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Additional Learning Opportunities

Resources are available to learn more about accessible tagged PDFs, PDF forms, and
accessible Word and PowerPoint content.

Fee-based Learning
Styles in Word: A Primer for Accessible Document Design (self-paced online course

includes eBook)'.

Styles in Word: A Primer for Accessible Document Design (eBook only)?.

Accessible PowerPoint: A Primer (self-paced online course includes eBook)3.

A Primer for Accessible PowerPoint (eBook only)*.

Tagged PDF Document (The Basics) (self-paced online course includes eBook)°®.

Accessible Fillable PDF forms (self-paced online course includes eBook)®.

Accessible Fillable PDF Forms (eBook only)’.

Accessible and Usable PDF Documents: Techniques for Document Authors (eBook
only)8. This download includes a copy of Accessible Fillable PDF Forms (eBook only).

1 Styles in Word: A Primer for Accessible Document Design (self-paced online course includes eBook),
Karen McCall Teachable site: https://karen-mccall.teachable.com/p/styles-in-word-a-primer-for-
accessible-document-design

2 Styles in Word: A Primer for Accessible Document Design (eBook only), Karen McCall Teachable site:
https://karen-mccall.teachable.com/p/styles-in-word-a-primer-for-accessible-document-design-book-
only

3 Accessible PowerPoint: A Primer, Karen McCall Teachable site: https://karen-
mccall.teachable.com/p/accessible-powerpoint-a-primer

4 A Primer for Accessible PowerPoint (eBook only), Karen McCall on Teachable: https://karen-
mccall.teachable.com/p/my-downloadable-537069

5 Accessible PDF Documents (the Basics, Karen McCall Teachable site: https://karen-
mccall.teachable.com/p/accessible-PDF-documents )

5 Accessible Fillable PDF Forms (self-paced online course includes book), Karen McCall Teachable site:
https://karen-mccall.teachable.com/p/accessible-fillable-PDF-forms

7 Accessible Fillable PDF Forms (eBook only), Karen McCall Teachable site: https://karen-
mccall.teachable.com/p/accessible-fillable-PDF-forms-book

8 Accessible and Usable PDF Documents: Techniques for Document Authors, Karen McCall Teachable

site: https://karen-mccall.teachable.com/p/accessible-and-usable-PDF-documents
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Free Tutorials and Resources

For older versions of tutorials, resources, and conference presentations, visit the
Karlen Communications® website.

Current tutorial versions are available on the Karen McCall Teachable site™.

Contact Information

Contact Karen McCall: info@karlencommunications.com.

White Space in this Tutorial

I’ve intentionally left white space at the bottom of pages for users to add notes within
the PDF or by printing the book and adding notes.

Irealize, as someone who uses screen magnification for some tasks or who has
learning, cognitive or print disabilities, might find this counter intuitive. However, I've
turned on comments in the PDF because I got requests to be able to annotate
information and write notes.

Along the way I discovered a technique where I can use Text Wrapping and create
both an accessible Word document and an accessible PDF from the Word document.
Of course, I'll write that tutorial once this book is published. <smile>

9 Karlen Communications website: https://www.karlencommunications.com/handouts.html
10 Karen McCall Teachable site: https://karen-mccall.teachable.com/p/microsoft-office-tutorials-and-
resource-documents
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Starting Point for this Tutorial

The ISO standards for PDFs are “technical specifications” and are created for
developers of the PDF Editors/Writers and PDF Readers. They are not created for PDF
remediators. For years, we’ve misunderstood the intent of the standards.

The standards were created for the machines, not for the end-user. Any improvement
to the accessibility of PDFs by those of us with disabilities is somewhat incidental.

Those of us remediating PDFs often come across error messages when using
automated “accessibility checkers” that we can’t fix. For example, a space between a
bullet or number and the associated text in a list item. We come across “character
encoding” errors with no ability to fix them even though we’ve used Unicode fonts in
the source document. We’ve done everything we can in the source document to
ensure that the resulting PDFs are accessible and still get errors that the “machines”
should have dealt with during the conversion process.

