press the Start button to begin making an
accessible PDF.

Start

1. Prepare

Set a title and ensure it displays in the
window title bar.

@ Add Document Description
)‘ -

Set Open Options

AA Recognize Text using OCR

‘@ Detect Form Fields

% Set Tab Order Property

2. Set Language & Tags

@ Set Reading Language
@ Add Tags to Document

Set Alternate Text

3. Run Accessibility Check

Run Accessibility Full Check




£20
5

6
&

Make Accessible Wizard — Step 1

Add Document Description

Title: |Livescribe Echo Smartpen Quicksheet

1. Add Title. []Leave AsIs
2. Add Subject.

Subject: [Smartpen
3. Add Author. e
4. Add Keywords.
5. Click OK. i

[ Leave AsIs

Keywords: Il.ivescribe, smartpen

[JLeave AsIs
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Make Accessible Wizard — Steps 2 & 3

Set Open Options Recognize Text

Select options for the following: 1. Set Primary OCR Language to

1. Layout and Magnification. English.
. Window Options. 2. Select PDF Output Style.

(highest image quality).
4. Click OK.

2
3. User Interface Options. 3. Adjust Downsample To 600 dpi
4. Click OK to continue.

Layout and Magpnification

@) Show the page only Page number: |1 of1

_) Show the Bookmarks panel and the page
Magnification:  100%

Show the Pages panel and the page v =

Primary OCR Langusge [ EEEIUS I -
Show the Layers panel and the page Page layout: [ Default =
Window Options User Interface Options POF OUtPUt Style [ Searchable Image v]
[ Resize window to initial page | Hide menu bar D leT l doi ]
= : ownsampie 10 600 1 -
" | Center window on screen || Hide tool bars P P
"] Open in Full Screen mode [] Hide window controls

(V] Document title I OK I l Cancel l
QB —

ok | [ Cconce |
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Make Accessible Wizard —Steps 4 & 5

Detect Form Fields Tab Order

1. If the PDF files does not contain 1. Set tab order to Use Document
form fields, select No, Skip this Structure.
Step.

2. If the document contains forms,
click Yes, Detect Form Fields.

) Use Row Order
() Use Column Order

@ Use Document Structure
() Unspecified

@B s this document intended to be used as a fillable form? If so, choose yes to z
' Choose one of the above options to

P detect form fields.
set the order for tabbing through
items on a page.
[ Yes, Detect Form Fields ] [ No, Skip this Step J [ Cancel 0K ] [ Cancel
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Make Accessible Wizard —Step 6 & 7

Set Reading Language

1. Set the reading language as
English, or choose another
language if the document is

written in another language.

2. Click OK.

Language: (PN ~)

ok || Cancel |

O

Add Tags to Document

Acrobat will automatically tag and
structure the document

1. Press OK to continue.

@ Acrobat will detect all figures in this document and display any figures with
‘WY missing alternate text.

["]Do not show this message again

[ ok || concel
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Make Accessible Wizard — Step 8

Set Alternative Text

1. Enter text description in to the
Alternate text box.

2. Click the right arrow to proceed to

the next image.

3. When finished press the Save and

©

Close button.

Imagel of 1

Alternate text: || Decorative figure

The dome of the Capitol building)

Save & Close

| Cancel |
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Make Accessible Wizard — Step 9

Run Accessibility Check

1.

o ~ W N

©

Press the Run Accessibility Full
Check button in the right pane.

. Set Report Options.
. Choose Page Range.
. Select Checking Options.
. Click Start Checking to proceed.

3. Run Accessibility Check

I'ﬁﬁ

& Run Accessibility Full Check

Report Options
/| Create accessibility report Folder: C:\Users\rstarr\Documents [ Choose...
"] Attach report to document

Page Range

@ All pages in document Pages from 1 to |1

Checking Options (31 of 32 in all categories)

Category: | Document v/

/| Accessibility permission flag is set

\¥/| Document is not 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

[ selectan | [ clearan

V] Show this dialog when the Checker starts

I Help 1 Start Checking [ Cancel
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Make Accessible Wizard — Complete

The Make Accessible Wizard will be
complete when the Prepare, Set
Language & Tags, and Run Accessibility
Check options have check marks next to
each option.

