Word-to-PDF and PDF

Accessibility Guide

“The University of California is committed to supporting an information technology (IT)
environment that is accessible to all and in particular to individuals with disabilities. To
this end, the University seeks to deploy information technology that has been designed,
developed, or procured to be accessible to people with disabilities, including those who
use assistive technologies.” — UC Information Technology Accessibility Policy

Since PDFs are part of that “information technology environment,” those created and/or
distributed by UC employees — such as those posted to UC websites or shared through other
official channels like email, job boards and trainings — need to be accessible.

What does it mean for a PDF to be accessible?

In a general sense, this refers to a PDF having two qualities:

1. Programmed structure so that assistive technology users can read a PDF’s contents and
benefit from having access to:
a. Additional context and meaning that is uniquely conveyed through certain
structure types
b. Additional navigation and reading options provided by certain structure types

2. Alogical reading order so that assistive technology users encounter content in the
sequence that best facilitates comprehension

This guide is intended to help you understand and achieve PDF accessibility.
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Using this Guide

This guide centers around two checklists: Start in Word and PDF Remediation in Adobe Acrobat
Pro. Each checklist poses a series of simple yes-or-no questions intended to guide you through
evaluating a document’s current level of accessibility and taking corrective action, if necessary.

Some checklist questions and feedback blurbs contain links, directing you toward Appendix
sections that further explain particular accessibility concepts and/or provide detailed instructions
for implementing accessibility improvements. Many Appendix sections contain similar links and
sub-sections, so you can explore related concepts and techniques on your own and if desired,
utilize the Appendix independent of either checklist.

You will also find footnotes scattered throughout this guide that provide examples and
recommendations, address common misconceptions and overall, seek to further your
understanding of this material.

Start in Word

If you're exporting a Microsoft Word document to PDF, it's best to do as much accessibility work
as possible within Word. That way, when the document is exported to PDF, there will be fewer
corrections to make in the PDF version and fewer corrections that will need to be re-applied if
the source document is ever edited and then re-exported to PDF.

If you are building a source document from scratch or have the ability to make changes
to the source document, begin with the Start in Word Checklist as early as possible.

PDF Remediation in Adobe Acrobat Pro

You won'’t always be able to work in the source document — sometimes you won'’t have access
to it or the software used to create it — and even if you are able to work in and perfect the
source document, there will still be a few final checks, and possibly some improvements, to
make in the exported PDF.

If you cannot edit the PDF’s source document, or if you have already done as much
accessibility work as possible in the source document and hen exported it to PDF, use
the PDF Remediation in Adobe Acrobat Pro Checklist.

11t's recommended that you review the Start in Word Checklist as early as possible so that you can make
accessibility improvements and avoid potential accessibility problems as you develop the document,
instead of having to come back after development is complete and fix issues that could’ve been avoided.



Start in Word Checklist

If you’re exporting a document from Microsoft Word to PDF, it's always best to do as much
accessibility work as possible within the source (Word) version. That way, when the document is
exported to PDF, there will be fewer corrections to make in the PDF and fewer corrections that
will need to be re-applied if the source document is ever edited and then re-exported to PDF.

ltem # Yes No
1. Headings Are you certain? Review Items | Resolve Items #1la-#1d to
#la-#1d, if not. ensure full compliance.

Have the headings in your
document been tagged as headings
and structured into a proper heading

hierarchy?
la. Text That Looks Like Continue to Item #1b. No further accessibility checks
Headings or actions are needed in

Does your document have text regards to ltem #1.

segments that have been giving
unique styling (size, color, etc.) so
that they look like and act as
headings?
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Item #

1b. Tagged as Headings

Have those headings been giving a
Style or Outline level (thus tagging
them as headings)?

Yes

Continue to Item #1c.

No

FIX NEEDED:

Headings need to be tagged as
headings using a Heading
Style or Outline level so that
assistive technologies can
interpret them as headings.

Review Items #1c and #1d to
learn more about which
specific Heading Styles and/or
Outline levels you should use
in your document; then, tag
your document’s headings.

Continue to Item #1c.

1c. Document Title

(If all five of the following questions
can be answered “Yes,” refer to that
feedback; if any question is
answered “No,” refer to that
feedback)

1. Does the document have a title?

2.Does that title reflect the entire
document’s contents?

3.Is that title located at the
beginning, or near the beginning,
of the document?

4. 1s the title tagged as a Heading 1?

5. 1s the title the only Heading 1 in
the document?

Continue to Item #1d.

FIX RECOMMENDED:

It's recommended that a
document have an internal title
that: reflects the entire
document’s contents; is at or
near the beginning of the
document; and is tagged as
the only Heading 1 within the
document®.

Continue to Item #1d.

2 Such titles provide important landmarks and contextual information, allowing users to expeditiously identify
documents and understand what they contain.




Item #

1d. Proper Heading Hierarchy

Is the heading hierarchy correct;
does it accurately reflect the
parent/child/peer relationships
between headings and properly
section the document?

Yes

No further accessibility checks
or actions are needed in
regards to Item #1.

No

FIX NEEDED:

The heading hierarchy needs
to accurately reflect the
parent/child/peer relationships
between headings and
properly section the document.

In accordance with the
guidance offered here and in
Items #1b and #1c, ensure that
all headings within the
document have been assigned
a Heading # Style and/or
Outline level as appropriate®.

Once this has been done, no
further accessibility work is
needed in regards to Item #1.

2. Body Text*

Is body text assigned the Normal

the Body Text Outline level?

(see also: |dentify a Paragraph’s

Current Style)

Style or in some other way assigned

No further accessibility checks
or actions are needed in
regards to ltem #2.

FIX NEEDED:

Body text needs to be
assigned the Normal Style, or
in some other way assigned
the Body Text Outline level, so
that it exports properly to PDF
with Paragraph tags.

3 l.e., factor in which heading levels are appropriate and also, if headings need to be recognized (as headings) by
assistive technologies within Word; because, if the latter is the case, you will need to use the built-in Heading #
Styles, as only those will reliably have their heading structure recognized by assistive technologies within Word.

4 “Body text” refers to the main content of a document; it is regular, basic text.




Item #

3. Proper Paragraph Spacing (No
Empty Paragraphs)

Does your document avoid using
empty lines of text (i.e., empty
paragraphs) to create the desired
amount of vertical space between
paragraphs and instead use
Paragraph Spacing (or Page Breaks
or Keep with next)?

Yes

Are you sure; have you double-
checked with Paragraph Marks
shown?

If so, no further accessibility
checks or actions are needed
in regards to Item #3.

No

FIX NEEDED:

Empty lines of text can create
problems for assistive
technologies. Instead, use
Paragraph Spacing to
manipulate the amount of
vertical space between
paragraphs; use Page Breaks
or Keep with next to push
content to the next page.

4. Images and Graphics

Does the document include any
images or other graphics (e.qg.,
shapes, graphs, charts, etc.)?

Continue to ltem #4a.

No further accessibility checks
or actions are needed in
regards to Item #4.

4a. Image/Graphic Alt Text

Have all non-decorative
images/graphics been assigned
succinct, descriptive alt text?

Continue to Item #4b.

FIX NEEDED:

All non-decorative
images/graphics must be
assigned succinct, descriptive
alt text so assistive technology
users can understand them
and the meaning they’re
intended to convey.

Continue to Item #4b.




Item #

4b. Text Wrapping

Do any of the images, or other
graphics, use a text wrapping
setting other than In Line with the
Text?

Yes

Review the following sections
and consider if any
adjustments need to be made
in light of this information:

e Text wrapping’s effect on
accessibility within Word

e Text wrapping’s effect on
accessibility when exported

to PDF

Once this has been done, and
adjustments made if
necessary, no further
accessibility work is needed in
regards to Item #4.

No

No further accessibility checks
or actions are needed in
regards to Item #4.

5. Link Text

Is all link text unique and
descriptive?

Continue to ltem #5a.

FIX NEEDED:

Link text needs to be unique
and descriptive so that
assistive technology users
have the best possible sense
of where, or to what, each link
directs.

Continue to Item #5a.

5a. Link Text Best Practices

Have the following link text best
practices been employed, if
applicable?

¢ URLs avoided

e File format included

e Aligned with destination
H1/Title or anchor

No further accessibility checks
or actions are needed in
regards to Item #5.

FIX RECOMMENDED:

Follow the link text best
practices to ensure assistive
technology users have the best
possible sense of where each
link directs.

Once this has been done, no
further accessibility work is
needed in regards to Item #5.




Item #

6. Lists

Have all lists been created using the
Bullets or Numbering (List)

Yes

No further accessibility checks
or actions are needed in
regards to Item #6.

No

FIX NEEDED:

Lists must be created using
these list features so that they

features? are properly tagged as lists
when exported to PDF.
7. Tables Multiple accessibility checks No further accessibility checks

Does the document include tables?

will be necessary.

Continue to Item #7a.

or actions are needed in
regards to Item #7.

7a. Tabular Data

Are the tables used to present
tabular data (see “Yes”) or for layout

purposes (see “No”)?

Further accessibility checks will
be needed.

Continue to Item #7b.

FIX NEEDED:

Tables should only be used to
present tabular data and
should not be used for layout
purposes.

Any content that has been put
into a table solely for layout
purposes needs to be removed
from the table and presented in
a different way.

Continue to Item #7b.

7b. Title in Table

Is the table’s first row being used to
host the table’s title?

Example of a table’s first row being
used to host the table’s title

FIX RECOMMENDED

Hosting a table’s title within the
table itself inhibits your ability
to make the table fully
accessible within Word.

Remove the title from the table
— and offer it in a different
way, if you want to keep it —
then delete the row that
previously contained it.

Continue to ltem #7c.

Continue to Item #7c.




Item #

7c. Header Cells

Do the cells in the table’s first row
describe the contents of each cell in
their column (i.e., are they table
header cells)?

ves

Further accessibility checks will
be needed.

Continue to ltem #7d.

No

Consider if programmed
header cells would be
appropriate for the table®.

If so, add them in a new first
row, then continue to Item #7d.

If not, continue to ltem #7e.

7d. Header Cell Programming

Have the header cells been
programmed?

Continue to Item #7e.

FIX NEEDED:

Program the header cells so
that assistive technology users
can better interpret the table.

Continue to Item #7e.

7e. Merged Cells

Do any of the tables feature
spanned or merged cells® (i.e., cells
that span multiple columns and/or
rows and are created by merging
multiple cells into one)?

FIX RECOMMENDED:

Spanned/merged cells can be
difficult for assistive
technologies to correctly
interpret (and may require
further remediation in Acrobat
Pro), so it’s often safest to
avoid merged cells.

No further accessibility checks
or actions are needed in Word in
regards to Iltem #7; however...

EVENTUAL FIX NEEDED:

If spanned/merged cells must
be used, then you will need to
follow these steps for
remediating spanned/merged
cells after export to PDF.

No further accessibility checks
or actions are needed in
regards to Item #7.

5l.e., can you think of a labels that would define the contents of each column and help users understand them?

6 Both “spanned cell” and “merged cell” refer to the same thing, so these terms are used interchangeably throughout

this guide; you may also find the combination term “spanned/merged cell” used.




Item #

8. Color

Does your document use any colors
other than the default blue link text
(e.g., any other text colors, any
background colors, any images that
include color, etc.)?

Yes

Resolve Items #8a-#8d.

No

No further accessibility checks
or actions are needed in
regards to Item #8.

8a. Color Contrast

Does each color meet its color
contrast requirement (i.e., is there
sufficient contrast between
foreground and background
elements)?

Are you sure? Have you tested
all colors using a color contrast

analysis tool?

If so, continue to ltem #8b.

FIX NEEDED:

At the very least, you must test
all your non-default colors
using a color contrast analysis
tool.

If any colors fail to meet the
required contrast ratio, you
must change the color to one
that does meet the color
contrast requirement.

Continue to Item #8b.

8b. Color Conveying Information

Are there any instances within the
document of color being used as the
sole means of conveying
information?

FIX NEEDED:

Color should not be used as
the sole means of conveying
information. Incorporate an
additional means of conveying
that information.

No further accessibility checks
or actions are needed in
regards to Item #8.

9. Metadata

Does the document’'s metadata
clearly and accurately convey the
document’s title and author?

No further accessibility checks
or actions are needed in
regards to Item #9.

FIX NEEDED:

Program the document’s
metadata in Word.

10. Headers and Footers

Does the document contain any
Headers and/or Footers?

Continue to Item #10a.

No further accessibility checks
or actions are needed in
regards to Item #10.




Item #

10a. Decorative Header/Footer
Content

Does the Header and/or Footer
content need to be read (see “Yes”)
or is it purely decorative (see “No”)?

Yes

Continue to Item #10b.

No

By default, most Header/Footer
content won'’t be read by
assistive technologies when
exported to PDF, but purely
decorative content doesn’t
need to be read, so no further
accessibility checks or actions
are needed in regards to Item
#10.

10b. Repeated Header/Footer
Content

Does the Header and/or Footer
content need to be read on every
page — i.e., is it unique on certain
pages and/or of critical importance?
— (see “Yes”) or does the Header
and/or Footer content only need to
be read once’ (see “No”)?

FIX RECOMMENDED:

Since, by default, most
Header/Footer content won't

FIX RECOMMENDED:

Consider employing this
strategy for header/footer

be read by assistive
technologies when exported to
PDF, you'll need think of a
more accessible way of
presenting that content within
your Word document (i.e., not
using Headers or Footers) or
you’ll need to manually tag that
content in Adobe Acrobat Pro
after the document has been
exported to PDF.

accessibility, which entails
pulling the first instance out of
the Header/Footer so that it
can be read by default, while
leaving other instances in the
Header/Footer so they aren’t
read by default.

7 For example, if you place your department’s logo in a document’s Header so that it display on every page, assistive
technology users only need to encounter that logo once to understand the document contains your department’s
branding; they wouldn’t want to encounter it on every page because that would get repetitive and may even cause
confusing by interrupting a paragraph that spanned two pages.




Item #

11. File Name

Does the document’s file name
clearly relate to the document’s
internal title and metadata title, and
offer a sense of what the document
contains®?

ves

No further accessibility checks
or actions are needed in
regards to ltem #11.

No

FIX RECOMMENDED:

It's best that a file name clearly
relate to internal and metadata
titles, and offer a sense of what
the file contains; this provides
numerous benefits to all
users®.

12. Save As Adobe PDF

Are you ready to export your
document to PDF?

Export the document from
Word to PDF in the way that
best maintains the accessibility
structure, settings and
improvements established in
Word.

Return to this question when
you are ready to export to
PDF.

8 To think about this another way, would a user who encountered this file name “in isolation” — e.g., if they
encountered the file in their Downloads folder weeks or months after having downloaded it; would such a person...
— know what the file contained without having to open it, based solely on the file name?

For example, let's say a document’s internal and metadata titles are “Skill Builders Program Schedule 2020-20217;
then file names like “Skill_Builders_Schedule_2020-21" or “SB_Program_Schedule_2020-21" would be far superior
to a file name like, “PS_SB_20-21_rev3.4.20_BT,” which may be understood by, and provide relevant information to,
the document’s editors but would not be clearly understood by an external audience.

° For example, users can: 1) more easily confirm that a file they’'ve downloaded is indeed the file they intended to
download; 2) understand what a file contains without having to open; 3) better recognize the file when it’s stored in

content management systems; etc.




PDF Remediation in Adobe
Acrobat Pro Checklist

In some circumstances, you won’t be able to make accessibility improvements within a PDF’s
source file and will instead need to do all accessibility remediation within the PDF itself using
Adobe Acrobat Pro?°.

Or, even if you are able make accessibility improvements in a source file, there are still a few
final touches you can apply in Adobe Acrobat Pro to maximize your PDF’s accessibility.

Many of the items in this checklist — but not all of them — relate to rules found in the Adobe
Acrobat Pro Accessibility Checker.

Save Often Warning:

Adobe Acrobat Pro is a powerful remediation tool, but it does have a weakness — some
remediation changes once applied cannot be undone, meaning you won'’t be able to use the
Undo feature or adjust what you've done in another way; your only option will be to close the
PDF without saving it and then open it again, which means you’re going to lose, and need to
redo, any work you’ve done since you last saved the PDF. To account for this, save as often as
you can and with long PDFs in particular, consider saving multiple versions throughout the
course of remediation, in case you need to go back to a certain step

ltem # Yes No

1. Save Often Warning Good, then you understand Read it now!
that you should save often
when remediating a PDF.

Did you read the Save Often
Warning above this table?

Saving often is one of the most
important things to do when
remediating a PDF with Adobe
Acrobat Pro.

10 You could use other remediation software as well, and but this guide will only speak to Adobe Acrobat Pro and
specific features and processes contained within it.
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Item #

2. Accessibility Full Check

Have you run the Accessibility Full

Check?

Yes

We won'’t cover all of the
Accessibility Checker’s rules in
this checkilist, so if you get a
Failed indicator not covered
here, use the Checker’s
Explain feature to learn more
about and correct the issue.

Continue to ltem #3.

No

ACTION NEEDED:

Run the Accessibility Full
Check within Adobe Acrobat
Pro; read the associated
guidance in the “Yes” column;
then continue to Item #3.

Document

3. Image-only PDF

Was this rule marked as Failed?

This means that the PDF is in
fact an image, as often occurs
when a PDF is produced by
scanning a physical document.

Assistive technologies cannot
interpret text within images, so

in such cases, you will need to:

Obtain an alternate version of
the document! if you can...

Or if you can’t, use Adobe
Acrobat Pro’s Recognize Text
tool; running Recognize Text
will convert text within the
image to a format assistive
technologies can interpret'?,

No further accessibility checks
or actions are needed in
regards to Item #3.

11 |.e., a version that was not produced by printing and scanning the document.

12 However, this conversion process isn’'t always 100% accurate — i.e., it will sometimes misidentify
letters/characters in lower-resolution images — so for this, and other reasons, it is ideal to obtain an alternate version

of the document, if you can.




Item #

4. Tagged PDF

Was this rule marked as Failed?

Yes

FIX NEEDED:

This indicates the PDF’s
contents lack sufficient tags,
which means they may not be
interpreted properly by
assistive technologies or read
in the correct order.

You will need to properly tag
the PDF’s contents by
autotagging the entire PDF
and*®*/or manually tagging
specific content segments.

No

REVIEW NEEDED:

A “Passed” indicator for this
rule means that tags are
present, but it doesn’t
necessarily mean those tags
are sufficient or entirely
correct.

You should always manually
review your tags to ensure all
content has been tagged (or
turned into an artifact if it
doesn’t need to be read by
assistive technologies) and
that all tags are correct in their
structure, organization and
order.

And since changes to tag
structure and organization may
occur when remediating other
aspects of the PDF, it's
recommended you review the
PDF’s tags once more at the
end of the remediation
process.

13 You should not unconditionally rely upon Autotagging. It is a useful tool, but it cannot correctly process everything
(e.g., it might not recognize that a heading should be a heading or assign it the correct level in the PDF’s heading
hierarchy), so you should always review Autotagging’s output and manually adjust incorrect tags.




Item #

5. Logical Reading Order

This rule requires a manual check:

Does the order of the tags in the
Tags pane represent the optimal
order in which the PDF’s contents
could be read?

Yes

WAIT TO MANUALLY PASS;
REVIEW AGAIN LATER IN
REMEDIATION PROCESS:

Changes to tag order within the
Tags pane may inadvertently
occur when remediating other
aspects of the PDF, so it’s
recommended that you: a)
manually re-check the tag
order once more at the end of
the remediation process to
ensure it still represents the
most logical reading order; and
b) wait until then to manually
pass this rule.

No

FIX NEEDED:

The order of the tags in the
Tags pane must reflect the
optimal order in which the
PDF’s contents would be read
by assistive technologies (i.e.,
the most logical reading order).

Adjust the tag/reading order if
necessary.

However, changes to the tag
order within the Tags pane
may inadvertently occur when
remediating other aspects of
the PDF, so it's recommended
you wait until the end of the
remediation process to
manually review and pass this
rule.

6. Primary Language

Was this rule marked as Failed?

FIX NEEDED:

Right-click on the rule and
select Fix; ensure the selected
language is correct; then click
OK.

No further accessibility checks
or actions are needed in
regards to Item #6.




Item #

7. Title

Was this rule marked as Failed?

Yes

FIX NEEDED:

This rule relates to the
document metadata.

Open the PDF’s Properties to
verify (or correct, if necessary)
the Title and Author (and
Keywords, if present), and add
a Subject.

Once you know the Title,
Author and Subject are correct,
Fix this rule.

No

REVIEW NEEDED:

This rule is typically marked
Failed in an initial accessibility
check, so if it is marked
Passed without you having
manually passed it, an
investigation is warranted:

It's recommended you open
the PDF’s Properties to verify
(or correct, if necessary) the
Title and Author (and
Keywords, if present), and add
a Subject.

8. Bookmarks

Was this rule marked as Failed?

FIX NEEDED:

Bookmarks help users
navigate more easily through
long PDFs.

Add bookmarks to the PDF,
then check this rule again.

No further accessibility checks
or actions are needed in
regards to Item #8.

9. Color Contrast

This rule requires a manual check:

Does each color meet its color
contrast requirement (i.e., is there
sufficient contrast between each
foreground element and its
background)?

Are you sure? Have you tested
all colors using a color contrast

analysis tool?

If you have and all colors meet
their contrast requirement, then
no further accessibility checks
or actions are needed in
regards to Item #9.

FIX NEEDED:

You must test all your colors
using a color contrast analysis
tool.

If any colors fail to meet the
required contrast ratio, you
must change the color to one
that does meet the color
contrast requirement.




Iltem # NES No
Page Content
10. Tagged Annotations FIX NEEDED: No further accessibility checks

Was this rule marked as Failed?

This often means that there are
links within the PDF that are
not accessible to assistive
technologies.

Investigate the flagged
elements; if they are
inaccessible links, take steps
to ensure those links are
taqgged properly.

or actions are needed in
regards to Item #10.

11. Tab Order

Was this rule marked as Failed?

FIX NEEDED:

Right-click the rule within the
Accessibility Checker and
select Fix.

No further accessibility checks
or actions are needed in
regards to Item #11.

Forms

12. Forms

Does the PDF include form fields?

Continue to ltem #12a.

No further accessibility checks
or actions are needed in
regards to ltem #12.

12a. Tagged Form Fields

Was this rule marked as Failed?

FIX NEEDED:

Form fields need to be tagged
so they can be detected by
assistive technologies.

Tag the form fields then
continue to ltem #12b.

Continue to Item #12b.
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Item #

12b. Field Descriptions

Was this rule marked as Failed?

Yes

FIX NEEDED:

Form fields require field
descriptions, a.k.a. Tooltips, so
that assistive technology users
can understand their purpose.

Continue to Item #12c for
further guidance on what to do
when fixing this.

No

Continue to Item #12c.

12c. Unique Field
Description/Tooltip

Is each field description/Tooltip
unique?

CHECK NEEDED

Are you sure? Have you
examined each form field’s

Tooltips?

FIX NEEDED

Each form field must have a
unique field description/Tooltip
so that assistive technology
users can differentiate it from
other form fields.

Edit each form field’s Tooltip so
that it is unique.

12d. Form Field Tab Order

Is the form field tab order set to
Order Tabs by Structure?

No further accessibility checks
or actions are needed in
regards to Iltem #12.

FIX NEEDED

The form field tab order should
be set to Order Tabs by
Structure.

Alternate Text

13. Figures Alternate Text

Was this rule marked as Failed?

FIX NEEDED:

This means there are figures
(e.g., images, etc.) in the PDF
that do not have alt text.

Purely decorative figures
should be turned into artifacts.
Non-decorative figures should
be assigned alt text that is
succinctly descriptive.

No further accessibility checks
or actions are needed in
regards to Item #13.




Item # Yes No

Tables

14. Headers Further accessibility checks will | No further accessibility checks
be needed. or actions are needed in
regards to Item #14.

Was this rule marked as Failed?
Continue to Item #14a.

14a. Headers Appropriate?** FIX NEEDED: SKIP NEEDED:
Are there cells in the table(s) Those cells will need to be If there are multiple tables in
(perhaps in the first row or first programmed as header cells. the PDF, correct any tables

colum.n) that function as header Follow these instructions for that need to -be corrected (i.e.,
cells (i.e., Flo they label and . programming header cells in program their headgr cells),.
contextualize all the other cells in Adobe Acrobat Pro. then run Check Again on this
the column or row)? rule.

Once you have ensured that
the only table(s) causing this
rule to be marked Failed do not
have cells that function as (and
thus, should be programmed
as) header cells, apply Skip
Rule to this rule.

15. Regularity This means that a table does No further accessibility checks
not have the same number of or actions are needed in

cells in each column and/or regards to Item #15.

row; it often occurs if a table
includes a spanned/merged
cell.

Was this rule marked as Failed?

Further accessibility checks will
be needed.

Continue to Item #15a.

14 In essence, this item is getting at the question: is Item #13. Headers being marked Failed because there really is a
problem with one or more tables in the PDF, or is it being marked Failed because the Accessibility Checker isn'’t
capable of recognizing that the rule isn’t actually applicable to one or more tables in the PDF?



Item #

15a. Spanned/Merged Cells

Does the table have any spanned or
merged cells®?

Yes

FIX NEEDED:

Follow these instructions for
remediating spanned/merged
cells.

No

Continue to Item #15b.

15b. Number of <TD> or <TH>
Tags in Each Row

Does the table have the appropriate
number of <TD> or <TH> tags in
each row?

Follow these instructions for
programming a table to ensure
it has the same number of cells
in all rows and columns.

No further accessibility checks
or actions are needed in
regards to Item #15.

Lists

16. List Items, and Lbl and LBody

Are either of these rules marked as
Failed?

FIX NEEDED:

This means that a list does not
have the appropriate tag
structure. An <LI> tag could be
outside an <L> tag, or <Lbl> or
<LBody> tags could be used
inappropriately.

Review the flagged lists and
ensure they have the correct
list tag organization. You may

need to edit the tag's
organization through the Tags

pane.

No further accessibility checks
or actions are needed in
regards to Item #16.

15 |.e., multiple cells that have been combined or “merged” together so they appear as a single cell. The term
“spanned” is also used to describe these cells since they “span” multiple rows and/or columns.




Item #

17. Manual List and List Item Tag
Check

One of the most common list errors
is one that won'’t get caught by the
accessibility checker.

Manually review all the List <L> tags
in the PDF. Do they contain all the
List Item <LI> tags that they should
(see “Yes”) or are some of their
<LI> tags nested in separate <L>
tags’6?

Yes

No further accessibility checks
or actions are needed in
regards to Item #17.