To add to our frustration, the latest ISO 32000 — 2:2020 eliminates Tags from
ISO 32000 - 1:2008...while insisting that the Tags haven’t been eliminated.

While the recently published ISO 32005 errata/amendment to ISO 32000 - 2:2020
attempts to “clarify” that the ISO PDF 32000 - 1:2008 Tags have not been eliminated,
there is one critical clause in the amended ISO 32005 standards: “any Tags in a
document that are common to both PDF -1:2008 or PDF 1.7 and ISO 32000 - 2: 2020
automatically make the PDF a PDF - 2:2020 document”.

A further attempt to “clarify” the elimination of the ISO 32000 — 1:2008 Tags is the
addition of an ISO 32000 — 1:2008 and ISO 14289 — 1:2014 “namespace”. The
namespace theoretically provides an identification in the metadata of the PDF
(underlying properties) to conform to the first iteration of the ISO PDF and PDF/UA
standards.

BUT...

ISO 30005, the further attempt to “clarify” that Tags are not eliminated, contains a
critical clause: “when Tags that are common to both ISO 32000 - 1:2008 and

ISO 32000 - 1:2020 are used in a PDF, the PDF is automatically a PDF - 2:2020
conforming PDF.

ISO 32005 does have clauses around this clause that state that you can have an ISO
32000 - 1:2008 conforming PDF that only contains Tags identified in

ISO 32000 - 1:2008; and you can have a 32000 — 2:2020 conforming PDF that contains
only ISO 32000 — 2:2020 Tags.

But...
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There is that clause between these two other “clarifying” clauses that states that the
use of any Tag common to both iterations of the standard, automatically make it an ISO
23000 - 2:2020 conforming PDF.

ISO 32000 - 2:2020 introduces Tags we’ve been asking for such as the <Title> Tag.
Once we use this Tag, we no longer have an ISO 32000 - :1008 PDF. It is automatically
an ISO 32000 - 2:2020 PDF and all the Tags associated with the first iteration of the
standard are nullified.

Additionally, the <Artifact> Tag is introduced and automatically added to the Tags Tree
with no option to identify the PDF as an ISO 32000 - 1:2008 and ISO 14289 - 1:2014.
This means any Tags such as those stated above are nullified.

Confused yet?

This means that all the PDFs we created to be accessible to the initial ISO standards
for PDF are no longer conforming. The Tags are no longer valid for the structure
elements I previously mentioned in this topic.

It is not clear whether automated website scans and accessibility checkers will fail
these PDFs and “strongly suggest” that to conform to the current standard, the PDFs
will need to be retagged and remediated again.

Each time ISO attempts to “clarify” the coexistence of the first PDF standards and the
second PDF standards, the clarification results in a circular argument that “yes, you
can use the old Tags, but if a Tag common to both iterations of the standard is in the
PDF, it is PDF 2, unless you use PDF 2 Tags, in which case it is a PDF 2 conforming
document, unless it only has PDF 1 Tags”.

All this standard jargon is to say that we can no longer use the old Tags once ISO 32000
- 2:2020, ISO 32005, and the upcoming ISO 14289 - 2 are available to developers and
become part of any legislation or alternate standard that includes PDFs. They will have
no meaning in PDFs moving forward. They have not been deprecated; they have been
eliminated. Additionally, we will be confronted with an <Artifact> tag we can’t Artifact
so that adaptive technology ignores “irrelevant” elements that do not support the
understanding of the content.

For these reasons, I started looking for an alternate standard for creating and
remediating PDFs. I hadn’t looked at the PDF Techniques for WCAG 2.x (Web Content
Accessibility Guidelines) for several years. I believed, erroneously, that the ISO
standards would be sufficient. I was wrong.

This tutorial combines some of the principles in the ISO standards, Techniques for
WCAG 2.x and instructions on making PDFs more accessible. I've included references
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to ISO 32000 — 1:2008 and ISO 14289 — 1:204 as a resource. I did not include any
reference to the new ISO 32000 — 2:2020.

