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Section 1: Scenarios for Making PDFs Accessible



Your starting point

· You have created a document in Word, FrameMaker, OpenOffice, PowerPoint, etc. and need to distribute it in accessible Portable Document Format (PDF)

· You are responsible for making sure someone else’s PDF is accessible and you cannot edit the source file



Section 2: Setting up the source document



Setting up the source document

· Use template styles for every heading and paragraph

· Add alternative text for every image

· Use column and/or row headers for tables and add a caption or intro text

· Make sure links make sense out of context (no “click here”)

· Use short URLs; be considerate to screen reader users

Screen captures in this section from http://blogs.adobe.com/accessibility/assets/WordToPDFReferenceCard_v1.pdf



Creating a tagged PDF

· In Word, configure the PDFMaker 

In the Word 2003 screenshot, the Change Conversion Settings menu option is circled because that is the menu option you would select to configure the PDFMaker to create a tagged PDF. 
In the Word 2007 screenshot, the Preferences item, which is in the Create Adobe PDF group on that ribbon, is circled because that is the item you would select to configure the PDFMaker to create a tagged PDF.


Acrobat PDFMaker: Settings tab

The Settings tab has focus and several options in the Application Settings portion of the dialog box are circled. Those are the options that enable accessibility. Those options are: Fully functional PDF, Add Bookmarks to Adobe PDF, Add Links to Adobe PDF, and Enable Accessibility and Reflow with tagged Adobe PDF. A callout on the dialog box reads "Fully functional PDF and Quick and Simple PDF are not options for Acrobat 7."



Acrobat PDFMaker: Security tab

The Security tab has focus. The following items are circled on the dialog box: The tab label, Security; the option that reads "Restrict editing and printing of the document. A password will be required in order to change these permission settings."; and the option thar reads "Enable text access for screen reader devices for the visually impaired." The point here is that if permissions are applied, you must enable text access for screen reader devices for the visually impaired. You do not have to apply permissions.



Acrobat PDFMaker: Word tab

The Word tab has focus. Three options are selected and they are all circled to emphasize their importance to making a Word document accessible. Those options are: Convert cross-references and table of contents to links, Convert footnote and endnote links, and Enable advanced tagging. A callout points to those options and says: Earlier versions of the PDFMaker for Acrobat 7 do not have the Enable Advanced Tagging option.



Acrobat PDFMaker: Bookmarks tab 

The Bookmarks tab has focus. The Convert Word Headings to Bookmarks option is selected and circled. The other two options below that, Convert Word Styles to Bookmarks and Convert Word Bookmarks, are neither circled nor selected, since selecting them does not impact accessibility. A table is below those three options and it lists each Element in the document, the Element's type, whether or not it should be made into a bookmark, and the level in the bookmark hierarcy. Heading 1 through 9 are all set to convert to bookmarks, and are circled for emphasis on the slide.



Save as Accessible PDF (Word 2003)

· Word 2003

· Select Adobe PDF menu

· Select Convert to Adobe PDF option

The first option in that menu, Convert to Adobe PDF, is circled. That is the option you would select to save the file as an accessible PDF. This way of saving the file as an accessible PDF works with Acrobat 7 and above.



Save as Accessible PDF (Word 2007)

· Word 2007

· Select Create PDF from the Create Adobe PDF Group

· Save as Adobe PDF from the Office button

The Acrobat tag name and also the Create PDF item (in the Create Adobe PDF group) are circled. This way of creating an accessible PDF is available only in Acrobat 8 and above.

Each of the options that appear in this menu are related to file management. The Save As option is selected and circled. The Adobe PDF submenu of the Save As option is also circled. This way of saving the file as an accessible PDF is only available in Acrobat 8 and above.



Section 3: Checking for PDF Accessibility



First Steps in Checking for Accessibility

· Specify document language (File > Document Properties > Advanced tab)

· Use document structure (On Pages panel, select all pages, right-click and select Use Document Structure)

· Run the Adobe Full Check (Advanced > Accessibility > Full Check)

The menu is opened to show the Accessibility submenu as well. The Accessibility menu option and the Full Check menu option on the Accessibility submenu are selected.



Options for Checking PDF Accessibility

All of the default options are selected and this presentation does not explain each of those options. What is highlighted here is the list box that offers four different checking options: Adobe PDF, Section 508 Web-based intranet and internet information and applications, W3C Web Content Accessibility Guidelines 1.0, and W3C Web Content Accessibility Guidelines 2.0 (Working Draft 27 April 2006).



Accessibility Checker Result Message

Goal 

Reality 

The first screenshot is of an Adobe Acrobat message box that appears when you run the accessibility full check. It reads: The checker found problems which may prevent the document from being fully accessible. Please see the report for more details. An arrow pointing down to this message box with a text box reading "Reality," since this is often the result one gets when running the full check the first time. The second screenshot is a message box that may appear after running the accessibility full check in Adobe Acrobat. The box says: The checker found no problems in this document. An arrow points down to this message box with the word "Goal" next to it, since your goal when making a document accessible is to see this message.



Section 4: Fixing PDFs for Accessibility



Checking Adobe PDF Tags

· PDF tags express the structure of the document. 

The Tags panel has focus and its label is circled. The tags in the document appear in the Tags panel. Tags have a syntax such as <Sect> for section, <Heading 1>, <Heading 2>, and <Normal>, all of which express the structure of the document.