No

FIX NEEDED:

You will need to manually edit
the tag organization through
the Tags pane so that each
<LI> tag is nested within the
appropriate <L> tag.

Headings

18. Appropriate Nesting

Was this rule marked as Failed?

FIX NEEDED:

This means that the heading
hierarchy contains mistakes,
such as that heading levels are
skipped or that headings are
nested improperly.

Review the PDF’s heading
tags and manually edit their
heading levels as necessary to
ensure a proper heading
hierarchy (see Editing Tag
Structure Type Through the
Tags Pane or Editing Tag
Structure Type Through the
Reading Order Tool).

No further accessibility checks
or actions are needed in
regards to Item #18.

16 In essence, you're checking if a single list has been broken apart into multiple lists; e.g., a single three-item list
might be broken apart into three one-item lists.




Item #

Yes

Final Checks Unrelated to Accessibility Full Check Results

No

19. Link Text

Is all link text unique and
descriptive?

No further accessibility checks
or actions are needed in
regards to Item #19.

FIX RECOMMENDED

If possible!’, edit the link text
S0 it is unique and descriptive.

If you are able to edit the link
text, edit the link box so it
encompasses the link text in its
entirety.

20. Reflow Order

Does the Reflow order reflect the
reading order that best facilitates
comprehension and match the
assistive technology reading order
established through the order of
tags in the Tags pane?

No further accessibility checks
or actions are needed in
regards to Item #20.

FIX NEEDED:

Adjust the Reflow order so it
reflects the reading order that
best facilitates comprehension
and matches the assistive
technology reading order
established through the order
of tags in the Tags pane.

21. File Name

Does the PDF’s file name clearly
relate to the PDF’s internal title and
metadata title, and offer a sense of
what the PDF contains?

No further accessibility checks
or actions are needed in
regards to Item #21.

FIX RECOMMENDED:

It's best that the file name
clearly relate to internal and
metadata titles, and offer a
sense of what the file contains;
this provides numerous
benefits to all users?.

17 You won't always be able to edit PDF text; sometimes complications arise that make it too difficult to edit text while

maintaining other aspects of the PDF.

18 For example, users can: 1) more easily confirm that a file they’'ve downloaded is indeed the file they intended to
download; 2) understand what a file contains without having to open; 3) better recognize the file when it’s stored in

content management systems; etc.




Item #

22. Tags Re-check; revisiting PDF
Remediation Checklist Item #4.

Tagged PDF

Changes to tag structure and
organization within the Tags pane
may occur when remediating other
aspects of the PDF, so you should
re-check the Tags pane to ensure
all content has been tagged
properly.

Upon manual review, is the PDF still
tagged properly?

Yes

No further accessibility checks
or actions are needed in
regards to Item #22

No

FIX NEEDED:
Edit the PDF’s tags as

necessary.

23. Logical Reading Order Re-
Check; revisiting PDE
Remediation Checklist ltem #5.
Logical Reading Order

Changes to the tag order within the
Tags pane may occur when
remediating other aspects of the
PDF, so you should re-check the
Tags pane to ensure the tag order
reflects the optimal order in which
the PDF’s contents would be read
by assistive technologies.

Upon manual review, does the tag
order reflect the optimal reading
order for assistive technologies?

No further accessibility checks
or actions are needed in
regards to Item #23.

FIX NEEDED:

Edit the tag order so it reflects
the optimal reading order for
assistive technologies.




Appendix

Accessibility Full Check within Adobe Acrobat Pro

Adobe Acrobat Pro’s Accessibility Full Check (a.k.a. Accessibility Checker) evaluates a PDF’s
accessibility and provides a report detailing whether the PDF passes or fails certain accessibility
rules/standards. Not all of those rules will be covered in this guide, so if you get a Failed
indicator not covered here, use the Checker’s Explain feature to learn more about and correct
the issue.

Return to:

e |tem #2. Accessibility Full Check < PDF Remediation Checklist

Running an Accessibility Full Check
To initiate a Full Check:

1. Open the Accessibility Tools and select Full Check.

Full Check within
Accessibility Tools

a Autotag Document

Reading Options

@ Full Check

@ Accessibility Report

SL Identify Form Fields
E Set Alternate Text
‘.\.\ Setup Assistant

EJ'_? Reading Order

Revised September 2020 We value your feedback:
Share guestions and/or
comments about this quide



https://docs.google.com/forms/d/e/1FAIpQLSdiSEKQPfz3XVh2riB3LMP8LHQhn3S4Za8Jv1NtDhvysTl_ig/viewform?usp=sf_link
https://docs.google.com/forms/d/e/1FAIpQLSdiSEKQPfz3XVh2riB3LMP8LHQhn3S4Za8Jv1NtDhvysTl_ig/viewform?usp=sf_link

2. An Accessibility Checker Options panel will appear. For the most part, you can leave the
default settings alone; the one option you may want to change is Create accessibility
report

a. If that option is checked, Acrobat will save an HTML version of the Checker’s
report to your computer, in a folder you can designate using the Choose button; if
you don’t need a permanent copy of the report, you may want to unselect (i.e.,
uncheck) this option so you don’t end up with a slew of these reports saved to
your computer

Accessibility Checker Options X

Report Options
[/] Create accessibility report ___ Folder: C:\Users\dharrima\ Documents Choose...

[[] Ateach report to document

Page Range

eumsencand |f Checked, Acrobat will
amonenziod Ve an HTML version
"’M of the report to your
peemesnind COMpUter, in whatever
o= folder you Choose here;
3:3:::: if you don’t need that

Deamieered FEPOIE, yOU May want to
[/] Document has appr unCheCk thls Opthﬂ

Select All Clear All

[#] Show this dialog when the Checker starts

Help Start Checking Cancel

3. Click the Start Checking button to run the check

Once the check is complete, the results — organized by section — will appear in the
Accessibility Checker Navigation pane. Click a section’s > icon to expand the section and view
the individual rules contained within it.

Accessibility Checker X Accessibility Checker X
E- 4 Click to expand section... |
Document (3 issues) v
Page Content (3if ... and VleW |tS Accessibility permission flag - Passed
> ag 4
s Forms individual rules « Image-only PDF - Passed
S Alternate Text (1 issue) o Tagged PDF - Passed
5 Tables (2 issues) ) Logical Reading Order - Needs manual check
N Lists (2 issues) o Primary language - Passed
. . € Title - Failed
> Headings (1 issue)
o Bookmarks - Passed
0 Color contrast - Needs manual check

> Page Content (3 issues)

Return to:

o [tem #2. Accessibility Full Check < PDF Remediation Checklist




“Flagged” Elements

Some Accessibility Checker rules, if marked Failed, will provide a list of the specific Element(s)
that contain issues and caused the rule to be marked Failed. You may click on a listed Element
to see the corresponding content highlighted within the PDF; this can help you diagnose and
correct the element’s issue(s).

v @ Tagged annotations - Failed /"

v:J
Element 3 contains an issue that contributes to this rule being
marked Failed; clicking Element 3 within the Accessibility Checker
will highlight the corresponding content within the PDF, which will
Hement4 help you diagnose and correct the issue

Element 1

Element 2

o Tab order - Passed |
& Character encoding - Passed | UCSF Environment, Health and Safe ‘Igrg
( - ; ; Pri
Return to:

e |tem #10 Tagged Annotations < PDF Remediation Checklist

Explain

The Accessibility Checker’s Explain feature can help you understand a rule and how to address
it, if needed. To use the feature:

1. Right-click a rule within the Accessibility Checker pane
2. Select Explain
e A web page explaining the rule and how to address it will open in your default
internet browser

Right-click on a rule and select Explain
OB

b @ Tab order - Failed

Skip Rule

o Character encodin Explain

«# Tagged multimedi Check Again
o Screen flicker - Pas: Show Report

o Scripts - Passed

Options

T "

Return to:

e |tem #2. Accessibility Full Check < PDF Remediation Checklist




Fix

Some Accessibility Checker rules offer a Fix option in their contextual menu?®. This feature
provides a simple means of fixing a rule marked Failed. To use the feature:

1. Right-click a rule within the Accessibility Checker pane
2. Select Fix

Accessibility Checker X
(=~
~ Document (5 issues)
o Accessibility permission flag - Passed
o Image-only PDF - Passed

€ Tagged PDF - Failed

@ Logical Reading Order - Needs manual

(5¢) Pr'ﬂyhlynge - Failg
© Title - Failed Bix

SKIp Rule
o Bookmarks - Passed 2P RU
_ Explain
&) Color contrast - Needs 1

a. If Fix is not available, that means it cannot be applied to the rule you’ve right-
clicked
b. For some rules, selecting Fix is all that is necessary and the rule will then be
marked Passed
c. Other rules may prompt you to complete an additional step after selecting Fix
3. If a prompt for an additional step appears®, complete it and the rule will then be marked
Passed

Return to:

e [tem #6. Primary Language < PDF Remediation Checklist
e |tem #7. Title < PDF Remediation Checklist
e [tem #11. Tab Order < PDF Remediation Checklist

19 “Contextual menu” refers to the menu that appears when you right-click something.

20 For example, if you apply Fix to the Primary Language rule, a prompt will appear and require you to
establish what the primary language is.



Skip Rule

Skip Rule bypasses an Accessibility Checker rule so it will no longer be marked Failed. Since
our goal is to have all rules marked Passed, Skip Rule should, ideally, only be used in those
uncommon instances when a rule cannot be marked Passed for technical reasons, such as with
a “false fail?L.”

Return to:

e |tem #14a. Headers Appropriate? < PDF Remediation Checklist

Check Again

Check Again runs the Accessibility Checker again to determine if a rule’s status has changed
based on work you’ve done within the PDF.

Return to:

e |tem #8. Bookmarks < PDF Remediation Checklist
e |tem #14a. Headers Appropriate? < PDF Remediation Checklist

Accessibility Tools within Adobe Acrobat Pro

Many of Adobe Acrobat Pro’s
accessibility features can be
accessed through the
Accessibility tools: e.g., Full
Check, Set Alternate Text and
the Reading Order tool.

T

Autotag Document

0 <8 &

Reading Options

Full Check EE)

Accessibility Report

|dentify Form Fields

Set Alternate Text

Setup Assistant

Reading Order

21 ].e., when arule is marked Failed because the Accessibility Checker incorrectly diagnosed an issue.
For example, if a table does not have a legitimate header row (i.e., its first row does not contain cells that
serve as, and should be programmed as, header cells), the Tables > Headers rule will be marked Failed
when it's actually just not applicable and the Accessibility Checker is incapable of recognizing that (that
particular rule tends to only be applicable when a table does have cells that should be programmed as
header cells but are not).

SR N IO




Accessing the Accessibility Tools within Adobe Acrobat Pro

The Accessibility tools can be accessed in a few different ways, and since you’ll be using them
frequently for accessibility remediation, you may want to create shortcuts to them.

1. Open Tools; you can do this by clicking the Tools tab (just beneath the menu options) or
by clicking the More Tools button within the Tools pane

O T CHONE 1
BAXOPWMA @O »/» AOOO wn- K- P B2 a&D PR=IX
. . - @
L Click either the Tools tab it the Tools pane | &
D I i pioe below, merged - - - . °
. ;)hr M_I_oreI Tools btutton W|’E|r_1|n| isn't visible, click | =
B € 100s pane O open qo il this arrow button | &
B T == e N[ t0 expand it open
@ M:ljﬂﬂm 8:15-11:30 Reom D

| Day 1 Session Tne Location
 Marming session 5151130 | RoomB
[Wacany sesaon T230es | Rooma

2. Find the Accessibility option within the Protect & Standardize section; click the Add
button to add the Accessibility tools to the Tools pane

Tools Word PDF Accessibi... ﬁ

h tools

Protect & Standardize

O ¥ B £ ®

Protect Redact PDF Standards Optimize PDF Print Production Accessibility
(e 7] (e 7] Zag i T i ) [ree ]~

3. The Add button will then change to an Open button; click it to open the Accessibility tools
within the Tools pane




You may also want to add some of the most frequently used Accessibility tools to your Quick

Tools menu. To do this:

1. Right-click anywhere within the Quick Tools menu and choose Customize Quick Tools...

w8 aQ &0

150 KM O @ s -

. E3
+

B 2 & D BB

Show File Tools

Accessibility

Quick Tools menu

Show Edit Tools

Show Page Navigation Tools

@
N
@

8

This guide centers

Right-click anywhere within the
Using t Quick Tools menu and choose
Customize Quick Tools

Show Page Display Tools

Show Select & Zoom Tools

ﬁ ﬂ Customize Quick Tools...
——

Show Recently Used Tools

Show Share Button Label

Pro. Each checklist poses a series of simple yes-or-no questions intended to guide you through

2. Scroll down to and expand the Accessibility section

3. Select Reading Order and click the Add to Toolbar button

Customize Quick Tools

Tools to show in Toolbar:

le

Bt

Choose tools to add:

~ Accessibility
& Autotag Document

C{ Autotag Form Fields

| Select a tool and click this
@ ~4 Add to Toolbar button

@ Accessibility Report
Ej‘ Identify Form Fields
E Set Alternate Text

‘3, Setup Assistant

% Reading Order

Save

Cancel

X

4. Repeat Step #3 with the Set Alternate Text, Accessibility Full Check and Autotag

Document tools

5. Click the Save button to save these changes

Adobe Acrobat Pro

Adobe Acrobat Pro DC is the subscription/paid version of Adobe Acrobat and is one of the
applications most commonly used for remediating PDFs. It contains the accessibility-related
tools used for remediation that are not available in the free version, Adobe Acrobat Reader DC.




Alt Text (a.k.a. Alternative Text)

Alt text is a text description applied to visual, non-text elements, such as images, shapes,
graphs, charts, etc., so that assistive technology users can interpret what they are and what
purpose they serve.

Alt text should succinctly describe the element and/or its purpose (see Assigning Alt Text in
Word, and the screen shots and footnote contained within that section, for an example of alt text
describing an element’s purpose).

Return to:

o [tem #4a. Image/Graphic Alt Text < Start in Word Checklist
e |tem #13. Figures Alternate Text < PDF Remediation Checklist

Decorative Elements and Alt Text

An element is purely decorative if it only serves to enhance the visual design; it doesn’t provide
some other value or information that is not already being provided by something else — it’s
really just “eye candy.”

ST \ This yellow, background rectangle is purely decorative:

it's only there to visually differentiate this section

These icons could also be considered
purely decorative: while they do help
reinforce the document’s branding, that

'S °"|  Dashboard Updates

and | Talent Analytics portfolio
in for 2019 Q4 is available.

a

branding is already communicated to View prior quarters’ data
assistive technology users by other, Ly | i (s dashboard using
more-effective means [€X! | L ocation Workforce

Profile dashboards
1 R
The current version is from

Attract & Hire @ April 2019 with June 2019

separation data.

Elements that are purely decorative should be hidden from assistive technologies and do not
require alt text.

You cannot hide elements from assistive technologies within Word; that can only be done in a
program like Adobe Acrobat Pro after a document has been exported to PDF (see: Artifact).

Return to:

e [tem #4a. Image/Graphic Alt Text < Start in Word Checklist
e [tem #13. Figures Alternate Text < PDF Remediation Checklist




Assigning Alt Text in Word

In Word, alt text can be added and edited through an element’s Format properties. To access
an element’s alt text:

1. Right-click on the element; then select the “Format...” option

\

Fofessions
Center (HR

Right-click element and
choose Format Picture
within the contextual menu

2. Navigate to the Layout & Properties tab, expand the Alt Text section and input alt text
into the Description field

Format Picture i

Open Layout & Properties tab S @ |a

Text Box

Itle

Expand Alt Text section

Description

Add alt text to the
Desciription field

QOur staff is here to help you succeed

22

Return to:

e |tem #4a. Image/Graphic Alt Text < Start in Word Checklist

22 Note the alt text assigned to the image in this example. It isn’t something like, “staff member in UCR
student center speaking with a student,” which would accurately describe what we see in the image but
doesn’t really speak to why that particular image is there. Instead, the image has the alt text, “our staff is
here to help you succeed,” which speaks to the meaning and purpose of this particular image selection;
it's there to send/reinforce the message that UC staff is available to help students succeed.

An argument could also be made for just treating this image as a decorative element and hiding it from
assistive technologies.



Assigning Alt Text in Adobe Acrobat Pro

There are multiple ways to assign alt text in Adobe Acrobat Pro; explore them in the following
sub-sections: Set Alternate Text and Object Properties.

Return to:

e |tem #13. Figures Alternate Text < PDF Remediation Checklist

Set Alternate Text

Set Alternate Text is a feature within the Accessibility tools. It will detect all non-artifacted
figures within the PDF, display their alt text and provide an opportunity to edit it. There is also a
decorative figure option which should be used with caution, if at all.

Use the arrow buttons within the Set Alternate Text panel to move between non-artifacted
figures.

Make sure to use the panel’s Save & Close feature to save any changes made through it.

Set Al T X . -
Etl temate Text : Navigate between figures
4 || image 2 of 156 | 2 Make figure decorative;
“T| use with caution, if at all

| View, edit and/or add

| alternate text here

Don't forget to save your work!

Return to:

e |tem #4a. Image/Graphic alt text < Start in Word Checklist
e |tem #12. Figures Alternate Text < PDF Remediation Checklist




Decorative Figure

Checking the Decorative figure box within the Set Alternate Text panel will change an element’s
tag type from figure to artifact; this can be seen within the Object Properties panel, where you'll
see the Tag Type set to Artifact, and within the Tags pane, where you'll see the element’s
<Figure> tag changed to a <P> tag but with the standard tag icon instead of the paragraph icon
typically associated with actual <P>, as in paragraph, tags.

v q <P> e
Jo Object Properties . .
Signs a figure has been turned
W coment| o | Cotor into a Decorative figure through
= the Set Alternate Text panel

> q < Type:

The problem with this method is that it doesn’t actually artifact the element, thus hiding it from
assistive technologies; all it does is strip away the structure information (“figure”) that assistive
technologies would read. If that structure information is the only readable information associated
with the element, then once it's removed, assistive technologies will have nothing to read for the
element and may skip right over it, same as they would had the element been turned into an
actual artifact. But if there is other readable information associated with the element, such as
alternate text, it will still be read by assistive technologies.

Bottom line:

e Use this feature with caution, if at all

e It's better to use one of the methods that turns an object into an actual artifact; see:
o Change Tag to Artifact (“Artifacting”) Through the Tags Pane and/or...
o Tag Content as Artifact Through Reading Order)

¢ Do not use this feature on elements that have alt text.

Object Properties

You can also assign, view and edit alt text through Object Properties. To do so:

1. Right-click on an element’s tag within the Tags pane
2. Select Properties

Right-click on tag in Tags pane

> 9 ¢
> @ [Fidi

v Highlight Content
Properties.. €—— Select Properties




3. Open the Tag tab within the Object Properties panel; in the Alternate Text field you can
view, add and edit the element’s alt text

Object Properties

Navigate to the Tag tab

Content Tag Color

Type: RN

| View, add, edit alt text |

Actual Te}

Alternate Text:

o: |

Language: |English US

Edit Tag.. Edit Attribute Objects... Edit Attribute Classes..

Close

Return to:

e |tem #12. Figures Alternate Text < PDF Remediation Checklist

Artifact

In the context of PDFs, an artifact is a piece of content that has been deliberately hidden from
assistive technologies, most often because it is purely decorative but sometimes, as well,
because it is repeated within the PDF more than it needs to be read?.

Hiding certain content from assistive technologies in this way (a.k.a. “artifacting”) makes for a
more efficient user experience and can help avoid confusion, frustration and even repetitive
stress injuries.

Return to:

e |tem #4. Tagged PDF < PDF Remediation Checklist
e [tem #13. Figures Alternate Text < PDF Remediation Checklist

23 For example, if the same copyright statement appears on a every page of a document, one could
reasonable argue that it did not need to be read on every page, especially if that might interrupt, or cause
confusion with, how other content is being read (e.g., imagine a paragraph that spans two consecutive
pages and the potential confusion caused by hearing a copyright statement read at some random point
within that paragraph). A better approach may be to have the copyright statement available to assistive
technologies on the first and last pages, and turned into an artifact on all other pages.

Wordmarks, logos and other branding elements provide additional examples of types of content that may
appear repeated in a PDF more than they reasonably need to be read.



Turning Content into an Artifact (“Artifacting”)

The following techniques can be used to turn content into an artifact; they are ordered from
most recommended (top of the list) to least recommended (bottom).

See:

e Change Tag to Artifact (“Artifacting”) Through the Tags Pane

¢ Turning Content into an Artifact (“Artifacting”) Through the Content Pane

e Tag Content as Artifact ("Artifacting") Through Reading Order

e Set Alternate Text > Decorative Figure — a method similar to artifacting that should be
used with caution, if at all

Assistive Technologies

Assistive technologies assist users of different abilities in using electronic environments. Screen
readers are one of the most commonly referenced forms of assistive technologies. They assist
users who have visual impairments by reading aloud the content within an electronic
environment (e.g., webpages or PDFs) depending on how that content is programmed. There
are other assistive technologies one might use when engaging with a PDF — e.g., a braille
converter, zoom controls (see: Reflow), etc. — but like screen readers, they rely on content
being properly programmed; thankfully, this guide helps with that!

This screen reader demonstration video will help you get a sense of how screen readers read
properly programmed content and use structure to provide more navigation and reading options.

See also:

e Structure
o (Style) Further Assistive Technology Benefits Provided by Structure

Bookmarks

Bookmarks helps users navigate more easily through long PDFs by providing programmed
destinations to which they can immediately jump.

Headings often act as bookmarks, but other structure types and destinations within a PDF can
be assigned as bookmarks as well.

Return to:

¢ [tem #8. Bookmarks < PDF Remediation Checklist



https://www.youtube.com/watch?v=tEkZUlNfcZo

Adding Bookmarks
There are a number of ways to add and manage bookmarks within Adobe Acrobat Pro.

One of the most expeditious methods is to use the New Bookmarks from Structure feature,
which can be accessed within the Bookmarks pane’s Options menu or by right-clicking on the
Accessibility Checker’'s Bookmarks rule and then selecting Fix.

Bookmarks
pane icon
meermakd Open Options menu
[F - Y I Will also initiate New Bookmarks
A from Structure process
New Bookmark Ctrl+B
G’B New Bookmarks from Structure... (%] |Bmlunarks-F
@ Color contrast - NJ Eix
@ Page Content (1 issu S(\'p Rule
m Forms Explain

In the Structure Elements panel you can select the structure types to which you’ll assign
bookmarks. If you are adding bookmarks to a PDF that lacks bookmarks, it's recommended that
you select all the Heading types — hold down the Ctrl (PC)/Cmd (Mac) key to select multiple

types — and click OK.

Structure Elements X

Structure

Hold down Ctrl (PC) or Cmd (Mac)
P to select multiple structure types

Sect

Select Al Clear Al Click to associate bookmarks with
= }—- the selected structure types

]

If there are no headings in PDF, you may need to manually assign certain destinations as
bookmarks. To do so, use the New bookmark feature, which can be found within the Bookmarks

pane and the pane’s Options menu.

Two methods for creating a new bookmark

S T, PT
BE- W E

Ctrl+B

Bookmarks

New Bookmark

(‘% New Bookmarks from Structure...




This feature “bookmarks” your current view?* of the PDF so it can be returned to immediately
and even captures your zoom level and scroll position. For example...

If the PDF view seen in the first screen shot below is bookmarked, then a user who clicks on
that bookmark will be given the same exact view, regardless of what page they were on or how
zoomed in/out of the PDF they were previously.

BY®8 Q@ ¢ »ni= - 2 = 2
—_— % dretra d 1'[ amet nis-
If thls view is bookmarked... | nisi est si
- us pulvinar.
And note:

- the page #, 270
- and zoom level, 300%

I
ne

g B D e e

stlbulum sed arcu non. E111

8502 11.00in

Even from a different page (92)
and zoom level (41.9%)...

BAYPBAQAOO m/= MO - - 4 3 3
| o « . Pharetra diam sit amet nis-
p = 8RR Eget nullam non nisi est si

ﬂbunc

They II be returned to the same view:
1same page (270), zoom level (300%)
] and scroll position

r r

quat interdum varius sit an
stibulum sed arcu non. E111

850x11.00in

Return to:

e ltem #8. Bookmarks < PDF Remediation Checklist

24 |.e., literally, how the PDF appears on your screen within Adobe Acrobat Pro.



Breaks

Breaks are a Microsoft :
sign Layout References Mailings Review Section Breaks

Word Layout feature (found PR = P Next Page
in the Layout ribbon) used _ Page Breaks BTG,
to control where specific : Sl . Cantiwous B
sections and/or pages end. section on the sar

. Column Even Page
They provide the most ndicate that the text following the column ) | peurtnseciioolTiessk i sy

. break will begin in the next column 1 section the en-nur
accessible means of . 0 e
achieving certain design SUpEs eSOl SRS D! s, Insert a section break and start the nev
. . e JETHES EHEUON TENE HON DO teX SeC 1 he next odd ered page

and layout objectives, such Section Breaks
as organizing content
into m and UC-Campuses9| UC:-LabsY UC-Health-Systems9|
Controlllng Where pages * -~ BerkeleyY e -+ Berkeley" ® - Davis
and Uniquely-formatted e -+ Merced" e - Livermore ® - Irviney

e — Santa-Barbara¥ ® — Los-AlamosY ® - Los-Angeles

sections end.

I Column Break Column Break 1] » Section Break (Continuous)

With Paragraph Marks
shown, you can see

Page Break

1]

UC~is-proudvof-aII'of-its-campuses,~Iabs~and-health-systemi.

where Breaks have been applied within a document.

Adding a Break between existing paragraphs may add an unintended and undesired, new line
of text; if this occurs, just delete it.

Layout References Mailings Review Vie

= Breaks = Indent Spacing
Paae Breaks Pt
Page 10 pt
'~ Markthe point at which one page ends . Arrange
and the next page begins. R , 1
Column VI raragrapn marks snown, you can see 0

ndic (see Column Break for a screen shot exampl

o Adding a Break between existing paragraphs may 4

Text Wrappi
ot Wrappng of text; if this occurs, just delete it.

Separate text around objects on web

A new line of text may be added
after the Break, at the start of the
next page; just delete it

Adding-a-Break-between-existing-p:
of-text;-if-this-occurs, -just-delete-it.g]
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Page Breaks vs. Section Breaks

Page Breaks allow you to control where a page ends; all content after a designated Page Break
will be pushed to the next page.

Section Breaks influence how a document is separated into sections; each section within a
document can have its own unique Layout properties, such as its own column organization,
margins, orientation, page numbering, headers/footers, etc.