The PDF Techniques for WCAG 2.x do not cover all aspects of accessible PDFs and at
times, there is an incomplete picture of what makes an accessible PDF; however, it is
an alternative to using the ISO PDF standards to meet the accessibility needs of those
with disabilities.

Success Criteria and Advisories

The PDF Techniques for WCAG 2.x divide the techniques into “success criteria”,
which will meet the checkpoint and must be adhered to, and advisories, which are
cautions and “nice to have” checkpoints.

Unfortunately, most legislation mandates WCAG 2.x AA conformance and most of the
checkpoints and techniques that would be meaningful in PDFs are at AAA
conformance levels.

It is suggested that when using the PDF Techniques for WCAG2.x, remediators and
content authors keep in mind that documents and PDFs are not HTML-based content
and checkpoints that are “Advisory” should be included in the overall accessibility of
PDF content as “must” be implemented.

Legislation and Standards

In Ontario Canada WCAG 2.0 is the current standard for ICT (Information and
Communication Technology). The version of WCAG may change when the AODA
(Accessibilities for Ontarians with Disabilities Act, 2005 standard for K-12 and post-
secondary education are adopted by the provincial government. The current standard
for ICT in the AODA is the IASR (Integrated Accessibility Standards Regulations'?).

Canada and other countries are adopting the EN 301 549 3.1.2 European standard!? for
ICT. Chapter 9 identifies WCAG success criteria for Web-based content and
applications. Chapter 10 identifies WCAG success criteria for “non-web content” with
additional elements to optimize digital content for accessibility.

1" Accessibility for Ontarians with Disabilities Act; 2005, Ontario Provincial Government:
https://www.ontario.ca/laws/statute/05a11

12 Integrated Accessibility Standards Regulation (Updated 2013 with Open Spaces Standard), Province
of Ontario: https://www.ontario.ca/laws/regulation/110191

13 EN 301 549 3.1.2 European Union, ETSI website:
https://www.bing.com/ck/a?!&&p=cbeb07f966462a2cJmItdHMIMTcwOTc20TYWMCZpZ3VpZDOXxMWM
47iBmZS0yZjUzLTY1NTctMDg5Zi1IMTcxMmVmOTY0OTYmaW5zaWQINTIOMw&ptn=3&ver=2&hsh=3
&fclid=11c8f0fe-2f53-6557-089f-
e1712ef96496&psq=en+301+549&u=alaHROcHM6Ly93d3cuZXRzaS5vemcvZGVsaXZlci9ldHNpX2Vulz
MwMTUwWMF8zMDE10TkvMzAXNTQ5LZAYLJAXLjAyXzZYWL2VuXzMwMTUO0OXYWMjAXxMDJwLnBkZg&nt
b=1
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Canada is one of many countries that will add amendments to the EN 301 549 standard
to reflect Canadian perspectives and needs.

Other provinces in Canada are establishing their own digital accessibility standards.

The Canadian standards are human rights based.

The Government of Canada passed the Accessible Canada Act (S.C. 2019, c. 10*) in

The Canadian government established several technical committees under the
Canadian Accessibility Standards™ to create the standards for areas such as plain
language, travel, open spaces, and Accessible and Equitable Artificial Intelligence
Systems!®” which includes ICT and other types of digital content.

The European Union passed the Directive (EU) 2019/882 of the European Parliament
and of the Council of 17 April 2019 on the accessibility requirements for products and
services! known as the EU Accessibility Actin 2019.

In the United States, the ADA (Americans with Disabilities Act) legislation has lagged
behind digital accessibility legislation. However, with an average of a 20% increase in
digital accessibility lawsuits each year since 2017, the need to address this
shortcoming is hopefully moving forward. UserNet publishes a report on lawsuits
based on the inaccessibility of digital content each year. “Decoding Digital
Accessibility Lawsuits 2023: Key Trends and Insights'®”

The United States also has legislation for federal agencies:

14 Accessible Canada Act (S.C.2019.¢.10), Government of Canada: https://laws-
lois.justice.gc.ca/eng/acts/A-0.6

15 Canadian Accessibility Standards, Government of Canada: https://accessible.canada.ca/creating-
accessibility-standards