If check marks are missing go back and
select the missed option.
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zp» Completed

1. Prepare

Set a title and ensure it displays in the
window title bar.

@ Add Document Description ¢
Set Open Options &
AA Recognize Text using OCR

&
@ Detect Form Fields Qﬁ
&

% Set Tab Order Property

2. Set Language & Tags

@ Set Reading Language 4
@ Add Tags to Document &
Set Alternate Text &

3. Run Accessibility Check

@ Run Accessibility Full Check

Full Report




Touch Up Reading Order

Modify document reading order to
allow assistive technology to correctly
read document aloud.
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Screen readers (JAWS)
Acrobat (Read Out Load)

Open Tools.

Select Accessibility.

Click on TouchUp Reading Order.
Press the Show Order Panel button.

To modify the reading order select a tag
from the list and drag it to another
position in the list.

Click Save.

Touch Up Reading Order SN [E

Draw a rectangle around the content then click =
one of the buttons below:
T e '-t F qure

V] Show page content groups [ |
@ Page content order
) Structure types
[¥] Show table cells ]
[¥] Show tables and figures 1]

[ Clear Page Structure...

J I Show Order Panel !

l Help

J |

Close }
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Acrobat XI Resources

Creating an Accessible PDF in Acrobat by algonquin

Academic
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https://www.youtube.com/watch?v=_sFDk97j7zQ
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Making Accessible Documents

ADOBE ACROBAT X
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Optical Character Recognition (OCR)

e Converts Images of Text into Encoded Text.
e Text is searchable and selectable after conversion.

* Read by Assistive Technology.
— JAWS
— Acrobat ‘Read Out Loud’

Inaccessible PDF Text Example Accessible PDF Example

Introduction

n the last few years, theorists have developed new approaches to describing digital
Iobjects—-induding texts, images, and databases—by focusing on their material
characteristics. In a variety of disciplines, scholars are studying material culture
and exploring the concrete world of bodies, commodities, and things. Their interest
lies in the myriad ways humans are shaped by their physical environment. Studies of
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Introduction

n the last few years, theorists have developed new approaches to describing digital
Iobjects—-induding texts, images, and databases—by focusing on their material
characteristics. In a variety of disciplines, scholars are studying material culture
and exploring the concrete woild of bodies, commodities, and things. Their interest
lies in the myriad ways humans are shaped by their physical environment. Studies of

maabarial milbiea addence oo thineo ac channins malle thomo maske Fack fand Rarhia
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Optical Character Recognition (OCR)

Recognize Text

1. Select Tools.

2. Open the Recognize Text drop down
menu.

3. Select In This File.
4. Choose All pages.
5. Click OK.

The OCR process duration varies
depending on the number of pages in
the document.

©

1 6

Recognize Text w— S

Tools Comment

Pages
@ All pages

) Current page

From page 1 to |58

Settings

| Primary OCR Language: English (US)
PDF Output Style: Searchable Image
Downsample To: 600 dpi

[ OK I [ Cancel ]

» Pages

» Content

» Forms

» Action Wizard

v Recognize Text

Aa In This File

In Multiple Files
OCR Suspects
Find First Suspect

Find All Suspects

» Protection

» Sign & Certify

» Accessibility
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Alternative (Alt) Text

e Alternative Text provides a written

O

substitute for images.

Use a short concise phrase or
minimal words to describe the
image.

Example: The image is of the George
Mason statue. The alt text would be
‘The George Mason statue’.
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Alternative (Alt) Text

Insert Alt Text

1.

Lk wnN
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Select Tags from the left pane.
Right-click on a Figure.

Select Properties.

Click the Tag tab.

Enter description in Alternative Text.

n‘ EEDHﬁ

UNIVERSITY

Assistive Technology
Initiative

Content._. Tag Text H[:Cﬁlor l

Type:  Figure -

Title: |

Actual Text: |Ge0rge Mason University Assistive Technology Initiative

George Mason University Assistive Technology Initiative

Alternate Text:

ID: I

Language: v

Edit Tag.. | | EditAttribute Objects.. | | Edit Attribute Classes..
. ———




Create Accessible PDFs Wizard

'B| * Action Wizard

Create New Action
Edit Actions

Actions

[E ]

E! Archive Paper Documents

Add Document Description
— Title, Subject, Author, Keywords

Description: This action allows you to add document properties,

accessibility options and run an accessibility test.