Section Breaks provide a powerful layout tool, but they can also create unintended issues if
used imprecisely?®, so it's recommended that you use Page Breaks unless you specifically need
to uniquely format certain sections, as Section Breaks allow.

Page Break and Next Page Break

Both the Page Break and Next Page Break end the page on which the Break is applied and
push content after the Break to the next page. The difference between these two Breaks is that
the Next Page Break also creates a Section Break and thus, multiple sections that can be
formatted independently.

Only use the Next Page break if you specifically need to create a Section Break; otherwise, use
the Page Break.

When to Use and Not Use Page Breaks

Page Breaks aren’t always the best tool available for pushing content to the next page. They’re
ideal if you want a break to occur between certain pages regardless of other factors. For
example, if a document has an Index, you would likely want to apply a Page Break to the page
before the Index because there are no circumstances in which you’d want any Index content
appearing on that page.

But if you were thinking of using a Page Break to push a bit of content to the next page only so
that it would be displayed on the same page as other content, the Keep with next Paragraph
Setting might offer the better means of achieving that goal.

25 The word “section” is used informally throughout this guide to describe chunks of content. In context of
breaks though, “section” is a formal term, describing a region within a document as defined by Section
Breaks; only this type of “section” can be given its own unique Layout properties.

26 For example, let’s say you use a (Section) Next Page Break instead of a (Page Break) Page Break and
later decide you need to adjust your document’s margins. Because you divided your document into two
sections with the (Section) Next Page Break, the margin change will only be applied to one of the two
sections, so you’ll either have a document that looks weird or you’ll need to manually apply that margin
change to the other section as well, to prevent the document from looking weird.



Column Break

Column Breaks allow you to manually control how content is divided into various columns. For
example...

In the screen shots below you can see how a list would be divided into three columns by default,
without Column Breaks, and how that division can be manually controlled with Column Breaks
(you can also see, in the screen shots, how Continuous Section Breaks are used to set only a
certain section in columns).

Three columns divided automatically; not by Column Breaks

- N
UC:-Locationsq] Section Break (Continuous)

e - Agriculture-&-Natural- e -+ Irvine-Healthq] e - Riversideq|
Resourcesq| e« UCLAY e - San-Diego¥l

e -~ Berkeleydl 2o LICILAH 1 e -+ San-Diego-Health

® - Berk NO Column Breaks herae&Fational‘ e - San-Francisco|
Labyl TIoT e -+ San-Francisco-Healthq]

e - Davisy
o - Davis-Health

._Los-Alamos-National- e - Santa-Barbara¥
e - Santa-Cruzql

e - Irviney ® -~ Merced

Above-is-a-list-of-UC-locations.-Lorem-ipsum-dolor-sit-amet,-consectetur-adipisd{ng-elit ,»€d-do-eiusmod-
tempor-incididunt-ut-labore-et-dolore-magna-aliqua.-Ut-enim-ad-minim-veniam, \y#€-nostrud-exercitation-

“"f’“:°t"ab°|fis'"'5"“_‘l‘l‘"" Continuous Section Breaks defining the
voluptate-velit-esse-cillu - . .
boundaries of this three-column section

proident,-sunt-in-culpa-q

3

Same three columns divided manually with Column Breaks|

UC-Loca tionsY| Section Break (Ci )

® - Agriculture-& Natural- e - Irvine-HealthY] ® -+ Los'Alamos-National-
Resourcesf] e+ UCLAY Labq]

* —+ Berkeley| ® -+ UCLA:-Healthy * -+ Merced9|

* + Berkeley:Lab"| * - Livermore-National- * -+ Riversidef

* » DavisY Lab¥y * -+ San-Diegof

* » Davis-Healthq] Column Break * -+ San:Diego-Health"]

® = Irvined T * - San-Francisco]
------------- Column Break -+ ] Column BreakS e -+ San-Francisco-Health"]

e » Santa-Barbara]

e - Santa-Cruz¥

Above-is-a‘list-of-UC-locations.-Lorem-ipsum-dolor-sit-amet,-.consectetur-adipiscing-elit,:sed-do-eiusmod-
tempor-incididunt-ut-labore-et-dolore-magna-aliqua.-Ut-enim-ad-minim-veniam,-quis-nostrud-exercitation-
ullamco-laboris-nisi-ut-aliquip-ex-ea:commodo-consequat.-Duis-aute-irure-dolor-in-reprehenderit-in-
voluptate-velit-esse-cillum-dolore-eu-fugiat-nulla-pariatur.-Excepteur:sint-occaecat-cupidatat-non-

provident,-sunt-in-culpa-qui-official-deserunt-mollit-anim-id-est:laborum. |
27

27 Keep in mind, this example is intended to show how Column Breaks work and is not intended to show
how content should be organized in columns (i.e., we acknowledge that the column organization seen in
the first screen shot looks better than, and is likely preferable to, the column organization seen in the
second screen shot).



Color

Color Contrast Requirements

There must be sufficient contrast between foreground elements that need to be read and their
backgrounds — such as between foreground text and the background page color — so that
sighted users can accurately discern those foreground elements. Contrast is measured by
“contrast ratio.” UC has adopted the WCAG 2.0 level AA standard, which dictates the following
contrast ratio requirements:

e 3:1 contrast ratio for “large text”
o 4.5:1 contrast ratio for “normal text”
e 3:1 contrast ratio for graphics
o However, for text within graphics, refer to the “large text” and “normal text”
requirements
e 3:1 contrast ratio for user interface components (e.g., form fields, radio buttons, etc.)
o For text within interface components, refer to the “large text” and “normal text
requirements

”

“Large text” is defined as:

e |If text is bold, 14 points? in size or larger
e If text is not bold, 18 points in size or larger

“Normal text” is defined as:
e Any text smaller than “large text”

Return to:

e |tem #8a. Color Contrast < Start in Word Checklist
e |tem #9. Color Contrast < PDF Remediation Checklist

28 In Word, font/text size is measured in points by default, so any number you see associated with
font/text size is a points measurement.



Color Contrast Analysis Tools

Many color contrast analysis tools are available to assist you in evaluating contrast ratio,
including various websites, browser plug-ins and applications. WebAIM’s Contrast Checker,
shown in the example below, is one such, commonly-used tool.

WebAIM@

web accessibility in mind

Contrast Checker Click a color

swatch to open
a Color panel

Ho| Enter color Hex code, if known fcker

Foreground célor Background Col

#000000 #E2DFD6 Contrast Ratio |
— | ' 15.75:1
Lightness

& permalink
a——

Adjust Lightness sliders Input or identify a

or Luminance to try to find solars REBvaltes b

more contrasting colors e 3
“WOAG AR D jump quickly.
' 226 223 214
R G 8 [:]€f— Switch to HSL (Hue,
Large Text Saturation, Luminance)

@XFY Pass )

The five boxing wizards jump quickly.

XYV Pass )
Contrast Ratio and “Pass”/“Fail”

Graphical Objects and User Inter indiastors aamrEi e
WCAGAA: (B« sufficient, or insufficient, contrast

v (



https://webaim.org/resources/contrastchecker/

Some tools can even identify colors for you?®, as opposed to you having to manually input a
color's RBG (or HSL) values or hex code, which is required with WebAIM’'s Contrast Checker.

If you are using a tool that requires you to manually input color information®°, you’ll need to
know how to find and input color information within Word. To do this (in most cases):

1. Select “More Colors” within a color menu to open the Colors panel

A- =

- Automatic

M|
Ml
|
4

Theme Colors |

-I“IIIIIIs
|

Standard Colors

vy More Colors...

L Gradient »

2. Inthe Colors panel, open the Custom tab; the Red, Green, Blue (RGB) values should be
displayed by default, and you can change the Color Mode to HSL if you'd like to work
with the Hue, Saturation and Luminance®! values instead

Standard  Custom

Colors: Cancel

Hue, Saturation,
Luminance (HSL)
color mode and
values available

Color model:  RGB v / as well

Red: 39

1

RGB values (these are the
RGB values for UCLA Blue)

A

Newg

Green: 116

4r 4 4

Blue: 174

2% Using what's commonly referred to as an “eyedropper tool”.

30 There are various combinations of color information that can be used to identify and/or assign colors.
RGB (red, green, blue) values and HSL (hue, saturation, lightness/luminance) values are the two
combinations available in Word. Hex codes and CMYK (cyan, magenta, yellow, black) values are other
combinations, available in other platforms such as HTML/CSS and the Adobe Creative Suite.

31 The “L” in “HSL” is sometimes referred to as “lightness” instead of “luminance.”



3. To change a color using known RGB or HSL values, simply enter them into the
applicable fields and click OK

Colors ? X
Standard Custom
Changing UCLA Blue to
UC Merced’'sCalifornia
I‘ Poppy Gold by changing
the RGB values
Return to:
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Color Being Used as the Sole Means of Conveying Information

It is important that color not be used as the sole means of conveying information because that
information would then be inaccessible to individuals affected by color blindness or color vision
deficiencies.

For instance, if red and green circles were used to identify right and wrong answers in a quiz, as
seen in the examples below, an individual with a red-green deficiency (the most common form
of color blindness) would be less able to know which answers were right and which were wrong.

Appearance without a red-green deficiency || Appearance with a strong red-green deficiency

@ Question #1 @ Question #1
True or false? UC Berkeley’s mascot is named Oski. True or false? UC Berkeley’s mascot is named Oski.
@ True @ True
False False
@ Question #2 @ Question #2
What is UC Irvine’s mascot? What is UC Irvine’s mascot?
Anteater Anteater
@ BananaSlug @ BananaSlug
Bear Bear
Mustang Mustang
Return to:
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Incorporate an Additional Means of Conveying that Information

Color can be used to convey information, but it should be used in combination with another
means of conveying the same information. For example, traffic signals convey information not
only through the color of their lights but through the position of those lights, as well; link text
signals it is link text not only through having a unique color but also through having an underline.
Similarly, the quiz questions from the previous section’s example could be modified to convey
the correct/incorrect information through shapes as well as through color.

\// Question #1

True or false? UC Berkeley’s mascot is named Oski.

@ True

False

% Question #2

What is UC Irvine’s mascot?

Anteater
@ BananaSlug
Bear

Mustang

Return to:
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Columns

Columns are a Microsoft Word Layout feature used

to organize content into columns across a page. Home Inset Design |ENERS

¥ Breaks -
The Columns menu, which includes various Orientation e ol 5| """
columns presets and the More Columns button,
used to access the Columns panel, can be found igation

within Word’s Layout ribbon.

paused

pgs Pages R

The Columns panel, which contains all the controls ]

you would use to customize your columns — Startin Word Cho i Select to open

PDF Remediation ir

including controls for number of columns, column Appendix — L{ Columns panel

width, column spacing, etc. — can be accessed by e E—
selecting More Columns within the Layout ribbon’s Columns menu.



Tips for Using Columns

Use Column Breaks to control how columns are divided.

In the Columns panel, if you unselect (i.e., uncheck) Equal column width you can assign a
custom width to each column and control the amount of space between particular columns; this
allows you to better finesse how content appears in each column.

Columns 7 X

Three

Presets

-y
©
>
=]
3
=

—

QOne e C

Number of columns: 3 O [ vine petween

Width and spacing Preview

Col #: | Width: Spacing: [ |

.. 2 Unselecting “Equal column width” allows you to
: : manually control the width of each column and
the amount of space between particular columns

Applyto: | Selected text

1 183"

Use Section Breaks to control where a columned section begins and ends (see example in next
series of screen shots).

It's sometimes easiest to arrange content into columns after that content has already been
added to the document®?; working in this order will automatically add the Section Breaks for you
in the appropriate spots. To do this:

1. Add your content to the document as you normally would

Animal categories and examples of each category.
Mammals

* Dogs
*  Cats

Reptiles

*  Snakes
¢ Turtles

Amphibians

* Frogs

* Salamanders

Animals are fun.

32 |.e., instead of adding a Section Break to mark the start of a columned section, then adding columns to
create the columned section, then adding content to the columns and then adding a Section Break to
mark the end of the columned section, try adding the content, then selecting it and arranging it in
columns.



2. Highlight the content you want to arrange in columns

Animal categories and examples of each category.
Mammals

* Dogs
Cats

Reptiles

Snakes
Turtles

Amphibians

Frogs
Salamanders

Animals are fun.

Open the Layout ribbon, then Columns menu and select the desired column preset (or
select More Columns to customize the column layout you’ll be adding)

g Layout References Mailings Review View  Acrobat
j »— Breaks ~ Indent Spacing
[ Line Numbers ~ 3E Left B }7l}e|ore: 0pt
Columns -
= bc Hyphenation ~ =%Right: 0" - :7A"El: 10 pt
— — Paragraph 5 Arrange
- vx b | R R ! 1 2.0 3
= Twe
?-| Choose a columns preset
e Thr
or More Columns
d i Animal categories and examples of each category.
e kif move Mammals
—
+ Dogs
EE More ( styles to + Cats
ment.
Reptiles
¢ Snakes
~ *  Turtles
Amphibians
* Frogs
- * Salamanders
Animals are fun.

4. Section Breaks will automatically be added before and after the columned section

Animals-are-fun.q

Animal-categories-and-examples-of-each-category. e Section Break (COMINUOUS ) s
Mammals¥l Reptilesq]

+ -+ Dogsq * -+ Snakes"

o+ Cats * -+ Turtlesq

Section Breaks added automatically to
define boundaries of the columned section




Content Pane

The Content pane allows you to view, and edit certain aspects of, the contents of each page
within a PDF. It is one of Adobe Acrobat Pro’s Navigation panes.

Content pane

@ Content X
N
~ @ Word PDF Accessibility Checklist A
@ > ﬁ Page 1
O e Content pane icon within
5 [ Page3 Navigation pane menu
2z >3 Page 4

Turning Content into an Artifact (“Artifacting”) Through Content Pane

You can turn content into an artifact through the Content pane, thus hiding it from assistive
technologies. To do so:

1. Select one or more entries within the Content pane
a. You can select multiple entries by: a) selecting one entry, holding down the Ctrl

(PC)/Cmd (Mac) key and selecting each other entry you want selected; or b)
selecting one entry, holding down the Shift key and selecting another entry,
which will also result in the selection of all entries between the two initially
selected entries

2. Open the Content pane Options menu or right-click a (selected) Content pane entry, and

choose Create Artifact

— —
O Content Access through Content pane Options menu
q 5- / or by right-clicking on a Content pane entry
@ - C ........ t .................. F == Cut
> =g Container <Figy
= Delete
D > B Container <P>
> g Container <Spa Save Selection As...
Z > = Container <Figt Edit ObjE’CtS...
IR Find Content from Selection
Q > E'-i Container <Ref| Find...
& Contai <Spq
> g romaiher=se Create Artifact...
S &= Container <P>




3. Inthe Create Artifact panel, set the Artifact Type and click OK

a. Use the Page or Layout type for in-page elements

Create Artifact X
b. Use the Pagination type for Header/Footer elements S S —

, L . @ Page [ Left
You'll then see the selected entries’ container types changed to O Pagination Otop
Artifact. O Layout CIRight

[] Bottom
@ Content
E)-

> [§ Annotations

N
@
B

> B Container <Artifact>
> = Container <Artifact> Ima¢

> g Container <Artifact> Imag

Control Content Layering and Visibility Through Content Pane (i.e., Change

Content Order)

The order of entries within the Content pane reflects how content is layered/stacked/arranged?3

within a page.

This is most pertinent to pieces of content that are layered or stacked atop each other; for
instance, in the screen shot below, the highlighted text is layered atop the rectangle behind it.

> W Container <Figure> Image *

What does it mean for a PDF to be accessible? I

I) = Container <Figure> PathP:

I> H Container <P> What does

> B Container <P> In a general
> W Container <LBody> 1. Proc
5 __‘. Container <Span> structur
3 __‘. Container <Span> so that

> Container <LBody> a. Add

In a general sense, this refers to a PDF having two qualities:

1. Programmed gfructure so that assistive technology users can read a PDF’s contents and
benefit from having access to:
a. Additional context and meaning that is uniquely conveyed through certain
structure types
b. Additional navigation and reading options provided by certain structure types

2. A logical reading order so that assistive technology users encounter content in the
sequence that best facilitates comprehension

This guide is intended to help you understand and achieve PDF accessibility. It centers around
two checklists — Start in Word and Post-PDF — that can help you evaluate your PDFs'
accessibility and make comrections, if necessary.

e The higher content is arranged within the Content pane, the lower it is layered within a

page

o The lower content is arranged within the Content pane, the higher it is layered within a

page

33 “Arranged,” in this instance, refers to the Arrange controls — e.g., Bring to Front, Bring Forward, Send
to Back, Send Backward — available in most Microsoft Office products.



You can adjust how content is layered simply by moving its entry within the Content pane.

For instance, continuing to use the example seen in the previous screen shot, if the text’s entry
in the Content pane is moved above the rectangle’s entry, the text will become layered behind
the rectangle and effectively hidden from view34,

=

E | Container <P> What does I——'i I

>
- " . In neral sen his refers PDF havi lities:
> o Container <Figure> Pathp; a general sense, this refers to a PDF having two qualities
= 1. Programmed structure so that assistive technology users can read a PDF's contents and
>
>

benefit from having access to:

a. Additional context and meaning that is uniquely conveyed through certain
= Container <LBody> 1. Proc structure types
E b. Additional navigation and reading options provided by certain structure types

= Container <P> In a general

> "'-! Container <Span> structur N 2. A logical reading order so that assistive technology users encounter content in the

sequence that best facilitates comprehension

> W Container <Span> so that

Content Layering in Content Pane, Remediation and Reflow Order Changes

If ever during the course of remediation — such as when changing a page’s Reflow order —
content seems to disappear from a page, check the Content pane to see if the content didn’t
really disappear but rather got moved behind another piece of content that is now layered on top
of it and hiding its visibility. If/when this occurs, it can be easily corrected by adjusting how
content entries are ordered within the Content pane.

Additional Content Pane Features That May Help with Remediation

These features can be found within the Content pane’s Options Comtont =
menu or by right-clicking on a Content pane entry. -
Find Content from Selection s
Cut
You can select content within a page and then use the Find
Content from Selection feature to highlight the corresponding .
entry within the Content pane. S
. Edit Object...
Sh OW I n Tag S Pan el I Find Content from Selection I
You can select an entry within the Content pane or select content He
within a page and use the Show in Tags Panel feature to jump to Creste et
and highlight the content’s tag within the Tags pane. —
ow In lags Fanel
+ Highlight Content

Highlight Content

If the Highlight Content feature/option is checked on, selecting an entry within the Content pane
will cause the corresponding content to be highlighted within the PDF.

34 Though, not hidden from assistive technologies (for what that’s worth).



Document Metadata

A document’s metadata provides important contextual information to assistive technology users,
such as a document’s title, author, subject and keywords/tags®°.

Title and author are especially important, as the former helps users identify what a document is
while the latter helps users identify who they need to contact if they experience any issues with
the document.

Return to:
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Programming Document Metadata in Word

You can program a document’s title, author and keywords/tags within Word so that they carry
over to PDF when exported. To do this:

1. (In Word) Open the File menu and then Info tab

Access File menu

Insert

Design

Arial

’ B I

. U - 4
- ~ Format Painter =

Clipboard P

Word PDF Accessibility Checklist v2.docx - Word

Info tab
Info

Word PDF Accessibility Checklist v2

C: » Users » dhamima » Box » Accessibility - eCourse and General » PDF Accessibility

Protect Document Properties *
. » Control what types of changes people can make tg ihic docurent Size 6.40MB
Save As rotect . " :
Title field =
‘Words 7430
Save as Adobe )
Total Editing Time 2792 Minutes
PDF
Titl Add a titi
S Inspect Document B - uu; -
( | > acc
Comments This is comments

Comments

sl Before publishing this file, be aware that it conta) T f I d
Check for a g S I e
perTTT T

Issues ©

Document properties, suthor's name and cropy
Characters formatted as hidden text

Custom XML data Last Modified Today, 9:59 AM
Content that people with disabilities are unable to read Created 2/20/2020 901 AM

Related Dates

Last Printed

—7 Manage Document

femrs Q Check in, check out, and recover unsaved changes.

Options Dx:’:f:h %) Today, 10:20 AM (autosave)
B Today, %:49 AM (autosave) H d ( )
5] Today, %39 AM (autosave) LISte aUthor S

BE| Today, 9:29 AM (autosave)

Related People

UCOP Accessibility Work Group

Douglas Harriman

35 Document metadata can also provide benefits for other digital tools and purposes, such as search
engine optimization.



2. Inthe Properties section, add the document’s title to the Title field

; Title should be descriptive, concise
Properties ~ , .
. and reflect document’s H1 title
Pages 38
Words 7466
Total Editing Time  [243d-iinetes 1
Title PDF and Word-to-PDF Accessibility Checklist
Tags accessibility; PDF accessibility; Word accessi...
Comments This is comments

a. The title should be descriptive, concise and reflect the title conveyed through the

document’s Heading 1%¢

3. Further below, in the Related People section, ensure that the individual(s) and/or
group(s) listed under Author is/are the entity/entities most suited to field inquiries about
the document

ges.

cropped out image data

nable to read Created 2/20/2020 9:01 AM

To remove a name, right-click it and choose Remove Person

Tasr o antea Today, .09 A

Last Printed UCOP Accessibility Work Group

Presence unknown

®© v

Related People
Author

UCOP Accessibility Workarou

Click Add an author By Copy

Douglas Harriman | Remove Person

to add a new name -
Edit Property

Last Maodified By : Open Contact C
Douglas Harriman Open Contact Card

a.

In some cases, it may be best to list a department or unit as the Author instead of
an individual; in other cases, it may be best to list both, such as listing the
department that owns the document and the individual within that department
who should be contacted for inquiries

i. However, if you add multiple authors, you may need to edit your metadata

in Adobe Acrobat Pro after the document has been exported to PDF

You may need to remove a name listed under Author, which you can do by right-
clicking on the name and choosing Remove Person
You may need to add an Author, which you can do by clicking the gray “Add an
author” prompt text and typing in a new name

36 |deally, the file’s name will also reflect this title; e.g., document title = “10 Steps for Improving PDF
Accessibility,” file name: “10_Steps_PDF_Accessibility.pdf”’



4. (Optional) You can also add tags/keywords®’ in the Tags field; make sure to separate
tags with a semicolon to ensure they’re processed correctly

Properties ~

Size 6.40MB

Pages 38

Words 7466

Total Editing Time 2838 Minutes

Title PDF and Word-to-PDF Accessibility Checklist

Tags accessibility; PDF accessibility; Word accessi...

Comments This is comtd 0 Separate tags with semicolons

a. These will make it easier to search for the document, whether through Google or
through a UC website’s search function

b. However, if you add multiple tags, you’ll need to edit your metadata in Adobe
Acrobat Pro after the document has been exported to PDF

Return to:
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Document Metadata in Adobe Acrobat Pro — PDF Properties

To program or verify a document’s metadata in Adobe Acrobat Pro:

1. Open the File menu

2. Select Properties to bring up the Document Properties panel*®, which should open to the
Description tab

Word PDF Accessibility Checklist v2.pdf - Adebe Acrobd 7 —7  —7 7 —7 A
i View Window Help Export To 4
b Open... Flle menu B Print... Ctrl+P
-ﬁ- [T Lila o
Open Recent Eile L. o :
Select Properties
S Create L
Lo -
[l] Share File
Save As.. Shift+Ctrl+5 e cireD
Save as Other = Close File Ctri+W
Exit Application Ctrl+Q
Export To L.
L |
\—7 — 7 — 7 77—

37 In Word, these are called Tags; in Adobe Acrobat Pro, they're called Keywords.

38 You must be viewing a document for the Properties option to be available in the File menu; the

Properties option will be gray and unavailable if you attempt to access it while in Acrobat’'s Home tab or
Tools tab.



3. Inthe Description tab, add or verify the Title, Author(s), Subject and (optional) Keywords

Document metadata in Adobe Acrobat Pro’s Document Properties panel, Description tab

: wroperies | 11El€ Should be descriptive, concise X

Author should convey | secur] @nd reflect document’s H1 title
who owns document

and/or who should be
contacted with
inqueries about it

File  Word PDF Accessibifity Checkist vz-ﬂ Use semicolons to separate multiple authors
- |PDFanqurd-tu-PDFAccessibi' Checklist

Author:

1 |UCOP Accessibility Work Group;+Douglas Harriman, Dnug\as.Harriman@ucnp.edt* Use quotes to Wrap
Subject can be Subject ! L single entries that have
used to provide Keywords: internal punctuation

accessibility; PDF accessibility; Word accessibility; remediation; guide; checklist; PDF; Acrd

more details about
the document and
its contents

Use semicolons to separate multiple keywords
Created: 3/10/2020 12:07:24 PM

Additional Metadata...

I Modified: 3/10/2020 12:07:31 PM

a. The title should be descriptive, concise and reflect the document’s Heading 1 title

b. If the document has multiple authors, separate them with semicolons; use quotes
to wrap single entries that have internal punctuation

c. Subject can be used to provide more details about the document and its contents

d. Separate keywords with semicolons
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Editing Document Metadata in Adobe Acrobat Pro After Export to PDF

Depending on the nature of the document metadata added in Word, you may need to edit that
metadata in Adobe Acrobat Pro after the Word document has been exported to PDF. This will
be necessary if:

e Multiple authors are assigned in Word, or...
e Multiple tags/keywords are assigned in Word

In these cases, the PDF conversion process will turn these multiple entries into single entries by
wrapping them in quotes, and you will need to convert them back to being multiple entries by
manually removing the quotation marks within the Document Properties panel.

1. Open the File menu



2. Select Properties to bring up the Document Properties panel®®, which should open to the
Description tab

Word PDF Accessibility Checklist v2.pdf - Adobe Acroba 7 —F 7 —7 —7
i View Window Help Export To L4
b Open... Flle menu I B Print... Ctrl+P
-a- Baals Lol o
Open Recent File 4 =" N
Select Properties
) Create L
Lo -
(1] share File
Save As.. Shift+Ctrl+S Properties.. ctri+D
Save as Other C Close File Ctri+W
Exit Application Ctrl+Q
Export To L4
Be— =l
7

3. Inthe Description tab, delete any quotation marks in the Author and/or Keyword fields
that were added when the document was exported from Word to PDF

Document Properties X

°«1 Anything wrapped in quotation marks will be read as a single entry;

delete these quotation marks to turn these back into multiple entries
: r

3 [slald AT el Do A HN ¥ Ol Ll
Title: | = ‘k“, =

D

Author:  |"UCOP Accessibility Work Group;Douglas.Harriman@ucop.edu

Subject |

Keywords: "accessibility; PDF accessibility: Word accessibility; remediation; guide; checklist; PDF; Acrobat Pro”

a. Any entry wrapped in quotation marks will be interpreted as a single entry
b. Deleting quotation marks allows multiple entries that are separated by
semicolons to be interpreted as separate entries

39 You must be viewing a document for the Properties option to be available in the File menu; the

Properties option will be gray and unavailable if you attempt to access it while in Acrobat’'s Home tab or
Tools tab.