16 Accessible Canada Act Standards Development, Accessible and Equitable Artificial Intelligence
Systems, Accessibility Standards Canada: https://accessible.canada.ca/centre-of-
expertise/information-and-communication-technologies#s6.2

17 Directive (EU) 2019/882 of the European Parliament and of the Council of 17 April 2019 on the
accessibility requirements for products and services, European Union Parliament: https://eur-
lex.europa.eu/legal-content/EN/TXT/PDF/?uri=CELEX:320191.0882

18 Decoding Digital Accessibility Lawsuits 2023 — Key Trends and Insights, UserNet:
https://blog.usablenet.com/decoding-digital-accessibility-lawsuits-in-2023-key-trends-strategic-

insights
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“Section 508 requires access to ICT developed, procured, maintained,
or used by federal agencies. Examples include computers,
telecommunications equipment, multifunction office machines such
as copiers that also operate as printers, software, websites,
information kiosks and transaction machines, and electronic
documents. The Section 508 Standards, which are part of the Federal
Acquisition Regulation, ensure access for people with physical,
sensory, or cognitive disabilities.”®

As a global community, we are moving toward a harmonized set of standards for
accessible digital content. The European Union is leading this effort. The European
standard has been adopted by other countries with amendments specific to their
cultures and human rights legislation. It makes sense to have harmonized standards
for digital accessibility because many countries, industries and commercial ventures
are international. It is easier to adhere to a single standard than to try to incorporate
several standards. The framework for EN 301 549 is the UN CRPD (United Nations
Convention on the Rights of Persons with Disabilities??). Canada ratified the CRPD?! in
2010. In 2018 Canada acceded to the Optional Protocol of the CRPD?2,

19 Information and Communication Technology, Revised 508 Standards and 255 Guidelines:
https://www.access-board.gov/ict

20 United Nations Convention on the Rights of Persons with Disabilities, United Nations:
https://www.ohchr.org/en/instruments-mechanisms/instruments/convention-rights-persons-
disabilities

21 Promoting the Rights of Persons with Disabilities, Government of Canada:
https://www.international.gc.ca/world-monde/issues_development-
enjeux_developpement/human_rights-droits_homme/rights_disabilities-
droits_handicapees.aspx?lang=eng

22 Canada accedes to the Optional Protocol of the CRPD, Government of Canada:
https://www.canada.ca/en/employment-social-development/news/2019/01/canadaaccedes-to-the-
optional-protocol-to-the-united-nations-convention-on-the-rights-of-persons-with-
disabilities.html#Quick%20facts
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The Basics

The ISO standards refer to tools such as Adobe Acrobat Pro DC and Foxit PDF Editor
as PDF Editors. I’ve used this language throughout the tutorial to avoid confusion
between any brand name PDF Editors. Adobe Reader is not a PDF Editor since its
purpose is to read not remediate or create PDFs.

At its core, an accessible PDF has three components:

= There are Tags for content that are relevant to the understanding of the subject
matter.

= The Tags are correct for the type of content (Headings, paragraphs, lists, tables,
and graphics).

= This includes adding any form controls to the Tags Tree and nesting them
correctly with the text of the question.

= The Tags are in the logical reading order for the content.

= The order in which the Tags appear in the Tags Tree is not necessarily
the order in which the content appears on a page. For example, in a tri-
fold brochure, the title panel should be at the top of the Tags Tree,
followed by the three panels on the inside and the two back panels.
Grouping Tags should be used to consolidate the contents of each panel
so that they are easier to move around the Tags Tree.

Saying that three things are essential to accessible (and usable) PDFs makes it sound
like this is an “easy” button. This is not true. The ability to start with the three
essential components of an accessible and usable PDF will depend on the quality and
structure of the source content.

Tagging PDFs
This topic looks at the standard tools used to create tagged PDFs. The information is
up to date as of January 2024. Some user interfaces may change.

This tutorial is also focused on Windows applications. As someone who uses a screen
reader and other adaptive technologies, this platform is the most accessible.