Start with: A File Open in Acrobat

| n St ru Ct i O n S Steps: 'é 1 Add Document E}escrip.t-ion

—_ Active Links' BOOkmarkS' Alt Text' 1 2 Instructions
Remove Security

_c-‘ 3 Remove Hidden Information Get Scan Doc from MEP

5 4 Add Tags to Document
E Prepare for Distribution

Prepare for Review
Prepare for Web Publishing

Publish Sensitive Documents

& 5 Accessibility Check (Full)

Remove Hidden Information St Ak Whe Aion & St

— Metadata, File Attachments,
Comments and Markups, etc.

* Recognize Text

"] Don't show again for this Action [ Next l [ Cancel

» Protection

Add Tags to Document

— Automatic

Accessibility Check (Full)

— Provides Report and Suggestions

1. Select Tools.

2. Click on the Action Wizard drop
down menu.

3. Select Create Accessible PDFs.
4. Click Next to begin the process.

(]
&

@
©
©

6
&




(]
&

@
©
©

6
&

Create Accessible PDFs - Step 1

Add Document Description  esiption 1 =
1. AddTitle. Title: [Livescribe Echo Smartpen Quicksheet
2. Add Subject. o
3. Add Author.
4. Add Keywords. iR Smartpen
5. Click OK to continue. Sleear
Author: |user
|Leave Asls

Keywords: |Livescribe, smartpen

! ] Leave AsIs
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Create Accessible PDFs - Step 2

Instructions
i File: Liwvescribe Echo Smartpen - In Progress.pdf 4

1. Check Links for accuracy.
Complete the following step:

2. Add Bookmarks. Instructions
1. Ensure all links are active,

3. Add Alt Text. 2, Add bookmarks.

. 3. Add alternate text to images as needed.
4. Remove Securlty- 4, Femove SECUFit_‘f'.
5. Click Next Step to continue. | When completed, proceed to Next Step 3




Create Accessible PDFs - Steps 3 & 4

Remove Hidden Information Add Tags to Document

e Tags are automatically generated by
Acrobat.

e Tags create structure for the
document.

e Tagged content can be copied to
other documents.

1. Check applicable information to
remove.

2. Click OK to remove information.

Remove Hidden Information will search for and remove
the following document information.

Guige 1 Creating Acceste Excront Lax

When you remove any of these items, you also or 70
TQS E m;—.uma TP 12

;. remove digital signatures, Adobe Reader extensions,
~  review and forms workflows, and document
information added by third-party applications.

'
B E Tags

=47 <Document>
B <Cover>

L]
i
Z
47 2§ <T0C>
Z
o

[ Metadata

V] File attachments

Table of Contents
Requesting Secvices from the ATI

Section || Accesslblirty Laws and
Accessmiity Laws and Polcies ot

| Bookmarks
/| Embedded search index -
2% B4 <H1>

[¥/| Comments and markups

. = ) ﬂableofContmts. T
/| Form fields 594 <>
V] Hi
= Kk % Requesting Serv ices fromthe A TI
/| Hidden layers E ‘8-3 oy
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(¥ Deleted or cropped content

/] Links, actions and javascripts

[¥] Overlapping Objects

=4 Path

%4 SectionI: Accessibility Laws and Pc

=9 <p>

%y Accessibility Laws and Policies at Ges

#
M Type - Creatng Accessibie:

Bart il MaURg Acteszitie PowerBont
Microse® PowerPons 2011 (Mag
Micmsef FoaerPoint 20072010

Section I Web Accessibiiity
Bt L loenttying Web AccesRaty 2oy




Create Accessible PDFs - Step 5

Accessibility Check (Full)

Choose Report and Comment
Options.

Set Page Range Options.
Select Checking Options.
Click Start Checking.

Save File.

Review Accessibility Report.