Editing a Link Box in Adobe Acrobat Pro

In Adobe Acrobat Pro, the clickable area associated with a link is defined by a box that you can
resize and reposition. To do so:

e Open Adobe Acrobat Pro’s Edit PDF tool

EE, Create PDF

Eﬁ Combine Files

52 EditPOF

e Open the Link drop menu found within the Edit PDF tool’s toolbar and select Add/Edit
Web or Document Link

olo Link » [% Crop Pages D Header & Footer

({2 Add/Edit Web or Document Link

o/'é Auto-Create Web Links from URLs...
Q’% Remove Web Links...

t!c?) Append All Links on Page...

Eé View Web Links...

e You'll see boxes surrounding existing links; you can resize these boxes by selecting
them and using their handles to define a different size; and you can move them by
selecting them and dragging them to a different position, or by selecting them and using
your arrow keys

developed, or procured to be accessible to people with disabilities, including those who

ologies.” —EUC Information Technology Accessibility Polic_iy

f that “information technology environmexsg,” d and/or
UC employees — such as those posted to UC websh
official chinngls like email, job boards and tra|

Link boxes

Select a box and use these
What doe$ it mean for a PDF to be accessi handles to resize the bOX

1. Pro rammedso that assistive technology users can read a PDF’s contents an
bendfit from having access to:
al Additional context and meaning that is uniquely conveyed through certain
structure types
b.| Additional navigation and reading options provided by certain structure types

2. Allogical reading order|so that assistive technology users encounter content in the
sequence that best facilitates comprehension
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Editing Text in Adobe Acrobat Pro

Use Adobe Acrobat Pro’s Edit PDF tool to edit text in a PDF.

EE, Create PDF

Eﬁ Combine Files
=
o=

Edit PDF

Once the tool is activated, you'll be able to select and edit text.

Use the text color and underline controls to make text appear as link text.

FORMAT
Arial A
1M - @

T T|T|T T,
. — 1 —

 — A 2 — L4

W — B —

I= 14 ~ = -
T, o - AY oo -

The RGB values for Microsoft Word’s default link text color are: Red — 5, Green — 99, Blue —
193.

See also:

e Editing a Link Box in Adobe Acrobat Pro
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Exporting from Word to PDF

There are multiple ways to export a Word document to PDF. For many, if not most, documents,
the Save as Adobe PDF and Create Adobe PDF features* offer the best means of maintaining,
post export, the accessibility structure, settings and improvements established in Word. With
other documents, the traditional Save As feature — with PDF set as the Save as type — will be
the better option. So, which should you use?

It's recommend that, for each document you need to export, you start with one method and do a
quick check of the tags in the Tags pane to see if the method you chose produced the optimal
output; if it didn’t, try a different export method. You can recognize an optimal output by looking
at the Paragraph tags: if they feature the paragraph-symbol icon, it's an optimal output; if they
feature the standard tag icon, it is not an optimal output.

v B Tags o ) Teos
v @ <Part> v [ <Sect>
= <H1> y @ <HI> -
z i(p) Paragraph-symbol , ?p, Standard tag icon
, JJOD\, icon with paragraph ) .\3<To&> with paragraph tags
N \woa‘/ tags suggests this > @ Jo‘c/ suggests this is not
> q <P is an optimal output > & <P an optimal output
> § <Hes > @ <He
> q <P > F <
> §F <Figure> > § <
5 q <P> > & <P
> ﬂ <Px

To use Save as Adobe PDF:

1. Open the File menu

~ Format Painter

Clipboard [

40 Both of which initiate the Adobe PDFMaker, so they're essentially the same export method.



2. Select Save as Adobe PDF

©

Info

New

Open

Save

Save As

Save as Adobe
PDF

3. Complete the save process as you otherwise would

To use Save As:

1. Open the File menu

Insert Uesign

Copy

~ Format Painter

Clipboard ]

3. Set the Save as type to PDF

‘ File name: | ETHICS-2018- Set PDF as the

|| Save as type: | PDF (*.pdf)
|

Save as type




4. Click the Options button to open the Options panel

Save as type: PDF (*.pdf)

Authors: UCOP Accessibility Wo...

Optimize for: (@ Standard (publishing
online and printing)

(O Minimum size
(publishing online)

Tags: accessibility; PDF acce...

Options...

[_| Open ftile after publishing

5. Within the Options panel, make sure the following settings are selected:

a. Create bookmarks using: Heading

b. Document properties

c. Document structure tags for accessibility

based on Headings

Creates PDF bookmarks

established in the Word doc

Preserves document
metadata established
in Word

Preserves content
structure tags
established in Word

Page range
® a1
O currgnt page
Selection

»
|
3

O page(s) From: |

Publish what
@® pocument
Document showing markup
Include non-printing information

Create bookmarks using:
(@) Headings
(O word bookmarks

Document properties

Document structure tags for accessibility

PDF options

[]1s0 15005-1 compliant (PDF/A)

Q Bitmap text when fonts may not be embedded
[_] Epcrypt the document with a password

6. Then click the Options panel’s OK button to save these settings
7. Complete the save process as you otherwise would
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Forms

Prepare Form Tool

Adobe Acrobat Pro’s Prepare Form tool can be used to add new form fields to a PDF and edit or
delete existing form fields. To access the tool:

1. Open the Adobe Acrobat Pro (More) Tools

File Edit View Plugins Window Help

Word PDF Accessibi... X =
By ®BA OO == kOO - J T

Home

= Click either the Tools tab it the Tools pane
2 or More Tools button within === isn't visible. click
. the Tools pane to open quls . this arrow button
sy s e T || t0 expand it open
© e P —

Whie the table above can be easily understood visually, it won't be a3 easdly interpreted by
assistive technaiogy users; for em, “Day 1° and “Day 2' would ikely read as Se3510n5, Which
they're not, and they wouldn' get header i i E .
The better
program each cells relation 1o its header col

two separate easierto

Conference Schedule, Day 1

o BERNSENNE = o B SRR ]

Time
915-11:30
1230245

| Doy 1 5esson
| Moming session
| Mic-day session

2. Click the Prepare Form tool’'s Add button

Forms & Signatures

Z4 S &4

Adobe Sign Fill & Sign Prepare Form Certificates
=] [l

3. Prepare Form will be added to the Tool pane’s menu; click it

%

Click to open
Prepare Form tool




With the Prepare Form tool open, you can:

View form fields’ names and tab order
Double-click an individual form field within the PDF to bring up its properties panel
Right-click an individual form field within the PDF or within the Prepare Form tool’s
Fields list and choose Properties to open the form field’s properties panel

Please refer to the SMG OPA Request and Approval Form to determine

M

~

Senior Management Group Outside
Detailed Information Form (for Corf

Double-click an individual form

field to open its propertles panel

SMG Member's Name: | EUCNCAGERE |
Name of Organization:
Please indicate the actual value of any payments ¥y gift
months and the highest total value of any paymen
next 12 months.

gf gifts that you ant

Form field names

7

For Calendar Year: | [CCISEEREY |

Name of Organization|

TR ProP

Hat you have received from this entity in the |a
cipate receiving from this entity i§ the

[~ —

Income or payments, including 1ts h\
Last 12 mos: Next 12 mos: Last 12 mos: Next 12 mos:

Loans Expense reimbursements

Last 12 mos: Eill Next 12 mos: Last 12 mos: [Siaid Next 12 mos:

Gifts Per diem

Last 12 mos: Rl Next 12 mos:

If the organization is a non-profit e

Right-click and select Properties to
Blso103) Bllso1(<)e) Blsover] Open a form field’s Properties panel

If the entity is a for-profit entity, pl

ALIGN CENTER
\TCH SIZE DISTRIBUTE
Form fields

listed by page

=, A
FIELDS | = 4.

v [@ Page 1 L)
[T SMG Members Name
For Calendar Year
[@] Name of Organization

[d] Income or payments ¢

. Will you serve the entity as a director, officer, partner, trustee, emlo ee, or in some position of

i _lf yes', describe your role with entity, 1

of 2 I

Field Description, a.k.a. Tooltip

[l Income or payments n
[T Travel reimbursements

v

3 ra

Distribute...

A form field’s Field Description, also known as a Tooltip, determines what assistive technologies
will read when they encounter the form field. A form field’s Tooltip should:

Be unique so that assistive technology users can differentiate the various form fieldfs —
i.e., no two form fields in a single PDF should have the same Tooltip

Clearly and concisely communicate what should be entered into the form field
Share a relation with any text connected to the form field so an assistive technology user

can better understand that all those elements are tied together

o For example, the Tooltip of “Yes, | like dogs,” makes a lot of sense for the form
field highlighted in the screen shot below because it’s clear and concise and
connects the form field to both the preceding question, “Do you like dogs?,” and

the associated choice

text, “Yes.”

Do you like dogs?

Ofyes O no




e |If a form field is required, that must be communicated through the Tooltip
o For example:

Text Field Properties n

General Appearance Position Options Actions Format Validate Calculate

Name: |App|icant name

I Tooltip: I(Required) Applicant name I

Return to:
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Examining Tooltips

You can view each form field’s Tooltip by opening its properties panel: with the Prepare Form
tool open, double-click on a form field in the PDF or right-click a form field within either the PDF
or Prepare Form tool’s Fields list and select Properties.

Opening a form field’s properties panel

Senior Management Group Outsil = @ I:ﬁ
Detailed Information Form (for Cor .
With the Prepare Form tool open... = =
Ir to the SMG OPA Reguest and Approval Form to determine MATCH SIZE DISTRIBUTE
W Double-click an individual form 0
o field to open its properties panel fivedirom this entity if the last 12 i
ate receiving from thf entity in the T' i
xt 12 months. O
FIELDS =~ &~
rome or payments, including honora ) y N N y n ®
st 12 mos: I next 12 mo: BEEM O right-click a form field in the PDF or in the  p e
112 mos: BBl Ne 12 mos: B8 Prepare Form tool panel and select Properties [Nom———
fts
st 12 mos: (B Next 12 mos: (S0 ‘ Last 12 mos: (TR Next 12 mos: (R | - m Properties

Another method for examining a form field’s Tooltip is to hover your cursor over the form field
while the Prepare Form tool is not open; the form field’s Tooltip should appear.

1. SMG Member’s Name:
2. Name of ﬂSMG Member's Namel
3. Please indi i

Return to:
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Editing a Form Field’s Tooltip
To edit a form field’s Tooltip:

1. Right-click on the form field and within the resulting menu, select Properties to open the

form field’s Properties panel
a. Or double-click the form field within the PDF

2. The Properties panel should open with the General tab displayed; if not, open the
General tab

3. Enter the form field’s Tooltip into the Tooltip field

4. While you're at it, give the form field a unique name; you can even just copy the Tooltip
you’ve entered and paste it into the Name field

5. Click the Close button to save your changes

Return to:
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Form Field Tab Order

The form field tab order determines the order in which form fields will be encountered by users
who are using the Tab key to jump from one interactive element — like a link or a form field —
to the next.

The two drop menus in the Prepare Form tool’s Fields area are significant in this regard: the first
contains options for determining tab order; the second determines if form fields will be listed in
the Prepare Form tool’'s Fields area by alphabetic order or by tab order, and if alphabetic order
is selected, the first menu will not be available.

Options for determining DS >=|4-|€e== Determine if form fields
f[fb order (on_ly available e [ are listed within Prepare
if Tab Order is selected IV mbone Form tool by Tab Order
in the other menu) or Alphabetic Order

For accessibility purposes, you should:

1. Select Tab Order in the second menu, thus enabling you to control form field tab order
through the first menu



2. Select Order Tabs by Structure in the first menu

T4 ver C o

FIELDS =, A,
—

v Order Tabs by Structure

Order Tabs by Row

a. This option uses the tag order in the Tags pane to determine tab order and is
ideal because it allows other interactive elements — namely, links — to appear
where they should in the tab order in relation to form fields*!; if a different option
is selected — such as Order Tabs Manually, which affords you direct, custom
control over the form field tab order — users using the Tab key will encounter all
form fields and then all other interactive elements

Return to:
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Tagging Form Fields

Form fields can be tagged using the Reading Order tool or the Tags pane’s Find feature — see:

e Tagging Form Fields Using Reading Order Tool
e Tagging Form Fields Using Find

Return to:
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Tagging Form Fields Using Reading Order Tool

To tag a form field using the Reading Order tool:

1. Open the Reading Order tool

41 For example, if a form field is preceded by a link that helps users understand what they should enter
into the form field, you want users to encounter that link before they encounter the associated form field.



2. Draw a selection rectangle around the form field and make sure that no other content is

selected
a. You may have to hold down the Ctrl (PC)/Cmd (Mac) key and draw an
deselection rectangle around any non-form field content that may have been
incidentally selected

Form field selected (as
indicated by pink highlight)

Deselection rectangle drawn around
these characters and paths that were
incidentally selected while selecting

’ the form field

3. Click the Form Field button within the Reading Order tool panel

Reading Order H
Draw a rectangle around the content then click one of g
the buttons below:

Text/Paragraph Figure

I Form Field I Figure/Caption

4. The resulting tag will likely appear at the bottom of the PDF’s tag order; locate it and
drag it to its correct reading order within the tags pane

Return to:

e [tem #12a. Tagged Form Fields < PDF Remediation Checklist

Tagging Form Fields Using Find

You can also tag form fields using the Tags pane’s Find feature:

1. Inthe Tags pane, select the tag just before the position you want the form field’s tag to
take in the PDF’s reading order

[ E Tags

[ Iﬂ <Sect>

1] <Px>

q] <P> -
a ?Fﬁfj’ Select this tag
q €

If you want the form
field’s tag to go here...

L Y




2. Open the Tags pane’s Options menu and select New Tag

Tags | Options button in Tags pane |Tags X
—
E-® G=] Also available by right-clicking
New Tag... o a Tags pane entry
Cut \
f/
Tags pane Options menu
Delete Tag > ¢ Delete Tag
Delete Empty Tags v B Delete Empty Tags
Reading Order (x) v B  Reading Order
>
Find Tag from Selection
: ) >
Find Tag from Selection Create Tag from Selection
Create Tag from Selection ’ Find...
Find...

3. Choose Form as the new tag’s Type
a. This will create an empty <Form> tag container positioned after the tag you had
previously selected
b. Now, you need to fill that container with the form field’s tag content; to do this...
4. Select the <Form> tag container you just created



5. Open the Tags pane’s Options menu and select Find

Tags | Options button in Tags pane |Tags X
=-0 E=]- Also available by right-clicking
L T:
. — .| @ Tags pane ent
Tags pane Options menu AT | v & gsp Y
J‘H New Tag..
// v ; <P3g Cu
Delete Tag > ¢ Delpte Tag
Delete Empty Tags v B Defte Empty Tags
Reading Order (x) v i Redding Order (x)
N
Find Tag from Selection
) - ?
Find Tag from j€lection Crgate Tag from Selection
Create Tag/irom Selection ? Eind...
Eind...

6. Inthe Find drop menu, select Unmarked Annotations, adjust the Search parameters if
needed, then click the Find button

Find Element ‘

Find: JULIGEREL G EGH v

Type: None

@ Search Page o Search Document
“ Tag Element Close

7. If the form field you're seeking to tag is not initially highlighted, click the Find Next button
until it is highlighted
8. Once the form field you're seeking to tag is highlighted, click the Tag Element button
a. The form field’s tag contents will then be added to the <Form> tag container you
created and selected

v @ <Form=>

@‘ Next 12 mos - OBJR
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Headers/Footers

In Microsoft Word, Headers and Footers are independently controlled sections at the top and
bottom (respectively) of each page, separate from the main, body section. They can be added
through Word’s Insert ribbon or by double-clicking within either section on a page.
Headers/Footers have various settings that allow for them to be established uniformly across all
pages or differently across select sections (as defined by Section Breaks) and/or pages*.

Return to:
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Header/Footer Accessibility

Header/Footer content can be difficult for assistive technologies to access and interpret within
Word.

Most Header/Footer content will be automatically turned into artifacts when exported to PDF,
which means they cannot be read by assistive technologies unless you manually remediate
them in Adobe Acrobat Pro. A notable exception to this is images that have been inserted into a
Header/Footer and giving the “Behind Text” text wrapping setting; such images will be tagged
as Figures when exported to PDF (and thus, are readable by assistive technologies), and they
may also be misplaced within the tag/reading order.

In light of all this, you should avoid (or take caution when) placing in Headers or Footers:

A. Any contents that need to be read
B. Images that have the “Behind Text” text wrapping setting
Return to:

e [tem #10a. Decorative Header/Footer Content < Start in Word Checklist
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42 Such as having a certain header (or no header) on the first page and a different header (or no header)
on all other pages; or having a certain footer (or no footer) on all odd-numbered pages and a different
footer (or no footer) on all even-numbered pages.



Strategy for Header/Footer Accessibility

Often times, Header/Footer contents really only need to be read once or twice within a
document. For example, consider the document title and UC wordmark seen in the screen shot
below.

Document Title the Author Wants Visible BE'VERS'TY
on Every Page Along with the UC Workmark CALIFORNIA
[Heager | Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do ejusmod tempor incididuntut |

labore et dolore magna aliqua. Neque ornare aenean euismod elementum nisi quis. Semper
auctor neque vitae tempus. Volutpat diam ut venenatis tellus in metus. Leo in vitae turpis massa

An assistive technology user would need to read them at the beginning of the document to know
the document’s title and understand that there’s UC branding present, but they wouldn’t want to
hear those elements repeated at the beginning of every page; that would get tiresome and
potentially confusing. The best way to accomplish this distinction in Word is to use the Different
First Page Header/Footer option along with a few other Layout features. Here’s what you’d do:

1. Double-click on the first page’s Header section so it can be edited

2. Select the Header contents and Copy them (Ctrl/ Cmd-c)

3. Inthe Header & Footer Tools Design ribbon, select (i.e., check) the Different First Page
setting, which enables you to assign a different Header to the first page than is assigned
to all other pages

Acrobat Design Q Tell me what you want to do..

v| Different First Page % Header from Top: 0.5" N E

Different Odd & Even Pages " Footer from Bottom: |0.5"
| Show Document Text Insert Alignment Tab

Close Header
and Footer

Options Position Close

o This should result in the Header being removed from the first page and remaining
on the other pages, but if not, manually delete the first page’s Header content
and Paste (Ctrl/ Cmd-v) the Header content you previously copied into the
second page’s Header section

4. Exit the Header/Footer view by clicking the Close Header and Footer button or by
double-clicking within a page’s main, body section



5. Paste the Header content you previously copied into the top of the first page’s main,
body section

o Now assistive technologies will be able to read this first instance of the title and
wordmark and will ignore all the other instances that still reside in other pages’
Header sections

o Since the first page instance isn’t in a Header section, it may be positioned
slightly lower on its page than the other instances are on their pages; if this is a
problem — i.e., if every instance needs to look exactly the same — place a
Section break beneath the first page’s instance so that you can give the first
page a different/smaller top of the page margin than the other pages, which will
move the first page’s instance higher

This strategy won’t work for every situation or for all types of content. Sometimes you'll just have
to take a different theoretical approach to presenting your content — one that doesn’t involve
Headers or Footers, or certain bits of content being repeated visually on all, or most, pages —
while other times you’ll simply have to remediate select pages’ Header/Footer contents after the
document has been exported to PDF.

Return to:
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Heading Hierarchy
Heading hierarchy refers to:

¢ The way in which headings are assigned specific levels (i.e., heading numbers)
¢ The way in which headings are organized in relation to each other
o Much like how topics are organized and “nested” in an outline or list based on
their relations to each other
e The way in which headings are used to establish sections*® within a document

In a proper heading hierarchy:

e The first heading is a Heading 1 (H1)
o Many accessibility advocates are of the opinion that (in most circumstances) a
document’s title should be the lone H1 within the document

43 As used here, the word “sections” refers to groupings of content as defined by headings and not
sections in a Word document as defined by Section Breaks.



o Headings that have a peer relation to each other should have the same heading level
o The one-H1-per-document position holds that the H1 is the only heading that
should not have a peer because: if the H1 reflects the document title, which in
turn reflects the entire document, nothing else within the document can logically
be a peer of the entire document; all other headings have to be children of the H1
¢ Headings that have a child relation to a parent heading should have a heading number
one higher than their parent heading
o E.qg., if the parent heading is a Heading 3 (H3), the child heading should be a
Heading 4 (H4)
o Heading levels should not be skipped
o E.g., A heading hierarchy of H1 to H2 to H4 would be incorrect because H3 was
skipped; H1 to H2 to H3 to H4 would be correct
e Headings mark the end of the previous section and the beginning of a new section
o The practical impact of this is that headings cannot be used to put a section in
the middle of another section because there would be no heading marking the
end of the middle section and the recommencement of the initial section

Proper heading hierarchy, example #1

H1: document title

H2: main topic/section H2: main topic/section

H3: subtopic/subsection H3: subtopic/subsection H3: subtopic/subsection

Incorrect heading hierarchy, example #1

Two H1's that are peers, violating
v v the one-H1-per-document rule
H1 H1
/l— A child heading should have a heading
Going H2 to H4 skips level one higher than its parent heading;
a heading level H2 H2 i.e., this child heading should be an H3
\ If these two headings are really peers,
H3 H4 H1 they should have the same heading
~ T / level; i.e., they should both be H3'’s




Incorrect heading hierarchy, example #2

The author wants you to read Section 2 as if it's an island within Section 1, but even
sighted users won’t know with 100% certainty where Section 2 ends and Section 1
recommences; they can only make an assumption based on context clues

Section 1

UC Locations — Heading 2

There are different types of UC locations, including campuses, health centers and labs.

The campuses are world renowned.

Section 2

Campuses — Heading 3

Here are some more details about the campuses.

The health centers are top-notch too. . -
No explicit section end here;
it can only be inferred

As are the labs.

Assistive technologies will interpret the section organization like so:

UC Locations — Heading 2 Section 1

There are different types of UC locations, including campuses, health centers and labs.

The campuses are world renowned.

|
Section 2

Campuses — Heading 3

Here are some more details about the campuses.

The health centers are top-notch too.

As are the labs.




for all users, including assistive technology users, to interpret properly

Proper heading hierarchy, example #2a: this organization would be much easier

UC Locations — Heading 2

Section 1

The campuses are world renowned.
The health centers are top-notch too.

As are the labs.

There are different types of UC locations, including campuses, health centers and labs.

Campuses — Heading 3

Section 2

Here are some more details about the campuses.

for all users, including assistive technology users, to interpret properly

Proper heading hierarchy, example #2b: this organization would also be easier

UC Locations — Heading 2

The campuses are world renowned.

There are different types of UC locations, including campuses, health centers and labs.

Section 1

]
Campuses — Heading 3 Section 2

Here are some more details about the campuses.

UC Locations Continued — Heading 3 | Section 3

The health centers are top-notch too.

As are the labs.

Return to:

e |tem #1. Headings < Start in Word Checklist
e |tem #1d. Heading Hierarchy < Start in Word Checklist
e |tem #18. Appropriate Nesting < PDF Remediation Checklist




Document Title as the Document’s Only Heading 1

Having the document’s title serve as the document’s only Heading 1 helps establish a proper,
functional heading hierarchy that assistive technology users can easily understand and
navigate, and it helps provide an important, early-in-the-document contextual clue by affirming
what the document is and what it contains.

Return to:

e |tem #1c. Document Title < Start in Word Checklist

Link Text

Link text refers to a text segment that is used to host a hyperlink. For example, here is link text
directing to the UCnet website (“UCnet” is the link text).

It is important that link text be unique** and descriptive of the linked destination or material; do
not use generic link text — like “click here” or “more” — or the same link text to direct to different
destinations — like this example and this example.

This is because assistive technology users have multiple ways of engaging with links, including
two methods — 1) jumping directly from link to link; and 2) generating a list of all links within a
document (as seen in the following screen shot) — that only present them with each link’s link
text and no other contextual information, so they need link text that, on its own, provides the
best possible sense of where, or to what, each link directs.

Elements List e
Type: X
, ) Good link text:
Screen reader | | @uns  Oieadnas | nique and descriptive
list of all links
:
n document Oakland Museum
Getty Genter Bad link text: neither
Click here . d . t
Click here unique nor descriptive
Click here ]

Return to:

e [tem #5. Link Text < Start in Word Checklist
o [tem #19. Link Text < PDF Remediation Checklist

44 An important-to-note exception: if you have multiple links within a document that all direct to the same
destination, each of those links can share the same link text; they do not each need unique link text. E.g.,
UCnet, and then later, UCnet.


https://ucnet.universityofcalifornia.edu/index.html
https://www.universityofcalifornia.edu/
https://www.ucop.edu/index.html
https://ucnet.universityofcalifornia.edu/index.html
https://ucnet.universityofcalifornia.edu/index.html

Link Text Best Practices
Avoid using URLSs as link text*.

If you’re linking to a file, include the file format in the link text. For example, “2020 Program
Information & Nomination Process (pdf).”

Try to align link text with one or more of the destination’s primary contextual clues, like it's
Heading 1, its (HTML-defined or document metadata-defined) Title, a specific section within a
webpage?®, or its file name; that way assistive technology users can easily confirm they ended
up where, or with what, they expected. For example, Working at UC aligns with both the
destination webpage’s HTML-defined title and its H1.

Webpage's HTML-defined title -

<« @ Developer Tools - Working at UC | UCnet - https://ucnet.university

Working at UC =

W 1O Inspector [ Console [ Debugger 1 Network

v <div id="hide"
<hl>Working at UC</h1l>
Tarv |

w<di s hrgin™>
« ] Webpage’s H1
: :before
P <h2 class="row pink cat-title"» = </h2>
P <div class="row pink latest-news"»=/¢/div>

Return to:

e |tem #5a. Link Text Best Practices < Start in Word Checklist

45 URLs do a poor job of clearly and concisely conveying a link destination. For example, even the
simplest of URLs like https://www.google.com is significantly longer than its non-URL equivalent, Google.
Imagine being a screen reader user and how tedious it would be having to hear each character
individually read to you before you even got to the actionable portion: “h-t-t-p-s-slash-slash-w-w-w-dot...”;
now imagine an even longer URL and how much worse that would be.

At least https://www.google.com contains “google” and thus, gives you a sense of the destination; some
URLSs contain no information that would help one get a sense of the link destination.