I haven’t included information on the Kofax PowerPDF Advanced tools because at the
time of writing this tutorial, it did not create a well-tagged PDF even if you started with
a well-structured accessible Word document. The PowerPDF Advanced tool only
creates <P>, <Figure> and some <Table> Tags. It does not create Headings or lists in a
tagged PDF. This is a regression from when Nuance owned the product prior to 2019.
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Note: You’ll need to check each PDF Editor to see if creating and
sending by e-mail creates an accessible PDF. This topic is not covered
in this tutorial.

Note for Adaptive Technology Users

If you use adaptive technology such as a screen reader or Text-to-Speech tool when
remediating PDFs in a PDF Editor, there is an important thing to remember.

Figure 1 Prepare the Document for Screen Reader dialog (Adobe Acrobat Pro DC).

Prepare document for screen reader d

This document isn't accessible to a screen reader. Acrobat will prepare your
docurnent for reading based on your screen reader settings,

iChange screen reader opticns §

[_ | Do not show me this screen again

Continue Cancel

Do not accept any unique settings for reading PDFs.

For example, in Adobe Acrobat Pro DC, there will be a dialog suggesting accessibility
settings because an adaptive technology has been detected.

In Foxit PDF Editor, there will be a similar dialog asking if you want to infer the reading
order from the untagged document.
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Figure 2 Reading Untagged PDF with Assistive Technology (Foxit PDF Editor).

Reading Untagged Document with Assistive Technology x

An assistive technology such as a screen reader may be running on your rmachine, This
untagged, 1-page document must be prepared for reading with assistive technology.

Reading Order Options

Reading Order: dnfer reading order from document (recommended) P

Reading Mode Options

() Read the currently visible pages only

© Read the entire document

[ Do not show this dialog again. Use the settings from the Preferences - Reading.

Start l Cancel

In both PDF Editor, dismiss this dialog by pressing the Escape key if you are going to be
tagging or remediating the PDF!

I've found that allowing PDF Editors to use “virtual” or pretend Tags often prevents
you from creating and remediating authentic Tags.

Microsoft 365 Save As PDF Options in Word

From any Microsoft 365 desktop application, do not choose Print > Adobe PDF or

Print > Microsoft Print to PDF. The result is an untagged PDF. Since you’ve worked on
your Word document to optimize its accessibility, you don’t want to have to Tag it once
you are in a PDF Editor.

There are two ways to save a Word document as a tagged PDF.

Press Alt + F, A, Y, 3 to change the name of the file. If you want to keep the filename the
same, follow the next step.

If you don’t want to change the name of the PDF, press Alt + F, Y, 4 to move to the File
Type list and choose PDF. If you are converting a Word document to a tagged PDF,
press the Tab to move to More Options to create the Bookmarks.
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If you are creating the PDF from a Word document, press M for More Options without
going to the Filename or File Type. You can fill in the information here, but eventually,

you’ll need to go to More Options to create the Bookmarks for the PDF, so you might as

well go there now.

Figure 3 Save As area in the File menu options in Word.

T gﬁ > Documents > WCAG PDF Book

%smg the WCAG 2StandardsForPDF

mNord Document (*.docx)

m\/ure options...

When you press M for More Options to open the standard Save As dialog, the focus will

be in the filename edit area of the Save As dialog.

Once you have a filename, press Tab to move to the File Type list.

In the File Type list, choose PDF.

Figure 4 Save As dialog showing PDF as the file type and the Options button.

N Save As
I <« Seagate Backup Plus Drive (F) > Documents » WCAG PDF Book ~ e} Search
QOrganize + New folder
> @ Karen - Persor Name Date modified Type Size
Mo items match your search.
M Desktop

L Downloads
= Documents
P4 Pictures

2 Music

i videos

WCAG PDF Book »

- @

File name: | Using the WCAG 2StandardsForPDF.pdf
—

Save astype: PDF (".pdf)

Fas, 1o . e i

Optimize for: @ Standard (publishing
online and printing)

) Minimum size
(publishing enline)

 Hide Folders Tools -

Ll i B L e e Ly L A v

Cancel

Once you choose PDF, the Options button is available.
Press Alt + letter O to open the Options dialog.