Confirming the Tags are Correct

· Characteristics of a properly tagged PDF

· The PDF file includes a logical reading order for its content Images are given correct alternate descriptions

· Tables are correctly tagged to represent the table structure

· Form-fields are authored to promote their utility to screen-readers

· Represents text as Unicode to clear up composition irregularities such as soft and hard hyphens (use Acrobat 9 for full Unicode support)

Credit: http://www.planetpdf.com/enterprise/article.asp?ContentID=6067



Using the Detailed Error Report

· Acrobat provides a detailed error report

· Click an error to go to it in the document

· Once there, use Acrobat tools to fix the problem

In this report, the document has one accessibility error (no alternate text for a figure). This error in the report will be hyperlinked to more information and the document.



Touching Up the Reading Order

· Touch up the reading order (Advanced > Accessibility > Touchup Reading Order)

The TouchUp Reading Order option in the Accessibility submenu is highlighted. An arrow points to the TouchUp Reading Order option to highlight it further. A second screenshot shows the TouchUp Reading Order dialog box, which appears after you select the TouchUp Reading Order option. An arrow points to the Show Order Panel button on that dialog box. A text box next to that arrow reads "Click Show Order Panel."

Click Show Order Panel



Using the TouchUp Reading Order Panel

Each element on the page is shaded with a number in the upper left corner. Acrobat groups all elements of the same type together until a new type is reached. There are five elements on the page, as noted in a second screen capture of the Order panel. The screenshot of the page only shows two of those elements: text and then a table. A text box at the bottom of the screenshots reads "Reading order of a PDF document."



Understanding Reading Order Options

The TouchUp Reading Order dialog box tells the user to draw a rectangle around the content then click one of the buttons below. Those buttons include all types of content in an Acrobat document including Text, Form Field, Heading 1, Heading 2, Heading 3, Figure, Figure/Caption, Table, Cell, Formula, and Background. The TouchUp Reading Order options table (which is a screenshot from webaim.org), provides the Adobe tag for each of those content types and some additional information. Adobe tags are listed as <P> for Text, <Form> for Form Field, <H1> for Heading 1, <H2> for Heading 2, <H3> for Heading 3, <Figure> for Figure, <Figure><Caption> for Figure/Caption, <Table><TR><TH><TD> for Table, <TD> for Cell, <Formula> for Formula, and null for Background. Additional info includes text such as the following for Background: Also called an artifact, this will hide an item completely from a screen reader.



Adding Tags to an Untagged PDF

· Adding tags

· If you don’t see the numbered boxes in the reading order view, the document is probably not tagged.

· To add tags, select Advanced > Accessibility > Add Tags to Document.

· This is the quickest way to add tags but the result will not be perfect. You will need to check the tags.



Fixing PDF Tags

· Tips for fixing tags

· Confirm that each numbered box in the document is properly tagged. 

· Add alternate text as needed to figures as needed.

· Remove nonessential content, such as ornamental page borders, from the logical structure tree as needed.

· Note that when you remove the tags (such as by using the Delete Item Structure or Clear Page Structure commands), you cannot undo that action. Save your file often.

A screenshot of a graphic in reading order view (it has a large X through it and a number in the upper left corner) and a text tip that says "Figure – No alternate text exists."



Adding Scope to Table Headers

· Add scope to table headers

· With the TouchUp Reading Order tool open, select a table and then select Table Inspector. Select table cells that should be headers, right-click on a selected cell or cells, and choose Table Cell Properties.

The Table Cell Properties dialog box has no options selected yet but the options that will be selected for this particular table in the example is Header Cell, from the Type options, and Column, from the Scope drop-down list. A text box below those two screen captures reads: After tagging the header cells, header cells are highlighted in red and data cells in gray.



Tagging Artifacts

· Tagging artifacts

· Artifacts are items that screen readers should ignore.

· Identify an artifact in the Order or Tags panels. 

· In the Order panel, select the element and click the Background button. 

· On the Tags panel, right-click and select Change Tag to Artifact.

The PDF tags in a document are shown in hierarchical order with the section, denoted as <Sect>, at the top. <Subtitle>, <Table>, <CoverGraphicRight>, <DateSaved>, <Normal>, and other tags follow that.


Section 5: Other Accessibility Tests



Other Accessibility Tests

· Tab through the output to make sure that the reading order is logical.

· Refer to the Dept of Health and Human Services accessibility checklists.

· (Web pages only) Download the WAVE Firefox toolbar and view the web page in Text-only view (http://wave.webaim.org/toolbar).

· Download an evaluation copy of JAWS and read the document out loud (http://www.freedomscientific.com/products/fs/jaws-product-page.asp).

· Use the Adobe Read Out Loud feature to simulate what it would be like for other assistive technology (such as JAWS) to read your PDFs out loud.

· Turn off your monitor when you use either JAWS or Adobe Read Out Loud (this takes some practice with each tool) to simulate what it is like not to see what you are doing.



Other Resources

· HHS Checklists: and http://www.hhs.gov/web/policies/checklistpdf.html 
· Adobe Reference Card: http://blogs.adobe.com/accessibility/2008/03/reference_card_for_accessible.html 
· http://www.planetpdf.com 
· http://www.webaim.org 
· http://accessdp.wordpress.com/ 


· If you want to reuse this presentation, please let me know.

· You can find me at:

· carolyn.klinger@verizon.net
· On Twitter @cklinger

· http://www.linkedin.com/in/carolynklinger 
Thank you!