46 Applicable if a link directs to an anchor within a webpage. The link contained within this sentence will
help you understand what an anchor is and is itself an example of linking to an anchor. Anchor links can
be identified by the presence of a # symbol toward the end of the URL.



https://www.ucop.edu/human-resources/womens-initiative/2020_files/2020_uc_wi_program_information_and_nomination_process.pdf
https://www.ucop.edu/human-resources/womens-initiative/2020_files/2020_uc_wi_program_information_and_nomination_process.pdf
https://ucnet.universityofcalifornia.edu/working-at-uc/index.html
https://www.google.com/
https://www.google.com/
https://www.google.com/
https://en.wikipedia.org/wiki/Hyperlink#Anchor

Creating Links in Word (Insert Hyperlink)
The most reliable way to create links in Word*’ is to:

1. Type out the link text

2. Select the link text

3. Open the Insert Ribbon and select the Hyperlink button, or use the insert hyperlink
keyboard shortcut, Ctrl-k (PC)/Cmd-k (Mac)

Design Layout References Mailings Review View Acrobat

; & Hyperlink

Table Pictures Online Shapes SmartArt Chart Screenshot Online

Pictures ~ - Video ~3| Crghss-reference

Table Hustration Media Link

1

Select intended link text and
Ucnet & | then the Hyperlink button
|

4. Add the link URL to the Address field or use one of the other link destination options
(e.g., Place in This Document, E-mail Address)

Insert Hyperlink , >
Link to: Text to display: UCnet —
“!} é
Existing file or | L°°K' L G L
b . 1 .
e[ ] Add link URL to Address field Saokmar
yrres
Plgc:l_rlm This (5 Studio S
Document Ie
growsed fpges| D! Or use one Of the Other
- ol - . . .
Create New ¥ ||nk deStlnatlon Opt|ons
Document <H
Regent Hles | “®
My Shapes .
SRS feres Addrgss: https://ucnet.universityofcalifornia.edu v I
cance

5. Click the OK button to finalize the process

Lists

The act of grouping content into a list conveys a particular relationship between list items; that
relationship must also be programmed and conveyed in a way that assistive technologies can
interpret: i.e., lists that must be tagged as lists in order to be properly interpreted by assistive
technologies.

47 |.e., the method that most reliably results in links being tagged properly when exported to PDF...



In Word, a list must be created using either the Bullets or Numbering features in order for it to
be properly tagged as a list when the document is exported to PDF.

Home Insert Design Layout References Mailings Review View Acrobat

| Create a bulleted list -.—a-I:* .i= .If CeEaE

B I U-asbex, ¥ A-W-AID

-] Create a numbered list

Format Painter

See also:

e Different List Levels (Sub-Lists)
e Common List Error the Adobe Acrobat Pro Accessibility Checker Will Miss

Return to:

e |tem #6. Lists < Start in Word Checklist

Logical Reading Order

Content needs to be presented to assistive technologies in the order that best facilitates
comprehension and reflects how the content would be read visually*®: i.e., content needs to be
presented in a logical reading order.

In Word, reading order is dictated by the order of content within a page; however, Reflow order
will treat inserted elements — like images, shapes, text boxes, etc. — differently when a Word
document has been exported to PDF and may need to be manually adjusted in Adobe Acrobat
Pro.

48 For example, let’s say a section consists of a heading, introductory blurb and a three step process for
how to do something. If that content is presented to assistive technologies users in this order — step #3,
step #1, introductory blurb, step #2, heading — they'll be less able to comprehend it. It needs to be
presented in this order — heading, introductory blurb, step #1, step #2, step #3 — since that's the reading
order that best facilitates comprehension and best reflects the way in which that content would be read
visually.



In PDFs, reading order is tied to the order in which tags are sequenced. In Adobe Acrobat Pro,
the reading order/tag sequence can be viewed, and edited (by dragging tags to different
positions), within the Tags pane.

The order of tags in Tags pane reflects the order in
which content will be read by assistive technologies

J

Tags X "
o PDF and Word-to-PDF Accessit
D EI @ “The University of California is committed to providing a
accessible to everyone, including individuals with disabi
v 3 Tags " Committee). This means that PDFs created and/or distr
@ those posted to UC websites or shared through other of
v [@ <Sect> trainings — need to meet accessibility standards, which
> @ <H1» technologies can properly interpret the structure and pr

B | to the disabled user.
> 9 < This document is intended to help you understand and :
% > ) <P ]_——- accessibility. It centers around two checklists — Start in
< |you evaluate your PDFs’ accessibility and make correct
2D

Return to:

e |tem #4. Tagged PDF < PDF Remediation Checklist

e |tem #5. Logical Reading Order < PDF Remediation Checklist

e ltem #20. Reflow Order < PDF Remediation Checklist

e |tem #23. Logical Reading Order Re-check < PDF Remediation Checklist




Navigation Pane in Adobe Acrobat Pro

Adobe Acrobat Pro’s Navigation Pane includes a number of features (sub-panes) you’ll use to
check and improve PDF accessibility, including the Accessibility Checker, Content pane, Order

pane and Tags pane.

Ways to open Navigation Pane

rile Edit [JIEMl Window Help
Home Rotate View
Click here Page Navigation Or, open View menu > Show/Hide >
Page Display Navigation Panes > Show Navigation Pane
Accest zoom (or press F4 key)
Tools

Show/Hide
Display Theme

ead Mode

E Tracker...

Read Out Loud

Compare Files

Navigation Panes »
v Tools Pane Shift+F4

Toolbar ltems 4

Page Controls >

v Menu Bar F9

Button Labels
Rulers & Grids

Cursor Coordinates

(@ Accessivility Checker
Ul Articles

@ Attachments

m Bookmarks

B Content
Destinations

g Layers

E Model Tree

% Order

[D Page Thumbnails
a Signatures
@ Tags

Show Navigation Pane

Resel Panes

T tecomenaed st you e e St o Creciiz e samat
SCelBTy O e, 2 SV PR ey e 5 Y S T GO

See also:

e Accessibility Tools within Adobe Acrobat Pro

Adding Navigation Pane Features

Right-click within the Navigation Pane — or open the View menu > Show/Hide sub-menu >
Navigation Pane sub-menu — to access these accessibility-oriented sub-panes you'll use for
accessibility checks and remediation: Accessibility Checker, Content pane, Order pane and

Tags pane.




Please note, Accessibility Checker will only be available if you've already run an Accessibility

Full Check.

B % @ 8 Q

Right-click within Navigation Pane

Accessibility Checker
U} Articles

@ Attachments
H Bookmarks
B Content
Destinations
@ Layers
E Model Tree
% Order

[D Page Thumbnails

a Signat

Only available if you've
already run an Accessibility
Full Check

These are the
accessibility-oriented
sub-panes you'll use
for accessibility checks
and remediation

Hide Navigation Pane Buttons

Paragraph
“Paragraph” in Word

In the context of Microsoft Word, a paragraph is a distinct unit of text (or other inline content*°)
that can range in length from being completely empty, to having a single character, a single
word, a single sentence or multiple sentences®.

49 E.g., inline images, shapes, charts, etc.
50 |.e., a “paragraph” is not solely a collection of multiple sentences, as it's often colloquially interpreted to
be.




Paragraph boundaries — i.e., where one paragraph ends and the next begins — are
established through, and defined by, paragraph breaks.

—>1 Defined by paragraph breaks,
3 wora visible here as paragraph marks

—9 Here-is-a-sentence. |

E)(a m ples Of There-are-two-trees-in-the-Sierra-forests-that-are-never-blown-down,-so-long-as-they-continue-in-sound-
health.-These-are the-Juniper-and-the-Dwarf-Pine-of the-summit-peaks. Their-stiff, crooked-roots grip-the-

i Pa rag rap h S” 3 storm-beaten-ledges-like-eagles’-claws,-while-their-lithe, cord-like-branches-bend-round-compliantly,-
offering-but-slight-holds-for-winds,-however-violent. The-other-alpine-conifers—the-Needle-Pine,-

|n Word Mountain-Pine,-Two-leaved-Pine,-and-Hemlock-Spruce—are-never-thinned-out-by this-agent-to-any-

destructive-extent,-on-account-of their-admirable toughness-and-the-closeness-of their-growth.-In

general-the-same-is-true-of-the-giants-of-the-lower-zones.q

> a0 4,

The way in which text is organized into paragraphs within Word affects how the text will be
tagged, and subsequently interpreted by assistive technologies, when the document is exported
to PDF (see Paragraph Break, a.k.a. Hard Return and Line Break, a.k.a. Soft Return for
examples of this). This is because the features used within Word to control how (most®!) content
is tagged when exported to PDF can only be applied to paragraphs in-full; i.e., they cannot be
applied to only one portion of a paragraph. However, in Adobe Acrobat Pro, you can manually
tag different paragraph portions in different ways.

See also:

e Paragraph Settings

Return to:

e [tem #3. Proper Paragraph Spacing < Start in Word Checklist

Paragraph Break, a.k.a. Hard Return

A paragraph break is the point at which one paragraph ends and the next begins.
Paragraph breaks are synonymous with the typographic term “hard return.”

In Word, paragraph breaks (or hard returns) are created by pressing the Enter/Return key and
are indicated with paragraph marks.

A paragraph’s After Paragraph Spacing occurs after its paragraph break.

51 A notable exception to this is hyperlinks: hyperlink tags will only be assigned to link text and will not be
assigned to non-link text that is the same paragraph as link text.



Paragraph Marks

In Word, you can observe how content has been organized into paragraphs using the
Show/Hide Paragraph Marks feature. With that feature toggled on (i.e., to Show), you can see
paragraph marks — also known as the paragraph breaks — at the end of each paragraph,
indicating the separation of those distinct units of text.

- &= 5- w=gH Show/Hide Paragraph Marks button; Bpc' aaBbcei
i=. A&. - newd currently toggled to Show

Hing 3 | Heading 4

Paragraph . Sty

[

C 2 Co - R SR T SRR

In-Adobe-Acrobat-Pro, -Reflow-order-is-controlled-through-the-Order- |

. Paragrapﬁ Paragraph marks (a.k.a. paragraph breaks)
indicating the separation of distinct units of text |

Tags X
)
| After export, these distinct units of text become distinct tags within the PDF
L"‘J ___9 dobe Acrobat Pro. Refilow order is controlled through the Order pane.
T — L

ragraph is a distinct unit of text that can range in length from being comple
Pk g a single character, a single word, a single sentence or multiple sentence

n > q] <P>

With paragraph marks shown, you can also see various Breaks — Pages Breaks, Column
Breaks, Sections Breaks, etc. — which you might use to control layout in a more accessible
manner.

Column-19] Column-29) Column-39]
Column Break Column Break 9} Section Break (Continuous )=

SRR .79 - ¥ FE SRR—

Return to:

e |tem #3. Proper Paragraph Spacing < Start in Word Checklist




Line Break, a.k.a. Soft Return

Line breaks differ from paragraph breaks in that they push text to the next line without ending or
breaking the paragraph. This results in two key differences:

1. After Paragraph Spacing will not occur between two lines of text that are separated by a
line break; whereas, it will occur between two lines of text that are separated by a

paragraph break

2. Content that is separated by a line break will be wrapped in the same tag; whereas,
content that is separated by a paragraph break will be wrapped in separate tags, as
seen in the screen shots below, along with what line breaks look like when Show
Paragraph Marks is toggled on

Line breaks as indicated by Show Paragraph Marks

One-line-of-text-separated-fronf- -

P

another-with-two-line-breaks9l
One-line-of-text-separated-from¢

another-with-a-paragraph-break9]

Content separated by line breaks remains in a single tag

@ Tags X
0 E-® PDne line of text separated from
) @ Tags

¢ g <sect> another with two line breaks

> q <P>
B > g <P> [PDne line of text separated from
Z > q‘l <P>

P)nother with a paragraph break

®




Line breaks are useful for controlling the specific point at which a multi-line title/headings wrap
from one line to the next. For example:

The point where this multi-line document title would
naturally wrap from its first line to its second line

2020-UC-Women’s-Initiative-for-Professional-Development-(UC-WI)-Program-Information-and-:
Nomination-ProcessY]

The asymmetry of this division looks odd (i.e., having so
much text in the first line and so little text in the second line)

Inserting a line break (soft return) causes the multi-line title to wrap at
this point instead while still keeping the title together as one “paragraph”
so its tagged properly when the document is exported to PDF

1
v
2020-UC-Women’s:Initiative-for-Professional-Development-(UC-WI)-~

Program-Information-and-Nomination-Process¥|

This division creates better visual symmtery; plus, it's a
more natural wrapping point given this title’s specific text

In Word, line breaks (or soft returns) are created by pressing the Shift and Enter/Return keys
together.

Empty Paragraph

An empty paragraph is just that — a paragraph with no content in it.

One-line-of-text-separated-from9

1

1 [ Three empty paragraphs

1

another-with-four-paragraph-breaks9|




It is, unfortunately, a common practice to use empty paragraphs to create vertical space
between content (e.g., in previous screen shot, three empty paragraphs are used to create
vertical space between two lines of text), but this should, in fact, not be done; it creates
problems for assistive technologies, many of which will recognize the empty paragraphs and
read them as “blank.” This allows for at least three potential issues to arise:

1. Other issues can cause assistive technologies to read “blank” — such as actual content
that can be seen visually but has been programmed improperly so it reads as “blank” —
which means that when assistive technology users encounter “blank,” they can’t be fully
certain if they’re in fact encountering an empty paragraph or if there’s something else
going on. And why not spare them of that uncertainty if you can?

2. Frequently, multiple empty paragraphs are used in sequence to create larger amounts of
vertical space, which means that an assistive technology user will have to hear “blank”
multiple times in a row. Imagine how annoying it would be if you had to hear “blank”
many times between each bit of actual content; it'd get old quick, wouldn’t it?

3. Sometimes empty paragraphs will unknowingly be assigned a Heading Style (i.e.,
tagged as headings), so they’ll also appear as “blanks” within the heading hierarchy,
causing additional confusion.

Use Paragraph Spacing instead of empty paragraphs to create vertical space between content,
or if the goal is to push the next line of content to the next page, consider using a Page Break
instead.

Return to:

e [tem #3. Proper Paragraph Spacing < Start in Word Checklist

“Paragraph” in Adobe Acrobat Pro

In the context of Adobe Acrobat Pro, “paragraph” most often refers to a specific type of text —
body or “normal” text — and how that type of text should be tagged — with a paragraph tag.

Paragraph Settings

Paragraph Settings allow you to control Outline level, Indentation, Before/After Paragraph
Spacing and Line spacing.

Home e Desig

KK Aa- B =o' E e f Access paragraph settings

B I U-ax,x A-P-A-E

¥ Format Painter




Outline Level

Outline level is controlled through the
Paragraph Settings and affects how text
segments are tagged when a Word document
is exported to PDF.

Paragraph ? X

Indents and Spacing  Line and Page Breaks
General

Alignment: Left v

Quitline level: | Body Text v
Body Text

Level 1
Indentation Level 2

Level # = Heading # tag: e.g., et Eii
Level 1 = Heading 1 tag; S e
Level 2 = Heading 2 tag; etc.

Body Text = paragraph tag

Spedial By:
(none) - -

[ wairror indf | evel 8
Level §

However, it's important to note that Outline level will not affect how text is read within Word: i.e.,
if you assign text the Level 1 Outline level, it will not be read as a Heading 1 within Word
(though it will be read as a Heading 1 if the document is exported to PDF).

Return to:

e |tem #1b. Tagged as Headings < Start in Word Checklist
e |tem #1d. Proper Heading Hierarchy < Start in Word Checklist
e |tem #2. Body Text < Start in Word Checklist

Paragraph Spacing

Paragraph Spacing is a setting within Word that allows you to manipulate the amount of vertical
space between paragraphs. It is the most accessible way of creating the desired amount of
vertical space between lines of content and should be used instead of empty paragraphs.

Paragraph Spacing can be controlled through the Paragraph Settings panel or through the
Paragraph Spacing pane within the Layout ribbon.

Paragraph ? X

Indents and Spacing  Line and Page Breaks

General

[T

Qutline level: Body Text g

Alignment

| Paragraph Spacing within

References Review View

Mailings

Left: Layout

Right:

Before:

After:

Paragraph Settings

: Mirror indents /
[spacng L

opt & Line spacing:

10 pt Multiple

[J pon't add spage between paragraphs of the same style I

Breaks -
Line Numbers -

Hyphenation ~

Indent
3= Left |0

Z€Right: 0

Spacing
1= Before: 0 pt

:; After |10 pt

Paragraph Spacing in Layout ribbon




Paragraph spacing should not be confused with Line Spacing, which controls the amount of
space between lines of text within a paragraph and is also found in the Paragraph Settings.

Before Paragraph Spacing adds vertical space before (i.e., above) a paragraph.
After Paragraph Spacing adds vertical space after (i.e., below) a paragraph.

Before Paragraph Spacing and After Paragraph spacing are not additive: i.e., if a paragraph has
after paragraph spacing and the next paragraph has before paragraph spacing, those values
will not combine together to dictate the amount of separation between the two paragraphs;
rather, the larger of the two values will, on its own, dictate the amount of separation.

This-paragraph-has:20-pt-After-Paragraph-Spacing9 Same a_mount Of
$/ separation: 20 pt

This-paragraph-has-15-pt-Before-Paragraph-Spacing-and-no-After-Paragraph-Spacing9

ya
<

This-paragraph-has-20-pt-Before-Paragraph-Spacing|

Follow these Line and Paragraph Spacing recommendations for more readable body/Normal
text®?:

e Line Spacing: Multiple at any value between 1.15 (which is the default value in many
versions of Microsoft Word) and 1.5

e After Paragraph Spacing: Any value between 10 pt (which is the default value in many
versions of Microsoft Word) and “2x the font size” (i.e., double the font size)

Return to:

e |tem #3. Proper Paragraph Spacing < Start in Word Checklist

Keep with Next

Keep with next is another paragraph setting within Microsoft
Word that can be used to control layout in a more
accessible manner. It can be found within the Paragraphs Indents and Spacing
Settings panel’s Line and Page Breaks tab. Fagination

Paragraph

Line and Page Breaks

| ‘Widow/Orphan control

| Keep with next

Keep lines together

Page preak before

52 You may see that WCAG 2.1 Success Criterion 1.4.12 dictates line spacing of at least 1.5x the font size
and after paragraph spacing of at least 2x the font size, but it's important to note two things in this regard:
1) this Success Criterion specifically applies to “content implemented using markup languages” (e.g.,
HTML) which means it does not apply to the Word or PDF formats (content is not implemented in those
formats using markup languages); 2) UC has not adopted WCAG 2.1 (UC has only adopted WCAG 2.0).



If this setting is applied to a paragraph, Word will keep that paragraph and the next paragraph
together on the same page. The practical application of this is that you can ensure multiple
paragraphs are displayed together on the same page without having to use a Page Break.

How is this helpful? Imagine you have two paragraphs you want to keep together on the same
page, but due to the natural sequence of content in the document, one of those paragraphs is at
the end of one page while the other paragraph is at the beginning of the next page.

I Tagging-Content-(Adding-Tags)-Through-the-Reading-Order-Tool

AN

You want to keep these two paragraphs
together on the same page

= Totag
Reading-Order tool:{]

You could add a Page Break before the first paragraph, which would push both paragraphs to
the start of the next page and keep them together that way, but this comes with a risk...

T

Page Break used to push both paragraphs
to the start of the next page

1
Tagging-Content-(Adding-Tags)-Through-the-Reading-Order-Toolf

= To-tag-content-that-was-previously-untagged-—.e., to-add-a-lag to-an-element-—through-the-

If you were to add or remove content before that Page Break, it might then no longer be
necessary in order to keep the two paragraphs together, and instead could create an unsightly
gap between pages and need to be removed.

)\

Page Break is now unnecessary — these two
paragraphs would fit together on this page without
it — and creates an unsightly gap; in such cases,
the Page Break would need to be removed

1

Tagging Content-(Adding-Tags) Through-the Reading-Order-Tool]




By using Keep with next instead, you can keep the two paragraphs together on the same page
without the risk of other changes unintentionally altering the layout around those paragraphs.

Return to:

e |tem #3. Proper Paragraph Spacing < Start in Word Checklist

Reading Order Tool

The Reading Order tool/panel is one of Adobe Acrobat Pro’s Accessibility tools. Much like the
Tags pane, it provides a means of viewing, adding and editing tags, but there are important
differences between the two features you’ll need to understand:

1. The tags and tag order contained within the Tags pane are what assistive technologies
read when they encounter a PDF
a. l.e., the Tags pane provides a reliably accurate indication of what assistive
technologies will read and the order in which they’ll read it
2. The Reading Order tool is intended to provide an alternate means for viewing and
editing the tags that are in the Tags pane
a. Think of it as a user interface that’s intended to control something else
3. The Reading Order tool does not show tag order (i.e., the order in which tags/content will
be read by assistive technologies)
a. What the Reading Order tool calls “Page content order” is actually the Reflow
order
b. The Tags pane provides the only means for viewing and/or editing tag order
4. The Reading Order tool does not always work reliably or properly
a. Sometimes the Reading Order tool shows you that content is tagged one way but
the Tags pane shows you that the same content is tagged another way
i. Insuch cases, ignore what the Reading Order tool is showing you
ii. And in general, do not rely solely upon the Reading Order tool to show
you how content is tagged; use the Tags pane instead of, or in addition
to, the Reading Order tool
b. Sometimes attempts to add or edit tags using the Reading Order tool do not work
as intended (i.e., changes made through the Reading Order tool are not reflected
in the Tags pane)
i. In such cases, you will have to use the Tags pane to add or edit tags




5. But if the Reading Order tool is working properly®3, it provides (arguably) superior means
of doing certain things, such as tagging content
a. If you need to tag content, it's recommended you first try using the Reading
Order tool and as soon as possible, check the Tags pane to ensure the Reading
Order tool worked properly: if it did, keep using it in that PDF; if it didn’t, switch
over to using the Tags pane to tag content (see also: Create Tag From Selection)

Viewing Tags Through the Reading Order Tool

Disclaimer: the Reading Order tool does not always provide an accurate view of tags (see
previous section, Reading Order Tool, to learn more about this)

To view tags through the Reading Order tool:

1. Open the tool by selecting it from the Accessibility tools menu

E% Autotag Document

Reading Options
| —7 — 7 — 7 —
W—-—-—
e Reading Order tool within

the Accessibility Tools menu

\ Setup Assistant

51? Reading Order

53 |.e., if changes made through it are accurately reflected in the Tags pane



2. Ensure the Show page content groups and Structure types settings are selected

Reading Order ﬂ
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) Bacl

Table Editor

These two settings need to
be selected to view tags

I 2 Show page content groups

O Page content order

| ® Structure types l

[ Show table cells

4] Show tables and figures

[J Display like elements in a single block [ Whlch tags Can be Vlewed

Ll

These settings control

and how they display

Clear Page Structure... ‘ | Show Order Panel ‘

Help ‘ | Close ‘

a. Display like elements in a single block: if selected, consecutive tags of the same
type will display in a single block as opposed to individual blocks for each tag

With “Display like elements
in a single block” selected

With “Display like elements
in a single block” not selected

E- Cohort developed and executed an eight-month
project to assess UC's climate and readiness to
implement a talent and succession management
program and to prepare a "Quick Start Guide" to
support managers and leaders at all levels who are
interested in initiating a talent and succession
management process.

The Cohort's assessment gathered information from
more than 100 senior leaders across the UC system as
well as 25 mid-level managers. A literature review of
talent and succession management best practices in
academia supplemented the interview data. The
Cohort also reviewed the Toolkit® documents and, as
a demonstration exercise, adapted several of them to
the hypothesized needs and conditions of a
particular campus, UCSF. In addition, the Cohort
gathered case study information on new talent and
succession management programs at the division

|level at two locations, UC Davis and UC Santa Cruz.

E e Cohort developed and executed an eight-month
project to assess UC's climate and readiness to
implement a talent and succession management
program and to prepare a "Quick Start Guide” to
support managers and leaders at all levels who are

interested in initiating a talent and succession
|magggement process.

Cohort's assessment gathered information from

e than 100 senior leaders across the UC system as
well as 25 mid-level managers. A literature review of
talent and succession management best practices in
academia supplemented the interview data. The
Cohort also reviewed the Toolkit® documents and, as
adi ion exercise, adapted | of them to
the hypothesized needs and conditions of a
particular campus, UCSF. In addition, the Cohort
gathered case study information on new talent and
succession management programs at the division
|level at two locations, UC Davis and UC Santa Cruz.




Tagging Content (Adding Tags) Through the Reading Order Tool

To tag content that was previously untagged — i.e., to add a tag to an element — through the
Reading Order tool:

1. Open the tool by selecting it from the Accessibility tools menu

E% Autotag Document

Reading Options

Set Alternate Text

Reading Order tool within
the Accessibility Tools menu

\ Setup Assistant

B Reading Order

2. With your mouse cursor, draw a selection rectangle around the content you want to tag®
a. If necessary, you can hold down the Shift key and draw out another selection
rectangle to add more contents to your current selection; or, you can hold down
the Ctrl (PC)/Cmd (Mac) key and draw out another selection rectangle to
remove contents from your current selection
3. Once you've selected the exact contents you want to tag, click the button in the Reading
Order tool panel that corresponds with the specific tag structure type you want to apply:
e.g., if you want to tag selected content as a Heading 3, click the Heading 3 button

Ti Selected conten essi0 | [ Ramings | || Hesiega

IEXECUtHJe Suml’nlaryI Heading 2 Heading 5

Heading 3 Heading 6

The Ur!iversiltyf olfCaIiflornia (UQ is_one?o — — o
L] Click the Heading 3 button in the Reading Order tool panel

to tag this entire text segment as a single Heading 3

54 In order to select content, you must draw the selection rectangle around the content’s entire bounding
box; however, bounding boxes can be unpredictably sized/shaped, so in some cases, you may need to
try multiple times before you find and select content’s entire bounding box. And, as you can see in the
screen shot associated with bullet point #3, some words/sentences/text segments are comprised of
multiple bounding boxes.