Press Alt + C to Create Bookmarks from...
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The choices are Headings or Bookmarks. Since you’ve used Headings in your Word
documents to provide consistent navigational information to those using adaptive
technology, the logical choice is the default: Headings.

Tab to and activate the OK button.

Press Alt + S to save the Word document as a tagged PDF.

Figure 5 Word Options dialog for PDFs showing the Create Bookmarks from Headings setting.

Options ? >

Page range
O an
() current page
Selection

() Page(s) From: |4 To: [q =

4|k

Publish what
ogocument

Document showing markup

Include non-printing information

Egreate bookmarks using:
© Headings
Word bookmarks

Document properties
Document structure tags for accessibility

PDF options
[ PDF/& compliant
[ optimize for image guality |
Bitmap text when fonts may not be embedded
[] Encrypt the document with a password

Note: The second method of saving a Word document as a tagged PDF
depends on whether you have Function keys on your keyboard and
whether they are set to be used as Function keys instead of media or
Email keys. Press F12 to open the Save As dialog. From there, the
instructions are the same.
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Microsoft 365 Save As PDF Options in PowerPoint

There are two ways to save a presentation in PowerPoint. The first saves the
presentation slides, and the second saves the Speaker Notes with the slides. The tools
in Microsoft 365 are the only ones that will save Speakers Notes (including slide
content) as an accessible tagged PDF. Adobe Acrobat, Foxit PDF Editor and PowerPDF
Advanced save the Speaker Notes as inaccessible comments in the resulting PDF file.

The process is the same in PowerPoint as it is in Word and other Microsoft 365
desktop applications.

Press Alt + F, A for File, Save As.
Press Y, 3 to change the name of the file.
Press Y, 4 to change the File Type.

Unless you want to save the Speaker Notes, you don’t need to activate the More Link.

Note: The second method to save a PowerPoint presentation as a
tagged PDF is to press F12 to open the Save As dialog if you have
access to the Functions keys.

Figure 6 File, Save As area in PowerPoint.

Y2

.’]\ &3: > Documents

%'t;"’\le name here ‘
mnweerm Presentation (*.pptx) v‘
mv‘ure options...

Once you have a filename, press Tab to move to the File Type list.
In the File Type list, choose PDF.

Bookmarks will be created automatically IF you’ve used the default Slide Title
placeholders on each slide. The title of the presentation and the Slide Title
placeholders on the Section Header slides are tagged as H1s; the Slide Title
placeholders on all other slides are tagged as H2s.

Move to and activate the Save button.

If you want to save the Speaker Notes as a tagged PDF document, activate the Options
button before saving the PowerPoint presentation.
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Activating the More link takes you to the standard Save As dialog where you can
choose Notes from the Options dialog.

Once you choose PDF, you have access to the Options button.

Press Alt + letter O to open the Options dialog if you want to save the Speaker Notes as
a tagged PDF. By default, the slides will be saved as the tagged PDF.

Figure 7 Microsoft 365 desktop application Save As PDF dialog.

@ Save As X

€ v o > Seagate Backup Plus Drive (F) > Documents > WCAG PDF Book ~ ] Search WCAG PDF Book P

Organize * New folder - o
Maonet Name Date modified Type Size

Pictures Mo items match your search.

WCAG PDF Bor

> [ Home
v == Seagate Backu
> Documents

N360_BACKU

®
File name: iresentationlpdf ~

Save astype: PDF (".pdf) ~

Authors:  Karen McCall Tags: Add atag Title:  Add a title

© Standard (publishing
online and printing)

Options...

(O Minimum size
(publishing online)

~ Hide Folders Tools ~ Save I Cancel

To save the Speaker Notes as a tagged PDF document, press Alt + W for “Publish
what” and choose Notes pages from the dropdown list.

Move to and activate the OK button.
Activate the Save button in the Save As dialog.

As previously stated, the Microsoft Save As PDF tool is the only one that will save
Speaker notes as an accessible PDF.