Report and Comment Options

[¥] Create Accessibility Report Folder: C:\Users\rstarr

V] Include repair hints in Accessibility Report

|| Create comments in document

Page Range
@ All pages in document Pagesfrom |1 to |l

Checking Options

Name: |Adobe PDF v/

[¥] Alternative descriptions are provided

[¥] Text language is specified

[¥] Reliable character encoding is provided

[V] All content is contained in the document structure
|| All form fields have descriptions

|¥] Tab order is consistent with the structure order

[#] List and table structure is correct

SelectAll | [ Cleer Al

Disclaimer

Hide Disclaimer |

The Accessibility Checker can help you identify areas of your documents that may be in conflict with
Adobe's interpretations of the referenced guidelines. However, the Accessibility Checker does not

check all accessibility guidelines and criteria, including those in such referenced guidelines, and
Adnhe dnec nat warrant that vonre dacimente will camnbe with ane enecific miidslines ar remiilatinne

4 [m]»

[ Help | Start Checking | [ Cancel

)




Touch Up Reading Order

Content is enclosed in numbered
boxes.

Each box represents a tag and the
number corresponds with the
reading order in the Order panel.

If the Accessibility option is not
listed, Use the Options button to
check Accessibility on the menu.

ible-El, M

BT Pagel

E{Y Page2
&4 [1] About This Guide.
i 2] The Assstive Technology Intatve (4T ot Geat
54 [3] Who Should Read This Document:
54 [4] Any Mason faculty and/cr staff members, who r
&4 [5] How To Use This Document:
54 [6] This manual was designed as a “just-in-time" re:
5 [7] Guide to Cresting Accessible Electronic Mater
B [B] Image we3d hl77

B9 Page3

{5 Paged

B{] Page5

B Page &
B9 Page7
&[5 Pages
# [ Paged
#[9 Pageld
B Pagell

ting troni terials-7-MB- *

[1About This Guide |

@19 Assistive Technology Initiative (ATI) at Georg
r the creation and testing of e-learning materials
access and use

Some handouts within this manual are provided col
Access to Education (NCDAE). These documents
of Postsecondary Education (FIPSE), US Deparim

The ATI office operates under the Vice President fi
For further information, please visit ati gmu_edu

Email: ati@gmu edy
Phone: 703-993-4329
Twitter: @AccessibleMason

3 Page12 [3¥he Should Read This Document:
5 [7 Page13
B |_1 Page14 U 4 Ihy Masqn faculty and/or staff members, who mai
#{7 Pagels community.
#[9 Pagels
itislacadd -
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Touch Up Reading Order

Modify Reading Order

1. Open Tools.
2.Select Accessibility.
3. Click on TouchUp Reading Order.

4. Press the Show Order Panel
button.

5. To modify the reading order select
a tag from the list and drag it to
another position in the list.

6. Click Save.

O

EREATING ACCESSIBLE PDF
IN ADOBE ACROBAT X 1|

[2}gs Pane

PDF tags provide accessibility information to screen readers.

They should not impact the look of the PDE. 7o view and

1. Select View > Show/Hide >
Navigation Panes > Tags.

2: Sciecﬁ @Eﬁi

?Jblcsw ¥ [1] CREATING ACCESSIBLE PDF DOCUMENTS

il ¥ [2] Tags PanePDF tags provide accessibility inf
5¥ [3] edit tags, do the following.

¥ [4] TouchUp Reading OrderThe TouchUp Rea

%S¢ [5] add and edit PDF tags and

¢ [6] Order PanelThe order panel allows you to

Tags

—

t tags, do the following.

5¥ [7] of the page content so it matches the visua
%¥ [8] scope to table headers.1.
%¢ [9] © 2012 Project GOALS All rights reserved.
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Acrobat X Resources

e How to alt text images in Adobe Pro— by tammyperia

©

(YouTube)



https://www.youtube.com/watch?v=jH3T1vtf-Zs
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Accessibility@Mason

Guide to Creating Accessible Electronic Materials

Assistive Technology
Initiative

Assistive Technology Initiative
Contact us at 703-993-4329 or ati@gmu.edu
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