Editing Tag Structure Type Through the Reading Order Tool
You can edit a tag’s structure type through the Reading Order tool:

1. Select atag by:
a. Clicking on an existing tag’s label

An existing H3 (Heading 3) tag
selected by clicking on its label

eading 2

[B8ecutive Summary | Tk

b. With your mouse cursor, draw a selection rectangle around the tag’s contents
(you can even add new content to the existing tag as part of this process by
drawing a selection rectangle that includes both the existing tag’s contents and
the new content)

2. Click the button in the Reading Order tool panel that corresponds with the specific tag
structure type you want to apply

a. For example, if you wanted to tag

the content as a Heading 4, you'd

CI|Ck the Head|ng 4 button Draw a rectangle around the content then click one of =
the buttons below:

Return to: Text/Paragraph Figure

) . Form Field Figure/Caption
e Item #18. Appropriate Nesting < PDF e
Remediation Checklist — i
Heading 2 Heading 3 Cell

Tag Content as Artifact (“Artifacting”) Headingd | Heading 6 Formla

Th ro u g h th e Read I n g Ord er TO OI Reference (q) Mote (z) Background/Artifact

You can tag content as an artifact through the
Reading Order tool by selecting it and clicking the
Background/Artifact button.

Heading & Formula

Mote (z) Background/Artifact

The differences with this method (compared to Change Tag to Artifact Through the Tags Pane)
are that you cannot set the artifact type® but it does delete the container tag for you.

55 Which some would consider a non-essential step



Recognize Text

Assistive technologies cannot interpret text within images, and unfortunately, many scanners
convert physical documents to PDF by capturing images of the document and compiling those
images into a PDF, which assistive technology users wouldn’t be able to read®®.

Recognize Text is a feature within Adobe Acrobat Pro that recognizes text within images (and
scanned documents such as those just described) so that the text can be interpreted by
assistive technologies®’. It's a powerful tool, but it can occasionally misinterpret characters and
words, especially if processing a low resolution or poorly-scanned image, so it's always worth
checking if you can obtain a version of a document that can be interpreted by assistive
technologies and won’t require Recognize Text.

See also:

¢ Running Recognize Text

Return to:

e [tem #3. Image-only PDF < PDF Remediation Checklist

Running Recognize Text

If you are needing to run recognize text because the Accessibility Checker rule Image-only PDF
was marked as Failed, the easiest way to initiate the process is to right-click on the Image-only
PDF rule within the Accessibility Checker and select Fix.

@ Accessibility Checker X
v Document (6 issues)
@ Passe

() Tagged PDF - Failed I Er

l‘,- Primary language - Fz Explain

() Title - Failed i
Check Again

Passed

G \__ Logical Reading Ordei Skip Rule
Z

+# Bookmarks
Show Report
(7] Color contrast - Need

Options
b Page Content (2 issues) em——

56 Thankfully, many modern scanners can be programmed to automatically run Optical Character
Recognition (OCR) when converting a physical document to PDF; OCR will recognize text and add it to
the PDF in a way that can be interpreted by assistive technologies.

57 Recognize Text is a form of Optical Character Recognition (OCR).



A Recognize Text — General Settings panel will appear. Make sure the language setting is
correct and choose either:

a) Search Image, along with a high Downsample To setting (e.g., 600 dpi), or...
b) Searchable Image (Exact)®®

You can also access and run Recognize Text through the Scan & OCR tool menu.

I} Insert ~ é Enhance ~ § AAA Recognize Text ¥ Bates Numbering = I:%_ O n ]E
X ~ B
Strategy for Avoiding Merged Cells E""
A A i i i
cells . . . %
. -4 Recognize Text is also available B
[==4 as one of the Scan & OCR tools 2]
Day
‘ Moming session 9:15-11:30 Room B 0
lds mai Mid-day session 12:30-2:45 Room A
Afterncon session 3:00-5:00 Room C E
Day 2
Moming session 9:15-11:30 Room D
Mid-day session 12:30-245 Room E
Return to:

e ltem #3. Image-only PDF < PDF Remediation Checklist

58 Searchable Image (Exact) will better preserve fine detail.




Reflow and Reflow Order

Reflow is a setting within Adobe Acrobat that allows you to zoom into a PDF page, so text is
easier to read, while “reflowing” the amount of words/characters in each line of text so you don’t
have to use the horizontal scroll bars to see each page’s full contents, which in turn makes the
PDF easier to read.

B ®B8 QOO @/ 300 a B
% 1““‘"""’"’! [ "'"'"'I'"‘"‘“""A
8 /12 0% . & = e - ® 2Btructute must be progi
i S . N the samje structure that
this is done through tags @ :i: lst Zoomed page with no Reflow;
‘ B g 14 Pat must scroll horizontally to see
Furthermore, structure 5 5 e o| fUIl page width

Zoomed page with Reflow;
no horizontal scrolling necessary o

W [6] Style -
‘ |head|ngs nd chose to ¢

el ised nronehe Shde.

Reflow order controlled through Qfammed_d
Acrobat Pro’s Order pane fing to headin
T T e —rererer—enplqre a specifi

wg [11] To apply an existing

E ] [12] Modifying an Existin
“Style \

=] [13] To modify an existin
v

v = i = 250x11.00in | < > |
—wr

v T

Reflow order is controlled through Adobe Acrobat Pro’s Order pane.

Return to:

e |tem #20. Reflow Order < PDF Remediation Checklist

Default Reflow Order when Exporting from Word to PDF

An element’s default position within a page’s Reflow order depends first on what type of element
it is:
1. Inline text elements will be ordered before...

2. Inline non-text elements (e.g., images that have In Line with Text text wrapping, Tables,

etc.), which will be ordered before...
3. Non-inline elements (e.g., text boxes added through the Insert ribbon or images/shapes
that have a text wrapping setting other than In Line with Text)



Order X
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15 Right-click on the tag and choose Properties to open the Object Properties panel; |
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& [20] Image

E ] [21] Path

17 In the Type drop menu, select Table Header Cell |

If there are multiple elements of the same type on the page (e.g. multiple inline non-text
elements), their relative order depends on their relative position:

e Forinline elements...
o Elements positioned higher on the page will be ordered before elements
positioned lower on the page
o If multiple inline elements are on the same line within a page, elements to the left
will be ordered before elements to the right
e For non-inline elements...
o Elements positioned higher on the page will be ordered before elements
positioned lower on the page

Order Pane: Adjusting Reflow Order within Adobe Acrobat Pro

In Adobe Acrobat Pro, Reflow order is controlled through the Order pane and can be edited by
dragging entries up and down within the Order pane.

Note: elements may seem to disappear when you change their Reflow order, but rest assured,
they aren’t gone for good; typically, what has happened is that the element was inadvertently
moved behind another element that is now visually blocking it, and all you need to do to correct
this is change the Content order.




To move this image higher in the page’s reflow order, select/click it within the
Order pane and while holding your mouse button down, drag it to a higher position

« 5 Change Reflow Order.pdf
®
@ v [ Pagel
2 —
¢ [2) Outline levelis controlled t utline level is controlled through the Paragraph Settings
2 s and affects how text segments are tagged when export
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W
v f) Change Reflow Order.pdf
¢ opm
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Return to:
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Remediate (verb) and Remediation (noun)

In the context of accessibility, “remediation” refers to the act of making something more
accessible; to “remediate” something is to make it more accessible. These terms are often used,
specifically, to describe making accessibility improvements to a PDF through Adobe Acrobat
Pro, but they can be used to describe making accessibility improvements in a source file as
well.

See also:

e Tag or Tagging (verb)
o Manually Adding and Editing Tags

Return to:

e |tem #7e. Merged Cells < Start in Word Checklist




Structure

Structure refers to three interrelated concepts:

1. How content is organized and presented within a document

2. The additional context and meaning that is uniquely conveyed through that organization
and presentation

3. Additional navigation and reading options provided by certain structure types.

For example...

Headings contribute to structure — they indicate how content has been organized in sections
and subsections, and communicate the hierarchical relationships between those sections and
subsections; without headings, that organization and those hierarchies might not exist or be
understood by readers.

Lists contribute to structure — they communicate specific relationships between list items;
without lists, those relationships wouldn’t be as clear.

Tables contribute to structure — they facilitate comparisons of various data points; without
tables, those comparisons wouldn’t be as easy to make.

Headings, lists and tables are all “structure types” — i.e., types of structures; so are links and
paragraph text. Many assistive technologies provide means of navigating and reading content
by structure type. For example, most screen readers have a command that will jump the user
directly to the next link (i.e., the first link that comes after whatever the screen reader last read);
or, much as how a sighted user could visually scan a document, identify all of its headings and
chose to further explore a specific section based on its heading, in a document whose structure
has been properly programmed, an assistive technology user can scan the document by
jumping from heading to heading, or by opening a list of all of the headings in the document,
and choose to further explore a specific section based on its heading.

Structure must be programmed in a way that allows assistive technology users to experience,
and benefit from, the same structure that is seen visually. In PDFs, this is done through tags.

This screen reader demonstration video will help you get a sense of how screen readers read
properly programmed content and use structure to provide more navigation and reading options.

Return to:

e |tem #4. Tagged PDF < PDF Remediation Checklist



https://www.youtube.com/watch?v=tEkZUlNfcZo

Styles

If used properly, Styles are one of the most powerful and efficiency-increasing features within
Microsoft Word. They allow you to automatically apply pre-defined formatting rules to text
segments by assigning them a Style and to automatically change the formatting rules of all text
segments that have already been assigned a particular Style.

Styles can be used to program how certain paragraphs®® are tagged when exported to PDF.
This is managed through the Outline level property, which is pre-assigned to built-in Styles and
can be manually assigned, or re-assigned, for any Style, including new Styles you create. For
example, the built-in Heading 3 Style is pre-assigned the Level 3 Outline level, so text segments
that have been assigned the Heading 3 Style will be given a Heading 3 tag when exported to
PDF.

However, it's important to note that only the built-in Heading # Styles will affect how text
segments are structurally interpreted within Word by assistive technologies. For example, a
paragraph assigned the built-in Heading 1 style will be interpreted within Word by assistive
technologies as a Heading 1, but a paragraph that is, in a different way®°, assigned the
corresponding Outline level (Level 1) will likely not be recognized within Word by assistive
technologies as a Heading 1°*.

Styles can only be applied to full paragraphs; you cannot apply different Styles to different parts
of a paragraph. However, once a paragraph has been exported to PDF, you can manually tag
different parts of a paragraph in different ways.

Return to:

e [tem #1b. Tagged as Headings < Start in Word Checklist
e [tem #2. Body Text < Start in Word Checklist

59 “Paragraph,” as used throughout this section and its sub-sections, refers to the Microsoft Word-specific
meaning of “paragraph”: a distinct unit of text, as defined by paragraph breaks.

60 Such as through Paragraph settings, independent of an assigned Style, or through the assignment of a
different Style that also has the Level 1 Outline level.

61 Assistive technologies will likely interpret such text segments as Normal text/body text.


file:///C:/Users/dharrima/Box/Accessibility%20-%20eCourse%20and%20General/PDF%20Accessibility/Word%20PDF%20Accessibility%20Checklist/Paragraph%23_

Identifying a Paragraph’s Current Style
To identify which Style is currently applied to a paragraph:

1. Open Word’s Home ribbon

Paste N I U~
- ¥ Format Painter -

Clipboard e

2. Place your cursor anywhere within the paragraph in question and note which Style is
highlighted within the Home ribbon’s Styles menu

With cursor placed | [

e ... you can see the paragraph’s
in this paragraph... || e

N current Style (Normal) highlighted
in the Styles menu

y programmed assistive technology user can scan th

Return to:

e |tem #2. Body Text < Start in Word Checklist

Applying an Existing Style

To apply an existing Style to new text, select the desired Style from the Style menu, then type
your text.

To apply an existing Style to existing text, highlight or place your cursor within the paragraph to
which you want to apply the Style, then select the desired Style from the Style menu in the
Home ribbon.

=

E.g., click to apply k|aaBbe |asBbcer soeoccoc AQB seencen of Expand Styles menu keoe
Head|ng 3 Style Heading 3 | Heading4 Heading 5 Title Subtitle Subtle Em Emphasis ntense £ strong

‘ Styles

Styles can only be applied to full paragraphs; you cannot apply different Styles to different parts
of a paragraph.
Return to:
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e |tem #2. Body Text < Start in Word Checklist




Modifying an Existing Style

Modifying an existing Style causes those changes to be automatically applied to all existing
instances of that Style — i.e., all paragraphs to which that Style has already been applied®?.

To modify an existing Style:

Right-click a Style RAd AAEL aaBbc AasbC |
1. Right-click the Style within the Styles to open this menu - —
menu and select the Modify option

2. This will open the Modify Style panel; d St

within that panel you can adjust —

various Style properties, including the || V¥ rox

font properties, and use the Format p:m" o

drop menu to access and adjust o _

further properties, such as the O 2 orma

Paragraph Settings where you could FS:'“fg”'” Font properties

change the Ouitline level arial “|[ [F]|[B] 1 u automatic

o If a Style’s Automatically Update - = = |12 =| & 3
setting is checked, then changes
made to an entire, full- Access and adjust other properties sy

xt Sample

L ¥ g Lt

paragraph® instance of that Style
will be automatically adopted by
the Style itself as well as all other

amg If selected, changes made to a full
ext{ instance of a Style will be automatically
adopted by the Style and applied to all

H 64 ont: .
instances of that Style “ifie 2] other instances of the Style
o If you do need to give particular untl fsed, Show i the Styles gallery, Prfty 10 v
instances Of a Style unique [v] add Jo the styles gallery | [/] automatically update
(@ Only}n this gocument () New documents based on this template
rules®, make sure to unselect |
i Format v OK Cancel
(i.e., uncheck) the Style’s H In which you can change
Automatically Update setting — Outline level

52 For example, if you modify the Heading 2 style, changing the font color, all existing instances of the
Heading 2 Style within that document — i.e., all other paragraphs to which the Heading 2 Style has been
applied — will automatically adopt the new font color.

63 |.e., if every single character within the paragraph is selected; if even a single character is left out of the
selection, this automatic update will not occur.

64 For example, let’s say: a) the built-in Heading 3 Style has been applied to a particular paragraph; and
b) the Heading 3 Style’s Automatically Update setting is checked (which it typically is, by default). If that
entire paragraph is selected and given a different font size, then the Heading 3 Style, as well as all other
paragraphs to which the Heading 3 Style has been applied, will automatically adopt the new font size.

65 For example, Style instances that follow tables likely need their own unique Before Paragraph Spacing
because After Paragraph Spacing cannot be applied to tables.



You can also modify an existing Style by highlighting a text segment, then using the Update
Style Name To Match Selection feature, which can also be accessed by right-clicking on a Style
within the Styles menu. This will automatically apply many of the highlighted text segment’s
formatting properties to the Style, including most font and paragraph properties, but it won't
affect the Style’s Outline level. Again, these formatting changes will be automatically applied to
all instances of that Style.
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Create a New Style

The Create a New Style button is available within the Styles menu (when it's expanded) and the
Styles panel. Clicking this button will open the Create New Style from Formatting panel, which
mirrors the Modify Style panel.

Expand Styles menu

AaBbC: AsBbcer AsBbeet AaBb AaBbl L

L Find|

AsBb Create a Style buttons
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Tabular Data
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No Spacing
Heading 1

Heading 2 n
Heading 3 1

Heading 4

Heading 5

Title

Tabular data is information (i.e., individual data points) whose relational attributes allow for it to
be logically arranged in rows and/or columns in order to facilitate connections and/or
comparisons. For example...



In the table below, each table cell (i.e., each data point) shares a relation with the other cells in
its column — they’re all types of food or particular nutritional values — and with the other cells in
its row — they all pertain to a particular type of food. Presenting this information through a table
facilitates connections across each row — you can see the nutritional values connected to each
type of food — and comparisons across each column — you can see how the foods’ nutritional
values compare.

Food Fat Sugar Protein
Apple 0.2g 10g 0.3g
Carrot 0.2g 4.79 0.99
Avocado 15¢g 0.3g 29

Tabular data can take many forms: it is not exclusively numbers or scientific data; it could be
words, names, email addresses, images, a combination therein, whatever; the key characteristic
is, again, simply that comparisons/connections will be facilitated by arranging the data points in
columns and rows.

Tables should only be used for the purpose of presenting tabular data; they should not be used
for layout purposes.

Return to:

e |tem #7a. Tabular Data < Start in Word Checklist

Table for Layout Purposes
Tables should not be used for layout purposes:

e |timplies relationships that may not exist or be meaningful, which can inhibit an assistive
technology user’s understanding of the material
e |t can create navigation difficulties for assistive technology users

Using a table for layout purposes refers to arranging content in a table for the purpose of
achieving a certain visual design rather than for the purpose of facilitating comparisons and/or
connections of specific data points in each row and/or column. That is, if the only thing
enhanced by using table formatting is the visual design — not the ability to compare data or
express connections — then you’re using a table for layout purposes (which you shouldn’t do).



For example, the table below is being used to achieve a newspaper-like visual design, not to
facilitate comparisons between cells or connections across each row/column. This is evident by
the fact that: a) while there are relations across each row — each row’s cells relate to the same
article — there are not relations across each column — e.g., there isn’t a column dedicated to
the articles’ images, a column dedicated to articles’ titles and bylines, etc.; and b) if the table
formatting was removed — if these two articles were just sequenced linearly on a page — the
only thing lost, really, would be the newspaper-like visual design; one’s understanding of the
contents wouldn’t be significantly affected because the table layout wasn’t facilitating

comparisons or connections.

Front Page News

UC Irvine Students
Reach New Heights
By So Andso

Lorem ipsum dolor sit amet,
consectetur adipiscing elit, sed
do eiusmod tempor incididunt
ut labore et dolore magna
aliqua. Gravida dictum fusce ut
R o ; : * | placerat orci nulla pellentesque
‘ dignissim enim. Donec enim
UCI student on climbing wall diam vulputate ut pharetra sit.

At erat pellentesque adipiscing
commodo elit at imperdiet dui
accumsan. Praesent
elementum facilisis leo vel
fringilla est ullamcorper eget.
Faucibus nisl tincidunt eget
nullam non.

Est pellentesque elit
ullamcorper dignissim cras.

Robots Need Love Too Luctus venenatis lectus magna
fringilla urna. Donec adipiscing
tristique risus nec feugiat in.

By Man Dangan

Eget felis eget nunc lobortis.
Elementum curabitur vitae nunc | Enim ut tellus elementum

sed. Nunc id cursus metus sagittis vitae et leo. laculis eu
aliqguam eleifend mi in. Morbi non diam phasellus vestibulum
tristique senectus et netus et lorem sed risus.

malesuada fames ac. Turpis in | Bibhendum est ultricies integer
eu mi bibendum neque quis auctor elit sed. Enim
egestas. lobortis scelerisque fermentum
Id interdum velit laoreet id. dui faucibus.

\—/m

\ Y

Engineer placating future overlord




Find other ways to present content that is not suited for tables, such as using columns,
headings and sections®® within Word.

Return to:
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Table Cells: Data and Header
There are two types of table cells: data cells and header cells.
Data cells contain data. Most table cells are data cells.

Header cells do not include data but rather define the data that resides in a table column or row;
they’re like column or row labels, in a sense.

For example:
Team Games Played Wins Loses
(header cell) (header cell) (header cell) (header cell)
Giants
(header cell®’) 12 (data cel) 8 (data cell) 4 (data cell)
Dodgers
(header cell) (data cell) 3 (data cell) 9 (data cell)

Return to:

e |tem #7c. Header Cells < Start in Word Checklist
e |tem #14a. Headers Appropriate? < PDF Remediation Checklist

Programmed Header Cells

A properly programmed header cell provides additional structural/contextual information for
assistive technology users when they read an associated cell. For example...

66 “Sections” as in, document sections as defined by Section Breaks

67 While this cell contains a data point — “Giants” is a data point relative to its column header, “Team” —
it also helps define the subsequent data points in its row, so it would be a header cell, not a data cell.



Consider the table below: let’s say all the cells in its first row are properly programmed to be
header cells (as they should be); when a screen reader reads the orange cell with the thicker
borders, it will say “2g” and provide a reminder that this data is in the “Protein” column — very

helpful!

Food Fat Sugar Protein
Apple 0.2g 10g 0.3g
Carrot 0.2g 4.79 0.99
Avocado 15¢g 0.3g 29

If the “Protein” cell wasn’t properly programmed to be a header cell, the screen reader would
only read “2g” and the user would have to remember on their own that “2g” relates to “Protein.”®®

It's appropriate to program the cells in a table’s first row as header cells when they describe
(i.e., inform the meaning of) the contents of each cell in their column. For instance, in the
previous table example, “Food” describes “Apple,” “Carrot” and “Avocado; “Fat” describes “0.2g”
(twice) and “15g”; etc.

By contrast, the table below does not have header cells.

44 116 | 8

3197|221

15|63 | 52

Return to:

e |tem #7c. Header Cells < Start in Word Checklist
e |tem #14a. Headers Appropriate? < PDF Remediation Checklist

68 Non-assistive technology users don’t have to adopt this burden (which is magnified in longer tables), so
why should assistive technology users have to? Especially when, a simple adjustment on the developer’'s
part would allow them to avoid it. This is, in a sense, the entire spirit of accessibility — how can we, as
content developers, remove barriers and burdens our audience members shouldn’t have to face?



Header Cells Throughout the First Column
If appropriate, you can also make the first cell in each row a header cell, which will provide even
more contextual information through assistive technologies. For example...

The “Avocado” cell in the table below describes the contents of all of the other cells in its row —
they all pertain to avocados — so it'd be appropriate to program that cell as a header cell; once
that was done, when a screen reader read the orange cell with thicker borders, it would provide
contextual reminders that “2g” was in the “Protein” column and “Avocado” row — very helpful!

Food Fat Sugar Protein
Apple 0.2g 10g 0.3g
Carrot 0.29 4.79 0.99
Avocado 15¢g 0.3g 29

Microsoft Word does not provide capabilities for programming the first cell in each row as a
header cell, so that programming would need to be done in Adobe Acrobat Pro, by manually
editing a table cell’s tag.

Programming Header Cells in Word

In Word, you can program all of the cells in a table’s first row to be header cells by using the
Repeat (as) Header Row setting. This setting can be applied in two ways:

Option #1:

1. Place your cursor anywhere within the table’s first row, thus enabling the Table Tools
Layout ribbon
2. Within that ribbon, select the Repeat Header Row button to toggle that setting on®®

Layout

‘r

i
% NP
2 ¢

Repeat
Header Rows o

k wen wen | Table Tools Layout ribbon
availablewith cursor in table

|
] [ ] s ! 6 ! 7

. Food Fat Sugar Protein Repeat Header
Apple 0.2g 10g 0.3g ROWS toggled “On”
Carrot 0.2g 47g 0.9g
Avocado 15g 0.3g 2g

69 Once you use this method to assign the table’s first row as a header row, you can use the same
method to assign its second row as a header row (not that you’d want/need to in most cases); in fact, you
can use this method to assign any row as a header row as long as the row above it has already been
assigned as a header row.



Option #2:

1. Right-click any cell within a table’s first row
2. Select Table Properties within the resulting menu to open the Table Properties panel
3. Open the panel’'s Row tab
4. Select (i.e., check) the Repeat as header row at the top of each page setting

Table Properties 7 X

Table Row Colymn cell Al Text
[ fy Paste Options: R"“;ZP
" AJ\\ [] specify height: 03" 2. Row height js: | At least v
£ Smart Lookup Lrtens

| Allow rt I T
. l_J»o cwwbeakaccsspﬁs

\ \ »
Synonyms IM_RE;:E&( as header row at the top of each page I

[ B Translate
. Previous Row w Next Row
r Insert r

= sDj ?;C?S ¢ || Select Repeat as header row at
sy | || the top of each page setting

I ”ﬁ Text Direction...

-
IE Table 3[0:Jert‘es‘..|’

& Hyperlink..

Cancel

) 3 New Comment

Return to:

e |tem #7d. Header Cell Programming < Start in Word Checklist

Programming Header Cells in Adobe Acrobat Pro
You can also program table header cells in Adobe Acrobat Pro.

Option #1 — Manually Edit Cell’'s Tag in Tags Pane:

1. Find the cell’s tag within the Tags pane (it will be a <TD> tag)

Q v E = Tahle>

> i <TR> Find the cell within
the Tags pane

== <TR>

> E .




2.

Double-click the tag text, which should enable you to edit the tag text, and change “TD”
to “TH”

Double-click on the tag text to edit it,
then manually change the D to an H

> & <
> HH <TD>

Option #2 — Edit Tag’s Type in Object Properties:

1.
2.

3.

Find the cell’s tag within the Tags pane (it will be a <TD> tag)
Right-click on the tag and choose Properties to open the Object Properties panel

Right-click on the tag

to open this menu
V- AppIY ROIE Mapping to Tags

TR>
> HH + Highlight Content

Properties...

......

> S —

a. That panel should open with the Tag tab displayed, but if not, navigate to the Tag
tab
In the Type drop menu, select Table Header Cell

q <P> Object Properties
<Table>
= Content Tag Color
> == <TR>
w &5 <TR> Type: |Table Data Cell
y Quote
> Ef <1D> Title: | peference
Section
§ <TD>
> B8 Actual Text: |g50n
S Table
Change the Tag Type Table Data Cell
Table Header Cell
to Table Header Cell | [Tabi of Contents
Table Of Contents ltem
y &8 <TR> |D: |Table Row




Option #3 — Use the Table Editor:

1. Open Acrobat Pro’s Accessibility tools and select Reading Order to open the Reading
Order tool panel

’:\ Setup Assistant

b

% a

Access the Reading
Order tool from within
Acrobat Pro’s Accessibility
tools menu

% Reading Order

)
%

2. Make sure “Show tables and Figures” is checked within that panel, thus enabling you to
select a table

3. Select (i.e., click on) the table you want to edit

4. Click the Table Editor button within the Reading Order tool panel

i bl rormuE [[reminder that this data is in the “Protein” column.
Reference (q) Note (z) Background/Artifact P P P
P 5 D P
I Table Editor I plet |1 pie ] [pha]

° Iy [y
[0 | “Protein” cell 't l dto be 4
Make sure “Show tables \/@L‘*m;"-‘é';’- S e )

and figures” is checked : ol
Select the table in the PDF, =L

5\:“%'“““5 o then click the Table Editor [
Cbi Iayllkeeleme'ntsmasmgleblock button Wlthln the Readmg |

I [~] Show tables and figures I der d
Order panel pes.

LRy R T2 Show Order Pane I cell with thicker borders, it would provide contextual rel




5. Right-click the cell you want to program as a header cell and select Table Cell Properties

within the resulting menu to open the Table Cell Properties panel
a. You can also program multiple cells by holding down the Shift key, selecting
multiple cells and right-clicking any of those cells and then selecting Table Cell
Properties

Hold Shift key down to select multiple cells

rood | Fat | Sugar | Protpinl

kpple 02g \1Dg 03g Table Cell Properties...