Adobe Acrobat Pro DC, Foxit PDF Editor, and Kofax PowerPDF Advanced save speaker
notes as comment balloons in the PDF. This makes it difficult to put focus on the
comment balloons. It also means that all the content in a speaker note for a slide are
read as a single block of content and often cannot be navigated character by character,
word by word or paragraph by paragraph. If speaker notes have lists, links, or other
structural elements, these are lost in comment balloons.
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Figure 8 Microsoft 365 PowerPoint desktop Save As PDF Options dialog.

Options ? %
Range
© a1 O current slide Selection

Custom show >

Slide(s) From: |q | To: (4 -

Publish options

Publish what:
Slides Slides per page: |g W El
Slides Order 214
Order Haorizontal
Handouts L=l el
s Vertical
Cutline view

Include ink

Include non-printing information
Document properties
Document structure tags for accessibility
PDF options
[ ] PDF/A compliant
Bitmap text when fonts may not be embedded

OK ] Cancel

Adobe Acrobat Ribbon in Microsoft 365

If you have Adobe Acrobat Pro DC, there will be an Acrobat Ribbon in each of the
Microsoft 365 desktop applications.

The keyboard command may be different on your desktop versions of the Microsoft
365 applications depending on other applications that create Ribbons to their
functionality. For example: Duxbury Braille Translation, Foxit Editor or PowerPDF
Advanced.

On my Microsoft desktop applications, the keyboard command to go to the Acrobat
Ribbon in Word and PowerPoint is Alt +Y, 4.
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Figure 9 Acrobat Ribbon in Microsoft Word 365.

@ Using the WCAG 2StandardsForPDF.docx - Saved to this PC v

File Home Insert Draw Design Layout References Mailings Review View

T« = T T T T TE

Create Preferences Create PDF and  Mail Create PDF Acrobat Create PDF

P Share vﬁuﬂook e and Hewlink Comrggnts ~ and R ction
ate AdolﬁDF C and Share And Com t Create an®®un Action

Figure 10 Acrobat Ribbon in Microsoft PowerPoint 365.

@ Presentation1 - PowerPoint

File Home Insert Draw Design Transitions Animations Slide

s T& o TG T

Create Preferences Create PDF and Create PDF Create PDF
IH Share :ﬁutlook and Sﬁe link and RﬂActiDn
atEAleEDF Creat Share Review 4 omment Create an®®un Action

The keyboard commands for Create PDF and Preference are the same for each Acrobat
Ribbon:

= C(CtoCreate PDF.
= S to open the PDF Preferences dialog.

Save As Adobe PDF

You can use the File menu to save a Microsoft 365 document as a PDF. This will create
a tagged PDF.

Press Alt + F, Y, 3 or whatever the keyboard command is on your File menu. On mine,
Save As Adobe PDFis Alt + F, Y, 3 for File, Save As Adobe PDF

The Save As dialog opens and the File Type is PDF.

Check the Filename and location, then save the document as a tagged PDF.
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Figure 11 Save as Adobe PDF from the Microsoft 365 File menu.

qnfn

BSave

qave As
ESENE as Adobe

PDF

This opens the Save As dialog with PDF already chosen.

There is an Options button in the dialog. You can review the Preferences settings, but
they are typically set to create an accessible PDF.

Figure 12 Save as Adobe PDF dialog.

Il Save Adobe PDF File As X
T™ > Seagate Backup Plus Drive (F) * Documents > WCAG PDF Book ~ C Search WCAG PDF Book L
Organize *  Mew folder =- 0
-
> Documents MName Date modified Type Size
N360_BACKU No items match your search.
v == Seagate Expar
> Audible
> Desktop Tran
> Documents
» Downloads
> iTunes
> Karen Eooks
[N sing the WCAG 25tandardsForP DF.pdf "
Save astype: PDF files (* pdf) ~
18 View Result [ Restrict Editing
~ Hide Folders Options Cancel
e

Press Alt + letter O to open the Options dialog.

