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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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Make Accessible Wizard Overview
 

Acrobat XI provides a robust wizard for 
creating accessible PDFs. 

1. Add Document Description 
2. Set Open Options 
3. Recognize Text Using OCR 
4. Detect Form Fields 
5. Set Tab Order Property 
6. Set Reading Language 
7. Add Tags to Document 
8. Set Alternative (Alt) Text 
9. Run Accessibility Check 



     
  

 
   

 
  

Make Accessible Wizard
 

The Make Accessible Wizard will go 
through each step to creating an accessible 
PDF. 

1. Select Tools. 
2. Click on the Action Wizard drop down menu. 
3. Select Make Accessible. 
4. Press the Start button to begin making an 

accessible PDF. 



 

Make Accessible Wizard – Step 1
 

Add Document Description
 
1. Add Title. 
2. Add Subject. 
3. Add Author. 
4. Add Keywords. 
5. Click OK. 



 

  
 

 
 

   

   
  

  
 

Make Accessible Wizard – Steps 2 & 3
 

Set Open Options 
Select options for the following: 

1. Layout and Magnification. 
2. Window Options. 
3. User Interface Options. 
4. Click OK to continue. 

Recognize Text 
1. Set Primary OCR Language to 

English. 
2. Select PDF Output Style. 
3. Adjust Downsample To 600 dpi 

(highest image quality). 
4. Click OK. 



 

 
     
     

  
  

   

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. 




 

   
    

    
 

 

    
 

 

Make Accessible Wizard – Step 6 & 7
 

Set Reading Language	 Add Tags to Document 
1. Set the reading language as	 Acrobat will automatically tag and 

English, or choose another structure the document 
language if the document is 1. Press OK to continue. 
written in another language. 

2. Click OK. 



 
     
  

  
  

  
 

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. 



 
   

  
  

  
 

 

Make Accessible Wizard – Step 9
 

Run Accessibility Check 
1. Press the Run Accessibility Full 

Check button in the right pane. 
2. Set Report Options. 
3. Choose Page Range. 
4. Select Checking Options. 
5. Click Start Checking to proceed. 



 

     
   
  

      
  

      
  

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. 



   
   

  
 

 

 
 

 
 

    
    

 

Touch Up Reading Order
 
Modify document reading order to 
allow assistive technology to correctly 
read document aloud. 

• Screen readers (JAWS) 
• Acrobat (Read Out Load) 

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. 



 

 

Acrobat XI Resources
 

Creating an Accessible PDF in Acrobat by Algonquin 
Academic 

https://www.youtube.com/watch?v=_sFDk97j7zQ
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Optical Character Recognition (OCR)
 

• Converts Images of Text into Encoded Text. 
• Text is searchable and selectable after conversion. 
• Read by Assistive Technology. 

– JAWS 
– Acrobat ‘Read Out Loud’ 

Inaccessible PDF Text Example Accessible PDF Example
 



 

 
 

 
 

 

   
   

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. 



    
 

   
  

    
   

 

Alternative (Alt) Text
 
•	 Alternative Text provides a written 

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’. 



 
  

  
 

 
   

Alternative (Alt) Text
 

Insert Alt Text 
1. Select Tags from the left pane. 
2. Right-click on a Figure. 
3. Select Properties. 
4. Click the Tag tab. 
5. Enter description in Alternative Text. 



 
  

   

 
 

 

  

 
  

  
  

Create Accessible PDFs Wizard
 

Add Document Description 
– Title, Subject, Author, Keywords 

Instructions 
–	 Active Links, Bookmarks, Alt Text, 

Remove Security 

Remove Hidden Information 
–	 Metadata, File Attachments, 

Comments and Markups, etc. 

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. 



 

Create Accessible PDFs - Step 1
 

Add Document Description
 
1. Add Title. 
2. Add Subject. 
3. Add Author. 
4. Add Keywords. 
5. Click OK to continue. 



 
  

 

Create Accessible PDFs - Step 2
 

Instructions 
1. Check Links for accuracy. 
2. Add Bookmarks. 
3. Add Alt Text. 
4. Remove Security. 
5. Click Next Step to continue. 



    

 
  

 

 
  

   

    

Create Accessible PDFs - Steps 3 & 4
 

Remove Hidden Information Add Tags to Document 
1.	 Check applicable information to • Tags are automatically generated by

Acrobat. remove. 
•	 Tags create structure for the

2. Click OK to remove information. document. 
•	 Tagged content can be copied to

other documents. 



 
   

  
 

 

 

Create Accessible PDFs - Step 5
 

Accessibility Check (Full) 
1. Choose Report and Comment 

Options. 
2. Set Page Range Options. 
3. Select Checking Options. 
4. Click Start Checking. 
5. Save File. 
6. Review Accessibility Report. 



  

    
   

  
   
  
  

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. 



 

 
  

 
 

    
   

  
 

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. 



 

    

Acrobat X Resources
 

• How to alt text images in Adobe Pro– by tammyperia 
(YouTube) 

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


  
Assistive Technology Initiative
 

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

mailto:ati@gmu.edu
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