Carrot 0.2g Table Editor Options...

h( 0.9g
Bwvocado 15g 0.3g \I 29

If the “F'rmeil Right-click a selected cell and open Table Cell Properties

6. Select the Header Cell radio button, then click the OK button to save the change

Table Cell Properties >

Type

| | @ Header Cell Scope: | None >

O Data Cell

Attributes Change to Header Cell and click OK
Row Span: |'|

Column Span: |1

ID: |

I Associated Header Cell IDs: *

Return to:

Iltem #14a. Headers Appropriate? < PDF Remediation Checklist




Spanned/Merged Cells

A spanned cell is a cell that spans multiple rows and/or columns within a table. The feature in
Word and other Microsoft products used to combine cells together in this way is called Merge
Cells, so these types of cells are also referred to as “merged cells.”

Spanned/Merged cells
1
iew View Acrobat Design
4 ! *
&8 i/ Height: 0.3
5 Merge [Split Split  AutoFit ;_;Wldm:

Cells [ells Table

6 7 . ferge Ce
Merge Cells feature in Word

Merged cells that have been exported to PDF require additional remediation in Adobe Acrobat
Pro in order for them to be read properly by assistive technologies, so it's best to avoid merged
cells, if possible.

Return to:

e |tem #7e. Merged Cells < Start in Word Checklist
e [tem #15. Reqularity < PDF Remediation Checklist
e [tem #15a. Spanned/Merged Cells < PDF Remediation Checklist

Remediating Spanned/Merged Cells

There are two goals you seek to achieve when remediating spanned/merged cells:

1. Program the cell so assistive technologies can recognize that it spans multiple rows
and/or columns (see Programming a Spanned/Merged Cell)

2. Ensure that assistive technologies can recognize the table as having the same number
of cells in each row and table (see Programming a Table So It Has the Same Number of
Cells in All Rows and Columns)

Return to:

e |tem #7e. Merged Cells < Start in Word Checklist
e |tem #15a. Spanned/Merged Cells < PDF Remediation Checklist




Programming a Spanned/Merged Cell

You'll use Adobe Acrobat Pro’s Table Editor to program spanned cells so assistive technologies
can recognize that they span multiple rows and/or columns:

1. Open the Reading Order tool

[ ~CT rursTTIaTe TEAT

®
%

:\ Setup Assistant

5!? Reading Order

\
Reading Order tool within
the Accessibility Tools

2. Select any tag within the table so that the Reading Order tool's Table Editor button
becomes available, then click that button

Reading Order n

Draw a rectangle around the content then click one of
the buttons below: @

I_’Ehous Cartoon and Animal Characters |
artoon mousAni Select any tag within the

o L e table so that this Table

[o it Simpson_ > Ed | Editor button becomes

;TM[;L::M:;;%TJ\\ available, then click it

3

Reference (q) Note (; Background/Artifact

| Table Editor |

3. Right-click on the spanned cell and select Table Cell Properties to open the Table Cell
Properties panel

Bugs Bunms I—l

Table Cell Properties...

Table Editor Options...

Auto Generate Header Cell IDs




4. If the cell spans multiple rows, change the Row Span value so it reflects the number of
rows spanned,; if the cell spans multiple columns, change the Column Span value so it
reflects the number of spanned columns

Table Cell Properties
Famous Cartoon and Animal Characters Type AdJUSt values to reflect
Famous Cartoon | Famous Animal () Header Cell the number of rows
Characters Characters @oacen | @and/or columns spanned
Bart Simpson Mr. Ed
Attributes
Dora the Explorer | Lassie
. : Row Span: |1
Bugs Bunny
\ Column Spar% 2
\,ﬂ):

This cell spans two columns

Return to:

e |tem #15a. Spanned/Merged Cells < PDF Remediation Checklist

Programming a Table So It Has the Same Number of Cells in All Rows and
Columns

You'll use the Tags pane to ensure that assistive technologies can recognize a table as having
the same number of cells in all rows and columns.

If there are no spanned/merged cells in the table, the table needs to have the same number of
<TH> or <TD> tags in each table row.

~ B <Table>

« &5 <TR>

Foods Beverages

g Salad Water

y = <TH>

> H<H

Pizza Soda

« &8 <TR>

8 12 Each row has two
— <TH> or <TD> tags

« &8 <TR>

> &5 <TD>

> &5 <TD>

If there are spanned/merged cells in the table, their tags represent more than one cell; this must
be taken into account when considering the number of <TH> or <TD> tags in each table row.
Specifically, the number of cells those tags represent is the same number of columns or rows
those cells span. For instance...



If a cell spans three columns (i.e., its Column Span value is set to 3 in Table Cell Properties), its
<TH> or <TD> tag represents three <TH> or <TD> tags. If, let’s say, all other rows in the table
contain four cells then the row containing the spanned cell should have two <TH> or <TD> tags:
one of those tags representing three cells and another tag representing one cell; three cells plus
one more cell equals four cells, same as are in the table’s other rows.

—— This <TD> tag represents three cells

. . (@) Data Cell
/ because its Column Span value is 3 ™

g <TD> T T
= Cohort 1 ” Coljort 2 " Cohort 3 Cohort 4 Row Span: [1
g <TR>
s Hafsa Kelly
g5 <TD>
2 Paul Maria Kyrie Marit
BH <TD>
: ) Emilza Jim Salvador Tammy . ) _

> B <TD>

3+1=1+1+1+1
So all rows will be recognized as having the same number of cells

> EH <TD>

> B <TR

As another example, if a cell spans two rows (i.e., its Row Span value is set to 2 in Table Cell
Properties), then the second of those two rows does not need, and should not have, a <TD> tag
representing that cell; the spanned cell's <TD> tag in the first row is included in the count of
<TD> tags in the second row.

[
Because this cell has a Row Span value of 2, its <TD> tag in
this row is included in the count of <TD> tags in the next row

scope:
(@) Data Cell
igutes
‘- —
Co\or‘t 1 Cohort 2 o - hi
f h (\Ia Jennifer iy
as|l t ere was an _ Demetrius Cristi Erin
instance of that same Erika P~ — e
<TD> tag here as well Sidalia Rocio Nyoki Cory

So this row needs only three <TD>
tags in order to have the same number
of cells as the other rows in the table

y B8 <TR>

However, Microsoft Word may include, when exporting to PDF, a <TD> tag within each row that
a cell spans. Only the first <TD> tag associated with that cell will have actual tag content
associated with it; the other <TD> tags associated with that cell will have no tag content
associated with them. In such cases, you will need to delete the extra, unnecessary (and empty)
<TD> tags where they occur. For example...



In the following screen shot, you can see how the table in the screen shot above first appeared
when exported from Word to PDF, and you can see the empty <TD> that was added to the
spanned row and needs to be deleted.

These two <TD> tags represent the same cell that spans two rows

Cohort 1 Cohort 2 Cohort 3 Cohort 4
Dla Jennifer Damian Marnivan
Demetrius Cristl Erin
Erika
Peter Cyndla Leslie
Sidalia Raxcicy Myoki Cary

Once the cell's Row Span value is set to 2 in Table Cell
Properties this <TD=> tag will need to be deleted

: I
"I Note how there is no tag content associated with this instance

If a cell spans two columns and two rows (i.e., its Row Span and Column Span values are set to
2 in Table Cell Properties), then both rows that it is in will have fewer <TD> tags than the other
rows in the table: its first row will have one fewer <TD> tag (since one of its <TD> tags will count
for two cells), while its second row will have two fewer <TD> tags (since the two-cell <TD> tag
from the previous row technically extends into the second row as well).

Other rows in this table have four cells Table Cell Properties

Type

v B | This row has three <TD> tags because one of those <TD> [ /o

> =T | tags represents two cells (because Column Span: 2)

y == <TR>

v 8 <IR> 4 RowSpan: |2
> &5 <TD> Cohort 1 Cohort 2 Col Column Span: 2
> B8 <TD> Gayelea Atticus Mary
> BF <TD> David Melissa

v B <TR> Krista Xuan
5 &3 <TD> Michele Hafi> f Amy Militza
AN This row has two <TD> tags because the <TD> tag

> = e in the previous row that represents two cells technically | |

extends into this row as well (because of Row Span: 2)

Return to:

e [tem #14a. Spanned/Merged Cells < PDF Remediation Checklist
e [tem #15b. Number of <TD> or <TH> Tags in Each Row < PDF Remediation Checklist




Tag (noun)

Tag refers to how content is structurally programmed within a PDF which in turn determines
how it will be interpreted and read by assistive technologies. For instance...

In the following screen shot, you can see that the text segment “2020 Program Overview” has
an <H2> (Heading 2) tag, so structurally it's a Heading 2 and it will be read by screen readers
as a Heading 2; the text segment “The 2020 program includes:” has a <P> (paragraph) tag,
designating it as body text.

* Travel and other expenses are the responsibi

[D Tags X

Heading 2 tag assigned fing and selecting an individual, the locatic
N E-® to this text segment travel expenses.

> q'| <P>

@ s[e B 2020 Program Overview

B R We are transitioning the UC WI schedule to coincide
>[N <P~ will only be offering four cohorts in the 2020 progran

% > @ <L Paragraph tag assigned to this text segment
> @ <H2> ¢ cohforts beginning in September 2020.

&
y

Tags (pane) icon in
Adobe Acrobat Pro | |The 2020 program includes:

> @ <L> * Asingle request for nominations to fill all fou

Return to:

e |tem #2. Body Text < Start in Word Checklist

Tag Organization and Appearance
At the most basic level, tags are typically composed of two components:

1. The tag contents define what is in the tag — i.e., what assistive technologies will read
when they encounter the tag; tag contents are accompanied by the box-like icon (as
seen in the screen shot following this list)



2. The tag container defines the tag’s structure type — i.e., what assistive technologies will
read it as (i.e., what type of element); most tag containers are accompanied by a tag-like
icon (as seen in the screen shot following this list), but some tag containers have unique
icons (see: Paragraph <P> Tags and Table Tags)

> @<L participant travel expenses.
>L’e|’/ Defines tag’s structure type: Heading 2, H2
N J,_p\
I H ] i M n g

sy 2020 wooram Overvien: €9 Deefines tag’s contents: "2020 Program Overview” |
> § <P> \ part of the 2020/2021 program, with that program’s nomination pro
v o Assistive technologies will read this tag as:

= The 2020 program includes: “Heading 21 2020 Program OverVieW”
> @<L 7 T A SIMEIE TEUEST TOT MOMIMatons to 1 ai tour cohorts

You'll typically find this basic, tag container + tag contents organization with headings and
paragraphs that do not include links.

Other types of elements have, or necessitate, more tag components and more complex tag
organization.

See also:

e Editing Tag Organization Through the Tags Pane

Return to:

e [tem #4. Tagged PDF < PDF Remediation Checklist

Paragraph <P> Tags

Paragraph tags appear in the Tags pane with a <P> shorthand label and a paragraph-symbol
icon.

) q-| A-.p*

Many paragraph tags will consist only of the tag container and tag contents.

VﬂaP;

= UC Wl is a unique, expe




If a paragraph includes one or more links, or other elements that require separate tags, the
paragraph <P> tag container may contain multiple tag contents and/or tag containers (such as
<Span>" tag containers or <Link> tag containers).

s ﬂ <P> |

v @ <Span> <P> tag containing multiple
<Span> tags; this is how the
paragraph (which includes a

= Systemwide Talent

v @ <link>
J\j - hyperlink) was automatically
& <5 tagged when exported from

Word; it would be read
properly by assistive
M technologies

= . It provides the Patie I

= interconnected v

v q <P> <P> tag containing no <Span> tags;
sy Systemwide TalentM this is how the same paragraph
v @ <link> might end up if you were manually

R tagging it; this tag organization
wg interconnected wf WOUI @lso be read properly by
&5 - tprovides the Pathf @SSistive technologies

71

Text that is assigned the Normal Style or Body Text Outline Level in Word will be tagged with a
paragraph tag when exported to PDF.

Heading Tags
Heading tags appear in the Tags pane with an <H#> shorthand label where the # represents the
heading'’s level within the heading hierarchy and will be a number 1-672. Heading tags also
appear with the standard tag icon.

» 4 <HI> > § <He
b J < H2> y J <H5>
b ~.;j' <H3> by J <HB>

70 Not to be confused with spanned cells, <Span> tag containers host tag contents/containers that need
to be given unique properties — such as a unique language setting — and/or that need to be read
separately from other tag contents/containers within the same parent tag.

71 This example is, in part, intended to illustrate that not all the <Span> tag containers added during the
export from Word to PDF process are 100% necessary — their contents would likely be read the same
were they to be nested directly in the <Span> tag container’s parent tag; that being said, it’'s usually
safest to just leave those <Span> tag containers as is (it's also less work for you), as opposed to moving
the <Span> tag container’s contents and then deleting the containers.

72 “1-6” because PDFs currently only support heading levels 1-6



Heading tags typically just include the tag contents associated with the heading text, but they
can host other tags that you want to be structured as headings.

Heading that contains
Heading that is a link and non-link text

Image structured entirely a link S P
i i as a Heading 5
Basic I‘_weac_hng g v @ v @ <link>
organization e
v J <H3> v @ <Link> = UCnet
v \j <H2> v \3 <Figure> - UCnet J Link - OBJR
= Attract & Hire = Image (9): w:977 h:191 ‘3 Link - OBJR & asa content repository Path

Text that is given a Heading # Style or Level # Outline level in Word should be tagged as a
heading when exported to PDF.

Link Tags
Link tags appear in the Tags pane with a <Link> shorthand label and the standard tag icon.

5 \3 <Link>

In order for a link to be accessible to, and read properly by, assistive technologies, it needs
three key components:

1. A<Link>tag

Ny q'l <P>

= For more information regardit

> J <Link>

2. A<Link — OBJR> tag nested within the <Link> tag (see also: Creating a <Link — OJBR>
Tag Through Find Element)

v \"il <Link>

H UC Women's Initiative

O Link - OBJR




3. And something that provides information as to what the link is and/or where it directs
a. This is typically accomplished by nesting the link text’s tag or tag contents within
the <Link> tag (as a peer of the <Link — OJBR> tag) so that the link text conveys
this information

v 9 <P>
> § <Span>
v @ <Link>
& Link - OBIR

7 4;3 <Span>

work surface height.

= work surface height

by J <Span>

v ‘:] <Link>

=] Systemwide Advisory Committee on

.,“3] Link - OBJR

Systemwide Advisory Committee on the Status of Women

b. If animage is hosting the link instead of text, you would have an image tag
contents nested within the <Link> tag and the image’s alt text conveying this
information

v J <Figure>

v § <link>

_;—,' Image (6): w:400 h:339

J Link - OBJR

c. Inless common circumstances, alt text that provides this information can be
assigned to the <Link> tag

. T
o J <Link> UC Path Center

J Link - OBJR Alternate Text:

This <Link> tag has been assigned
this alt text via Object Properties
(right-click on the tag > Properties)




Links that are created in Word using the Insert Hyperlink feature should be properly tagged as
links when exported to PDF.

Return to:

e [tem #10 Tagged Annotations < PDF Remediation Checklist

List Tags

List tags appear in the Tags pane with an <L> shorthand label and the standard tag icon.

b \3 £l >

In order for a list to be properly interpreted by assistive technologies, its list <L> tag must
contain a number of other, child tags nested within it, and those child tags must be organized

properly:

e Alist tag must contain a list item <LI> tag for each individual item in the list

. e Fish
> \3 <LI>
> @ <> e Dog
> \3 <LI> L] Cat

o Each list item <LI> tag should contain a list item body <LBody> tag
= Each list item body <LBody> tag should contain the list item’s tag

contents
~ \:3 <> .
A properly organized
v &P three-item list
') J <LBody>
&g + Fish ® Fish
i J <>
v \;5' <LBody> o Dog
il e C(at
s J <LI>
(" \j‘ <LBody>
*_h—" « Cat




o Each list item <LI> tag may also contain a label <Lbl> tag
= |f alabel <Lbl> tag is present, it must be ordered above the list item’s list
item body <LBody> tag, and...
» |f alabel <Lbl> tag is present, it must contain the tag contents associated
with the list item’s bullet or bullet icon, or if it's a numbered list, the list
item’s number or letter

v \j <l=
v § <L
v @ ‘] Fish
-
v \j <LBody> o Dog
;._;Fr_‘-h 'Y Cat
v @<
VJLLL.
v o ‘ 1.| Dog
= R
v § <LBody>
& Dog

Lists that are created in Word using the Bullets (bulleted list) or Numbering (numbered list)
features should be properly tagged as lists when exported to PDF (though, look for this common
list error when reviewing the PDF in Adobe Acrobat Pro).

Return to:

e [tem #16. List Items, and Lbl and LBody < PDF Remediation Checklist

Different List Levels (Sub-lists)

Lists often feature items at different levels within the list. These level hierarchies within lists
communicate certain parent-child-peer relations between list items:

e For example, this would be considered a level 1 list item; it is the parent of the two child
list items immediately below
o This would be considered a level 2 list item; it is a child of the parent list item
above and a peer of the list item immediately below
o This would also be considered a level 2 list item; it is a child of the parent list item
further above, a peer of the list item immediately above and the parent of the
child list item immediately below
= This would be considered a level 3 list item; it is a child of the parent list
item immediately above



In the context of PDF tags, each parent list item’s child level is treated as its own list with its own
<L> tag. For example...

The multi-level list below illustrates what list (i.e., <L> tag) each list item would belong to (note
that list items on the same list level are not necessarily in the same list; list items must be on the
same level and have the same parent list item to be in the same list):

o Listl
o Listl
o List2
o List2
= List3
= List3
o List2
= List4
o Listl
o Listb
= List6

Child-level lists must have their list <L> tag nested within their parent list item’s list body
<LBody> tag.

v @<L Here is some text
> @ <L>
v § <> ¢ Fish
v § <LBody> e Dogs
W * Dogs o Terrier
|> L e .I O Retriever




Here’s another, more complex example:

ew e Listl

- @
v § <LBody> [ —— ]

—o  List 1

v g <€
v @ <U> .
v @@ <LBody> ﬂ LISt 2
i_-’uLlstZ
v @< € H
LS = |ist3
v §f <LBody>
Wy - List3 .

= * Listd

v <LBody> --‘-'-—..‘--..

o —e List1

hd J‘L‘G'--—-._______

v @ <> \ .
List 4

v § <Lsody>

- oList4

Common List Error the Adobe Acrobat Pro Accessibility Checker Will Miss

One of the most common errors that can occur with lists is an error that the Adobe Acrobat Pro
Accessibility Checker is not capable of identifying; it is illustrated in the screen shot below.

Instead of this list being tagged as a single list containing three
list items, it's being tagged as three separate, one-item lists

v E‘] Tags

~ lelj <Sect=>

V@‘LD

> @ <> 2. taggedasifitis
v J <L=> /
4

1. Asingle list that is

> §F <L
~ \-;3<L>
> J <Ll>

3. three separate lists

The error is that list items that are in the same list and should be nested within the same list <L>
tag are instead nested within separate list <L> tags. The Checker is incapable of recognizing
this because it doesn’t know which list items belong in which list; it can only check if the tag
structure within a list <L> tag is correct. So, the Checker would mistakenly interpret the list in the
previous screen shot not as one incorrectly tagged list but rather as three correctly tagged lists.



If you notice this error within a PDF, you will need to manually edit the tag organization through
the Tags pane. You may also be able to correct the error in Word (if you have the source file) by
manually reconnecting list items”, but you would then need to re-export the document to PDF.

Return to:

e [tem #17. Manual List and List Item Tag Check < PDF Remediation Checklist

Table Tags

Table tags appear in the Tags pane with a <Table> shorthand label and a table-like icon.

Sy B <Table>

In order for a table to be properly interpreted by assistive technologies, its <Table> tag must
contain a number of other, child tags nested within it, and those child tags must be organized

properly:

e Each table row must have its own table row <TR> tag

> =g < TR>

o Each table row <TR> tag must contain a table data <TD> tag or table header
<TH> tag for each cell within the row’

« [ <Table>
::: Food Fat Sugar Protein
> & <TD> \
> & <D Apple 0.2g 10g 0.3g
> & <TD>
> B > Carrot 0.2g 4.7g 0.9g
> E= <TR>

= Each table data cell must have a <TD> tag

S 8 <TD=

* Each table header’ cell must have a <TH> tag

> Ef <TH>

73 To manually reconnect one list item to the list item above it, set your cursor at the start of the (lower) list
item, then press the Backspace key until the list item becomes part of the list item above it; then hit the
Enter/Return key to make the list item its own list item again.

74 Unless one of those <TD> or <TH> tags is properly programmed to represent a spanned/merged cell.

75> See Table Cells and Header Cells for more information on what differentiates a table header cell from a
table data cell




= Each table header cell <TH> tag and table data cell <TD> tag must
contain a tag or tag contents for what is in the cell

S Food Fat
v q <P>
L= Appie 0.2g

Tables that are created in Word using the Insert Table feature should be tagged as tables when
exported to PDF (see also: Programming Header Cells in Word and Spanned/Merged Cells)

See also:

o Programming Header Cells in Adobe Acrobat Pro
o Remediating Spanned/Merged Cells

Figure Tags

Figure tags appear in the Tags pane with a <Figure> shorthand label and the standard tag icon.

5 J <Figure>

<Figure> tags typically contain image tag contents associated with graphical elements — such
as charts, graphs, images and shapes — and have alt text that describe the contents’®.

Image’s <Figure>
tag in Tags pane Actual image within the PDF, highlighted because
its tag is currently selected in the Tags pane

= = 1T
> q <P> y PI Example of a Figure tag
~ J <Figure> — - ) \j - FigUI'E > Alternate Text:
g Image (415): w215 hig5 /

> q <P> —
/ Alt text associated with this <Figure> tag, as
viewed (and editable) through Object Properties

<Figure> tag’s
tag contents

76 Assuming the content is not decorative. If the content is decorative, it should be turned into an artifact,
at which point the tag contents would disappear, leaving an empty <Figure> tag container that should be
deleted.



Some types of graphics, such as Charts and Smart Art, will export from Word or PowerPoint to
PDF as a <Figure> tag containing multiple other tags. For example:

v @ <Figure>
w PathPathPathPathPathPath
v <Art>
e 4
v ﬂ <pP>

;‘0

> § <At
> @ <At
> @ <At
> @ <At
> @ <At
0

> J <Art>
> J <Art>
> @ <Art>

Chart Title

~

w

~N

-

Category 1 Category 2 Category 3 Category 4

WSeries1 mSeries2 M Series3

In such cases, you will need to determine the best way to communicate the contents to assistive
technology users: it may make sense to leave some, or all, of the nested tags and let them
communicate the graphic’s contents, tag by tag; it may make sense to remove the nested tags
and give the <Figure> tag alt text that describes the entire graphic.

Artifact Tags

The artifact tag type can be a source of confusion, as it doesn’t directly relate to real artifacts.

Tags set to the artifact type will sometimes appear in the Tags pane with an <Artifact> label and
the standard tag icon, but just as often, if not more often, they’ll appear with a <P> shorthand
label and the standard tag icon instead of the paragraph icon associated with real <P>, as in
paragraph, tags. Tags set to the artifact type can also be identified through the Object
Properties panel, which will display their tag type as Artifact.

You can manually assign any tag the artifact type, but most often, tags are assigned that type
inadvertently by using the Set Alternate Text tool's Decorative Figure setting.

o € <P> I
Jo» Object Properties Signs a tag has been given the Artifact tag
& mege type. These are also signs that a figure has
- Content Tag  Color been turned into a Decorative Figure through
B the Set Alternate Text panel
> 9= Type:




Giving content the artifact tag type is not the same as turning it into an artifact: the latter hides
the content from assistive technologies while the former merely removes the structural
information associated with the tag container that assistive technologies would read; this means
that if there is other readable information associated with the tag — such as alt text or tag
content — it will still be read by assistive technologies.

What difference does an artifact tag make?

& <H1> i > P T
v & P> Content Tag Color Zoom
= Zoom | J <P Alternate Text:
\ - Type: Artifact PEE s
/ /
This will read as This will read as “Zoom” And this will read as “Zoom”
“Heading level 1 Zoom”

Given all this, there is little, if any, purpose to using artifact tags.

Tag or Tagging (verb)

Tagging refers to the act of programming structure for assistive technologies, which is done

through tags (noun).

In the context of working in Word, “tagging” is most often used to describe assigning text a
Heading Style — for example, by assigning a paragraph the Heading 2 Style, you tag that
paragraph as a Heading 2 — but it can also refer to the purposeful way in which you create lists,
table header rows, links, etc. within Word so that those elements are properly tagged when
exported to PDF.

In the context of remediating a PDF within Adobe Acrobat Pro, “tagging” most often refers to
assigning or re-assigning content a particular tag structure type; for example, if you might tag
the cells in a table’s first row as header cells.

Return to:

e [tem #1. Headings < Start in Word Checklist
e |tem #1b. Tagged as Headings < Start in Word Checklist
e [tem #4. Tagged PDF < PDF Remediation Checklist
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Autotagging a PDF in Adobe Acrobat Pro

There are two methods in Adobe Acrobat Pro for autotagging a PDF:

1. The Autotag Document feature (one of the Accessibility tools) will automatically assign
tags to a PDF’s contents
a. Itis most useful when remediating an untagged PDF but can also be used to
retag an already-tagged PDF (though, it will overwrite all existing tags, so it
should be used cautiously in such cases)
2. If the Tags pane reads “No Tags available,” you can right-click that text and choose Add
Tags to Document to initiate the autotagging process; you can also select Add Tags to
Document from within the Tags pane’s Options menu

Tags X

fﬂ No Tags availahle

Create Tags Root ‘

Add Tags to Document I

a. If the Tags pane reads “No Tags available,” the Tags pane’s Options menu will
be limited to Create Tags Root and Add Tags to Document, but if you choose
Create Tags Root, you'll be able to access the wider array of Tags pane options

Both of these autotag methods should produce the same outcome, but that outcome could be
flawed; the autotagging process may not correctly tag all content segments, so its output should
always be reviewed and if necessary, manually edited. Additionally... (see next section:
Autotagqging a PDF May Trigger Reading Order Tool Inconsistencies)

Autotagging can only be applied to a full document and will overwrite any tags already in the
document. If you ever need to autotag certain pages within a document while preserving the
tags on the other pages, consider this method:

1. Save the document you're working on
2. Create a separate instance of that document’”
3. Open that new instance

77 Such as through Save As or by copy/pasting the document in your file browser



4. Use Adobe Acrobat Pro’s Organize Pages tool to delete the pages containing the tags
you want to preserve’®

Organize Pages tool and features

Organize Pages Enter Page Range - ’B Extract Ea Insert * /8 Replace CXJ Split  [E=] More =

IR

&)

Organize Pages icon in Tools pane

o B @ i

5. Autotag the new instance
6. Save the new instance
7. Open the original document you were working on
8. Use the Organize Pages tool to add the pages from the new instance into the original
document, where they belong in the page order
Return to:

e |tem #4. Tagged PDF < PDF Remediation Checklist

78 Alternatively, you can skip steps 1-3 and just use the Organize Pages tool’s Extract feature to create a
separate instance of the pages you want to autotag.




Autotagging a PDF May Trigger Reading Order Tool Inconsistencies

The Reading Order tool won’t always display the correct tag labels (see: Tags Pane/Reading

Order Tool Differences), and this can sometimes be triggered by autotagging a PDF. For

Reading Order

Draw a rectangle around thg

the buttons below:

example:

o x| Untagged PDF before o

n 20 running Autotag Document o rcnge o o ot en e o
@ £ No Tags available - -

D Figure/Caption
- Investing in Our People i [
i Building and Sustaining a UC Hesding’s cen
© Talent and Succession Manag Heading 6
Executive Summary Reference (q) Note (2) Background/Artifact
N % Tagged PDF after
= running Autotag Document
. .
v £ Taos A m‘- Figure - No alternate text exists
@ > @ <Figure> M‘
CALIFORNIA
@ v J <Part>
> 3 <H1> (m— —> ﬁ:—hv H H | P

B v [ <sect> > [*uil Tags pane and Reading Order tool
o8 > @ <> €= may show different tag labels; the
N v g <sect> Taler Tags pane accurately reflects what

> v [ <Sect> ’7 istiv hnologies will r

© S — [Pkecu assistive technologies ead

N § <P>

Text/Paragraph

Form Field

Head

Head)

Head

Not




In such cases, the tag labels viewed through the Reading Order tool won’t match the tag
information available through the Tags pane’®; you have the option of using the Reading Order
tool panel to correct the tag labels that the Reading Order tool is showing you (see: Editing Tag
Structure Through Reading Order), or you can leave them be, as they ultimately won't affect
how assistive technologies interpret the document.

. -
N You could use the Reading Order [ a
q 20 tool panel to manually edit/correct
pround the content then click one of tﬁi
v iy oo the tag labels its showing you
& g L= - SV 1. "
@ i E Farm Field Figure/Caption
<H1> H H -
ol L2 esting in Our People: ..o oo
———r T o
S “2ilding and Sustaining a UCC  wasrgz  esangs o

et v g s Talent and Succession Managt [essms | easnss Forma
© SREESEEE T T Reference (q) Note @) Background/Artifact

) @< [+sutive Summary |

- o
> e University of California (UC) is one of the world's e
> q <P preeminent higher education institutions, To stay
. competitive and adapt to change, UC needs to attract
> 1 and retain a talented and diverse workforce. UC faces {41 Show page contet groups u
> ) <P> a number of challenges on this front, stemming from () Page content order
social and demographic changes, California's
> @ economic landscape, and the responsibilities and ®structure types
> q <P limitations of a public institution. [ show table cells L]

Manually Adding and Editing Tags in Adobe Acrobat Pro
There are multiple ways to manually add and edit tags through Adobe Acrobat Pro. See:

e Tags Pane (generally more reliable than the Reading Order tool)

o Editing Tags Through the Tags Pane
= Adjust Tag/Reading Order Through the Tags Pane
= Editing Tag Structure Type Through the Tags Pane
= Editing Tag Organization Through the Tags Pane

o Adding Tags Through the Tags Pane
= Adding a Tag Container (i.e., a Tag Without Content)
= Adding EXxisting Tag Contents to a Tag Container (i.e., Moving Tag

Contents)
= Adding New Tag Contents Through Find Element
e Creating a <Link — OBJR> Taqg Through Find Element

= Create Tag From Selection: Tag, Re-tag or Add to Tag

o Change Tag to Artifact (“Artifacting”) Through the Tags Pane

79 Which is the tags information assistive technologies actually interpret.



e Reading Order Tool (when working properly, offers more user-friendly means of doing

certain things)

o Tagqging Content (Adding Tags) Through the Reading Order Tool

o

Return to:

e [tem #10b. Repeated Header/Footer Content < Start in Word Checklist

Editing Tag Structure Type Through the Reading Order Tool

e |tem #4. Tagged PDF < PDF Remediation Checklist

e |tem #22. Tags Re-check < PDF Remediation Checklist

Tags Pane

Tags are displayed and editable through the Tags pane, which is one of Adobe Acrobat Pro’s

Navigation panes.

o Tags pane %
0 =]~ Access Tags pane’s Options menu;
; many of the options contained within
@ B or can also be found by right-clicking
v @ <hart> an entry within the Tags pane
D > ;";I <Figure>
> 4 <H1>
© Tags pane icon in Navigation pane menu




Tags Pane and Reading Order®

The order of the tags within the Tags pane determines the order in which content will be read by
assistive technologies; a higher tag will be read before a lower tag®. (See Logical Reading
Order to understand why this is important.)

For example, in the following screen shot “2020 Program Overview” will be read before “The
2020 program includes” not because the former is higher up on the PDF’s page but because its
tag occurs earlier in the tag order.

* ITravel and other expenses are the responsibi

@ Tags X

B - @ Heading 2 tag assigned
[ to this text segment pant travel expenses.

hinating and selecting an individual, the locatic

2020 Program Overview

We are transitioning the UC WI schedule to coincide

>4 <P will only be offering four cohorts in the 2020 progran
> 4§ <L= par Paragraph tag assigned to this text segment rogram’s
o > @ <H2 ! cobforts beginning in September 2020.
} ﬂ ZP=
Tags (pane) icon in The 2020 program includes:
Adobe Acrobat Pro . : . -
A single request for nominations to fill all fou

Return to:

e |tem #4. Tagged PDF < PDF Remediation Checklist
e |tem #5. Logical Reading Order < PDF Remediation Checklist
e |tem #20. Reflow Order < PDF Remediation Checklist

Adjust Tag/Reading Order Through the Tags Pane

You can adjust the order of tags within the Tags pane — which in turn changes the order in
which those tags will be read by assistive technologies — simply by selecting and dragging tags
to different positions within the pane. Move a tag higher within the pane and it will be read
earlier; move a tag lower and it will be read later.

80 Unless “tool” and/or “panel” are including after “Reading Order” (e.g., “Reading Order tool” or “Reading
Order tool panel”), the phrase “reading order” refers to the order in which assistive technologies read
content.

81 This same rule applies to tags and tag contents nested within tags: higher tags/contents will be read
before lower tags/contents.



However, it’s important to note: when moving a tag, be aware of the position of the line you'll
see relative to the tag above the line. If the line extends as far as the above tag’s icon, that
means the tag you’re moving would be positioned beneath the above tag and read after it; but if
the line extends only as far as the above tag’s label, that means the tag you’re moving would be
positioned inside the above tag and be read as part of it, which could throw off the structure and
reading order if done unintentionally (see Editing Tag Organization Through the Tags Pane to
learn more about why one would intentionally move a tag or tag components inside another

tag).

This line position, extending

as far as the above tag’s icon, > 3 <Figure>.
means the tag being moved
(<Figure>) would be positioned :
beneath, and read after, the > &<
tag above the line (<H2>)

This line position, extending
only as far as the above tag’s
label, means the tag being
moved (<Figure>) would be
positioned within, and read
as part of, the tag above the
line (<H2>)

Return to:

e |tem #5. Logical Reading Order < PDF Remediation Checklist
e |tem #23. Logical Reading Order Re-check < PDF Remediation Checklist

Tags Pane, Reading Order Tool Differences

The Tags pane and Reading Order tool both provide means of viewing and editing tags, but
there are important differences between the two you need to understand:

e Sometimes, the tags the Reading Order tool shows you are not accurate
o The Reading Order tool may display all content as having a P tag or a Span tag
o Orit may include more content in a tag than is actually in the tag

e Sometimes, attempts to add or change tags through the Reading Order tool don’t work



Ultimately, it is the tag information in the Tags pane that determines what assistive technologies
read, and the Tags pane provides the most reliable means of viewing and editing that
information

However, it is worth noting that (when it is working properly) the Reading Order tool provides
what many find to be a superior and more user-friendly means for tagging content, so if you
need to do that, it's recommended you first try using the Reading Order tool.

Editing Tag Structure Type Through the Tags Pane
There are multiple ways of editing tag structure type through the Tags pane.

If you know the shorthand label of the tag structure type you want to change a tag to (e.g., P for
paragraph/body text, H1 for Heading 1, H2 for Heading 2, etc.):

1. Select the tag in the Tags pane

Tags X
E-©®
v -:I_:I Tags

v .j <Sect>

> 9
b ﬂ <P

2. Click the tag once more so that its shorthand label becomes editable

Tags X

E- ©®
v ﬁ_:] Tags ~
v 5 <Sect>

> § <H1
> 9

> q <P




3. Type the desired tag shorthand label between the angle brackets and then click outside

the tag
Tags X Tags X
=E-® E- ®
v @ Tags ~ v @ Tags ~
v @ <Sect> v @ <Sect>
3 J <H1>
3 11 <H2>
) 11 <P

You can also adjust tag structure type through the Object Properties panel:

1. Right-click a tag within the Tags pane
2. In the resulting menu, select Properties; this will open the Object Properties panel

Right-click on the tag
—= 10 Open this menu

5 EH TR

vV ApPPY ROE Wapping to Tags
v Highlight Content

......

Properties...

e _ 1

3. The Object Properties panel should open with the Tag tab displayed, but if not, navigate

to it

4. Inthe Type drop menu, you can choose a new tag structure type

Navigate to Tag tab

Object Properties

Using Type drop menu you

Content: Tag  Colr | cgn assign a new tag type

Type:

Table Data Cell [~

Title:

Actual Text:

Alternate Text:

Quote )
Reference

Section

Span

Table

Table Header Cell

Table Of Contents

Table Of Contents ltem

Table Row v

Return to:

e [tem #18. Appropriate Nesting < PDF Remediation Checklist




Editing Tag Organization Through the Tags Pane

You can edit tag organization through the Tags pane by selecting and dragging tags and/or tag
components to different positions within the pane. For example, you could add a list item to a list
by dragging the list item’s tag within the list’s tag.

Before During After
v @<L v § <L v § <L
> @ <> > @ <> > § <L

When editing tag organization, make sure to note the position of the line you'll see when you
select and drag a tag, or tag component, relative to the tag above it; if the line extends as far as
the above tag’s icon, were you to release the selected tag, it would become a peer of the tag
above it; if the line extends only as far as the above tag’s label, were you to release the selected
tag, it would become a child of the tag above. You may have to make subtle adjustments with
your mouse to achieve the correct positioning before you release the selected tag.

This line position means the bottom <LI|> tag
will become a peer of the <LI> tag above it

Ny J‘;L;-
> \j <Ll>
[ —

Y 4

This line position means the bottom <LI> tag
will become a child of the <L|> tag above it

Return to:

e [tem #16. List Items, and Lbl and LBody < PDF Remediation Checklist
e [tem #17. Manual List and List Item Tag Check < PDF Remediation Checklist




Adding Tags Through the Tags Pane

You can add tags through the Tags pane. It's not as straightforward as tagging content through
the Reading Order tool, but it does offer some unique advantages, such as the ability to tag
certain types of content — like links (see: Adding New Tag Contents Through Find Element) —
that cannot be tagged through the Reading Order tool.

See sub-sections:

¢ Adding a Tag Container (i.e., a Tag Without Content)
¢ Adding EXxisting Tag Contents to a Tag Container
¢ Adding New Tag Contents Through Find Element
o Create a <Link — OBJR> Tag Through Find Element

See also:

e Create Tag From Selection: Tag, Re-tag or Add Tag

Adding a Tag Container (i.e., a Tag Without Content)

To add a new tag container to the Tags pane:

1. Click the _ _
Tags pane’s Tags | Options button in Tags pane |Tags X
Options - - - : —
b P E4 () =] Also available by right-clicking
utton (or New Tag... | 2 Tags pane entry
right-click an T
entry in the B L1 ¢ —
«‘.3 <H] New Tag...
Tags pane) Tags pane Options menu
and choose v @ <P cCut
New Tag Delete Tag > § Delete Tag

a. The new tag will be added beneath whatever tag was selected at the time; if no
tag was selected, the new tag will be added at the bottom of the tag order
2. Inthe resulting New Tag panel, assign the new tag’s
structure type and click OK New Tag X
a. Type, within the New Tag panel, functions as both

. Type: | RN >
a drop menu and a text entry field: you can select e |
a structure type from the Type drop menu; or, if .

you know the structure type’s shorthand label, you
can type it directly into the Type field®?

82 Do not include < > when typing a shorthand label into the Type field



Adding Existing Tag Contents to a Tag Container (i.e., Moving Tag
Contents)

You can add existing tag contents to a tag container — i.e., move tag contents from one tag
container to another — by finding the tag contents in the Tags pane, selecting it and dragging it
to the new container. You can also nest a tag within another tag in this same way.

When moving contents, just make sure to pay attention to the line indicating where the moved
contents will be positioned and potentially nested in relation to the above tag:

e If the line extends only as far as the above tag’s label, the moved content will be nested
within that tag as a child®®

o If the line extends to include the above tag’s label and icon, the moved content will be
positioned below the tag as a peer

]
Tags This line extending only as far as Tags | Result after move |
. the above tag’s label indicates that
=2-©® the “Recent UC employee...” tag E-®
5 q <P contents would be nested in the 5 q <P>
q <® <P> tag above the line, as a child, N
i when this move is executed v <P
v q] <P> = Recent UC employee en
g Recent UC employee en q <P
—
Tags This line extending to include the s | Result after move | x
above tag’s label and icon indicates
=-® that the “Recent UC employee...” - ©
<P> tag contents will be positioned below .
> 9 ) > q <P
. the <P> tag above the line, as a peer, .
,L when this move is executed 0=
v q <P> =] Recent UC employee engai
4 Recent UC employee en q <P

83 Be especially aware of this indicator, as nesting tags can occasionally result in complications. For
example, if you attempt to nest a tag or tag contents in a Link — OBJR tag, the tag or tag contents will
disappear and often be very difficult to bring back (in such cases, it may be easiest to revert to a
previously saved version of the PDF).



Adding New Tag Contents Through Find Element
The Find Element feature provides a means for tagging previously untagged®* contents (i.e., for

adding new tag contents) and is particularly suited for tagging previously untagged links®.

To access this feature, click Find within the Tags pane Options menu (which you can open
either by clicking on the pane’s Options button or by right-click any entry in the Tags pane).

Tags | Options button in Tags pane |Tags X
20O Eﬁso available by right-clicking
. .| a Tags pane ent
Tags pane Options menu HT | v & gsp r{;
—
 Tag...
Delete Tag > J Qel[te Tag
Delete Empty Tags v B Defte Empty Tags
Reading Order () v [ Redding Order ()
>
Find Tag from Selection
) ) >
Find Tag from g#lection Crgate Tag from Selection
Create Tagfirom Selection ’ Eind...
Eind...

84 Adobe Acrobat Pro will sometimes use the term “unmarked” to describe content that is not yet tagged.

85 |.e., links that are clickable for mouse users but are not accessible to assistive technology users.



In the Find Elements panel, you can use the Find drop menu to choose the element type for
which you’ll search. Initiate a search, either on the current page or within the entire document,

by clicking the Find button.

Choose what type of
element to search for

Find El t Find Element . .
ind Elemen -] Find drop menu options
Tl Artifacts v Find: |Artifacts
Search current page or full document | |Unmarked Comments
Unmarked Links
Type: None TYPe: |\nmarked Annotations

(® Search Page

(O Search Document

Unmarked Content

Tag Element Close

Find Close

Tag Element

Initiate search

Once you've found an instance of the type of element you’re searching for, you can begin the
process of tagging it by clicking the Tag Element button. Or, click the Find Next button to search

out the next instance of that type of element.

Once you find an instance of the [ Element
type of element you're searching [————
T Find: ,Unmarked Links i
for, you can initiate the process b
of tagging it \\
\\
TypeNLink \
(@ Seaxy Page (O Search Doc?ﬂent
Or you can skip past it and .
Find (thE) Next instance Find Next Tag Element ] Close
T I
v A
LUCSF Environment Health and Safety JErgonomics & Hum
(Content: UCSF, UCB, & UCD Ergonomics Programs; Images




Creating a <Link — OBJR> Tag Through Find Element

A Link — OBJR tag is a key component of an accessible link in a PDF and can be generated
through Find Element. To do so:

o If you do not already have a <Link> tag to host the Link — OBJR tag, create one by
clicking New Tag in the Tags pane’s Options menu and setting the new tag type to Link

Tags
EI @ New Tag X
Type: |[MQlY v
New Tag... L ‘
Title: |
Cut

1. Open the Tags pane’s Options menu — either by clicking the Options button or by right-
clicking the link tag that will host the Link — OBJR tag — and select Find

Tags
New Tag...
Cut
& él%'[inb,
q <p> New Tag...
Delete Tag
Delete Empty Tags J <Figul Cut
<Figu|
Reading Order (x) a S Delete Tag
& <Fgul Delete Empty Tags
4 <Figu|
Find Tag from Selec J -
{Lgls g om Selection . Readlng Order (1)
Create Tag from Selection .;5 <Figul
Eind... J <Figu Find...




2. Inthe Find Element panel, set the Find type to Unmarked Links, adjust the Search
Page/Search Document setting if necessary and click the Find button

Find Element d
=117 Al Unmarked Links ~
Type: None

(@) Search Page

() Search Document

Find

Tag Element Close

a.

If the specific unmarked link you’re searching for is not immediately found, click

the Find Next button until it is

3. Once the specific unmarked link you're searching for has been found, click the Tag
Element button

Find:

Type:

Find Element

Unmarked Links

o

Click to tag a found
Link unmarked link

@ Search Page O/earch Document
I Find Next I I Tag Element I Close
\
\

Click to continue searching
for a specific unmarked link

a. A Link — OBJR tag will be created, either nested within the tag you had selected
when you initiated the process or at the bottom of the tag order

v ;3 <Link>

Cj Link - OBJR

4. Once the Link — OBJR tag has been created, you'll need to organize it and the other link
components together in a way that allows it to be properly interpreted by assistive
technologies (see: Accessible Links in PDFs)




Create Tag From Selection: Tag, Re-tag or Add to Tag

The Tags pane’s Create Tag from Selection option allows you to tag, re-tag or add to an
existing tag content that you’ve selected®®. To use it:

1. Select content using either the Selection tool or the Reading Order tool’s selection
capability

@ @ 4 /6 k @ @ @ 755% v
|
Selection tool

2. If you want to...
a. Add the selected content to an existing tag, select that tag (container) within the
Tags pane
b. Create a new tag or re-tag content to change its structure type, select the tags
root within the Tags pane

Tags X
E-®
5 Teos = Tags root ~

~ J <Part>
> J <Figure>

3. Open the Tags pane Options menu

Choose Create Tag from Selection

5. If you are creating a new tag or re-tagging content to change its structure/type, you will
need to choose the new structure type and then click OK

»

Change Tag to Artifact (“Artifacting”) Through the Tags Pane
To change a tag to an artifact:

1. Inthe Tags pane, locate the tag and expand it so its contents are visible

N J <Figure>

=) PathPath

86 There are arguably better ways of doing everything Create Tag from Selection does, such as using the
Reading Order tool, but it’s a good tool to keep in mind in case one of those other methods fails (or
refuses) to work properly, which can happen.




2. Right-click the tag contents and select Change Tag to Artifact

VA
> € <P> New Tag...
> q <P Cut

> q <P> Delete Tag

Delete Empty Tags

Reading Order (x)

Find Tag from Selection

>q Create Tag from Selection
> W< Find...
3 \j <Figure>
> § <Figure> Change Tag to Artifact... I
5 9 = opy Contents to Clippoard
3. Inthe Create Artifact panel, set the Artifact Type and click OK P — =
a. Use the Page or Layout type for in-page elements
. . Artifact Type: Attach to Side(s):
b. Use the Pagination type for Header/Footer elements @Pag:p _
c. You can ignore, and leave unselected, the Attach to O Pogiution o
Slide(s) options O Layout CJRight
4. The tag contents will disappear, leaving an empty tag B
container that you should then delete Cancel
& <|-.gu.~,
q <> | NewTag.
q <P> Cut

q <P> Delete Tag

e Turning Content into an Artifact (“Artifacting”) Through the Content Pane

e Tag Content as Artifact Through Reading Order

e Set Alternate Text, Decorative Figure — a method similar to artifacting that should be
used with caution, if at all

See also:

Additional Tags Pane Features That May Help with Remediation

Highlight Content

If the Highlight Content setting is selected, then selecting an entry within the Tags pane will
cause the corresponding content to be highlighted within the PDF.



Find Tag from Selection

The Find Tag from Selection feature can help you locate specific tags within the Tags pane. To
use it:
1. Select/highlight within the PDF the specific bit of content whose tag you want to locate
within the Tags pane

*“The University of California is committed to supporting an information technology (IT)
enviranment that is accessible to all and in particular to individuals with disabilities. To
this end, the University seeks to depioy information technology that has been designed,
developed, or procured to be accessible to people with disabilities, including those who

use assistive technologies.” — UC | ation Tech

2. Open the Tags pane’s Options menu and select Find Tag from Selection

Tags X

BE-®

New Tag...

Reading Order (x)

Find Tag from Selection

Create lag from Selection

The corresponding tag will then be highlighted within the Tags pane.

~ ;I <Link> p

= | UC Information Technology A

“The University of California is committed fo supporting an information technolog)
environment that is accessible to all and in particuiar fo individuals with disabilitie

@ Link - OBJR this end, the University seeks fo deploy information technology that has been desi
developed, or procured to be accessible to people with disabilities, including
= Path use assistive technologies.” — ‘ i




Text That Looks Like and Acts as Headings

The text above is an example of text that looks like a heading: it’s larger than this text, which is
Normal/body text, and a different color; it also has the bold font property.

The aforementioned text above also acts as a heading: it introduces and labels a distinct section
of content.

Text that a) is styled to look like a heading, and b) acts as a heading, should be tagged as a
heading so that assistive technology users can also recognize it as a heading and benefit from
that (see: Structure).

Here are two more examples from other documents of text that looks and acts like headings.

RESOURCES TO HELP YOU DETERMINE YOUR

3 Quick Start GUide RETIREMENT READINESS

UCRP Benefit Estimator uses your personal information such
as service credit and most recent payroll information to
estimate your pension benefit at various ages. Visit UCnet

(ucnet.universityofcalifornia.edu) and sign in to your UC
Retirement At Your Service (UCRAYS) account.

. . at shows you how much
The Quick Start Guide® is a concise, p! Text Segments that |Ook Ilke headlngs’ ck to receive from your

succession management, customized 1gs Program accounts

compenents of the Toolkit. aCt as headlngs and WOUld provide a :'[fﬂg[‘EV1E:’r:’1[r:A""”gg
Based on the Cohort's assessment res benefit to assistive teChnOIOQy Uusers entincome. You'lfind
manager survey and interviews, the (J by being tagged/properly progr‘ammed

practices for effective talent and succ -
as headings

educational settings, including action|

Return to:
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Text Wrapping

Text wrapping is a feature within Microsoft Word that allows you to wrap text around images and
other graphic elements, as seen in the screen shot example below.

Text wrapping around the image With an image selected, click this icon to

- ——gubergren cu mea. §

_ o R access text wrapping/Layout Options
of ——e) :
% y I k a " LAYOUT OPTIONS X 'ec- Mazim

nobis aliquam

reprehendunt]

mandamus Y = ndamus mei no,
X4 In Line with Text X <
mutat appetere ) duo et ei est. Pro iriure
mentitum adoles| A A nec in. Semper
fuisset conset a tamquam,
tamquam imperd With Text Wrapping niam democritum
eam. Quo aliquan =5 ;:: =~- pdefficiendi
philosophia. ) Debet E aht ingulis
consectetuer eum et. At eos reque similique vituperatoribus E—— Nam error

)
:‘t
l

voluptatibus ea. Ad tempor integre interesset usu, mel tale ¢




This feature goes by a few different names in Word. You might see it as Layout Options (as
seen in the screen shot above). If you select an image and open the Picture Tools Format
ribbon, you'll see it as Wrap Text; same for if you right-click on an image.

TIRATAVICE =an pri, zrl oblique mandam
orum scripserit ei est. Pro iriy
Format Q Tell me what you want to (i B Copy racundia nec in. Semper fuiss
— 8 |y Paste Options: i tamquam, tamquam imper(
7 Picture Border ~ g i s
X irei facilisis in, ad sed efficien
-« Picture Effects ~ .
reum et.
* | &2 Picture Layout ~
A ) Line with Text
fa)
~
= I
o 1B
ehind Te
o ~ f
© N
[ e |
5

Return to:
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Text Wrapping and Accessibility

Text Wrapping and Accessibility Within Word

In Line with Text is the only text wrapping setting that allows an image/graphic to be read by
assistive technologies within Word (it is also the default text wrapping setting within Word). If
you give an image/graphic any other text wrapping setting (e.g., Tight, Behind Text, etc.),
assistive technologies won’t be able to recognize or read it within the Word document.

Return to:
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Text Wrapping and Accessibility When Exported to PDF

An image/graphic’s specific text wrapping setting within Word will not affect whether assistive
technologies can read the image/graphic in an exported PDF, nor will it affect the order in which
the image/graphic will be read; regardless of their text wrapping setting in Word, all
image/graphics exported from Word to PDF will be:

Tagged as Figures and recognizable to assistive technologies
Positioned within the reading order/tag order based on their vertical position on the
page relative to that of other elements
o Vertical position is determined by an element’s upper boundary
o E.g., animage would be read: after any paragraph that begins before its upper
boundary; and before any paragraph that begins after its upper boundary

This paragraph’s beginning has a higher vertical position than the

@ VVLTQ image, so by default, this paragraph will be read before the image
;_JJ <HI> Outline Level

D E\ QOutline level is controlled through the Paragraph Settings

7

©

> @ e and affects how text segments are tagged when export
- to PDF
h

Body Text = paragraph tag | - "
> q <P 4 Outingteet 300
5 q <P Level # = Heading # tag: e g\Level 1 = H g 1tag;

Level 2 = Heading 2 tag; etc.

This other paragraph’s beginning has a lower vertical position than
the image, so by default, this paragraph will be read after the image

However, an image/graphic’s text wrapping setting within Word will affect its default position
within the Reflow order. Specifically:

Image/graphics with the In Line with Text setting will be ordered before image/graphics
that have any other text wrapping setting

All image/graphics, regardless of their text wrapping setting within Word, will be ordered
after in-line text (see: Default Reflow Order when Exporting from Word to PDF).

Return to:
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