Unless you are going to change settings, you can leave the options as they are. By
default, Bookmarks will be created using Headings in Word.

Enable accessibility and reflow with tagged Adobe PDF is checked by default.
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Figure 13 Options dialog for the Save as Adobe PDF from the Word File menu.

TL Acrobat PDFMaker

PDF Options

B Convert document information:
[ Create PDF/A-1a:2005 compliant file
B Enable Accessibiity and Reflow with tagged Adobe POF
B Create Bookmarks
B convert Word Headings to Bookmarks
[ ] Convert Word Styles to Bookmarks
[ ] convert Word Bookmarks
D Convert Comments

Fage range

(o I

() Current page
Selection

() Page(s) 10 - 10

Cancel

X

Save as PDF using the Foxit Ribbon in Microsoft 365

As with Adobe Acrobat Pro DC, there is a Foxit PDF Editor Ribbon placed in the
Windows desktop applications of Microsoft 365 when you install Foxit PDF Editor.

Figure 14 Foxit PDF Editor Ribbons in Word (Left) and PowerPoint (Right)

@  Using the WCAG 2StandardsForPDF.doce - Saved t

File Home Insert Draw Design Layout

(o

o e
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@ Presentation1 - PowerPoint
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The PDF Techniques for WCAG 2.0, 2.1 and 2.2

The PDF Techniques for WCAG 2.x are primarily based on WCAG 2.0. There are a few
additions from WCAG 2.1 and 2.2. These additions are related to PDF form elements
and are added to the appropriate technique.

The W3C (World Wide Web Consortium) WAI (Web Accessibility Initiative) has an
approach to revision that makes it easy to find the new success criteria. They are
added after the previous WCAG success criteria. They are also summarized with the
publication of each iteration of the WCAG.

This tutorial will identify the version of WCAG that a technique applies to.

At the time of writing, Google DOCS was still lacking a number of elements of digital
content that would then convert to a tagged PDF. The suggested process from Google
Support is to download the Google content as a PDF, open it in a PDF Editor and add
the Tags, then perform any remediations. For this reason, Google DOCS is not covered
in this tutorial. Hopefully, there will be more robust support for creating well-
structured content and tagged PDF from Google-based content directly to tagged PDF
in the future.

The PDF Techniques for WCAG versions can be found at the following websites:

= WCAG 2.0: Web Content Accessibility Guidelines (WCAG) 2.0 (w3.org)

= WCAG 2.1: Web Content Accessibility Guidelines (WCAG) 2.1 (w3.org)

= WCAG 2.2: Web Content Accessibility Guidelines (WCAG) 2.2 (w3.org)

Keyboard Support in Adobe Acrobat Pro DC and Foxit
PDF Editor

Before we begin, it is worth noting that the support for keyboard commands in the
Adobe Acrobat Pro user interface has deteriorated since Adobe Acrobat Pro X. This
tutorial does not cover the new user interface that Adobe is rolling out which has even
less keyboard support.

As with Adobe Acrobat Pro DC, keyboard command support is minimal in Foxit PDF
Editor. Someone must be mouse-dependent to fully use the interface, even when
ensuring a PDF is accessible.
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PDF 1: Applying Text Alternatives (Alt Text) to
Images with the Alt Entry in PDF Documents

The use of graphics is more complicated than saying “add Alt Text to graphics”. There
are several types of visual content in digital documents. The role the graphic plays in
the overall understanding of the content (subject matter) will dictate whether a graphic
has Alt Text or is an Artifact (ignored by adaptive technology).

WCAG Success Criteria for PDF 1
PDF1: Applying text alternatives to images with the Alt entry in PDF documents?.

= Sufficient to meet 1.1.1 Non-text Content?* (WCAG 2.0, 2.1 and 2.2 A).

= Understanding 1.1.1%.
ISO 32000 - 1:2008 and ISO 14289 - 1:2014

There is no free version of either first iteration of the ISO PDF standards.
ISO 14289 - 1:2014.

"7.3 addresses content requiring text alternatives.

7.18.1 paragraph 4 addresses control descriptions.

7.1 paragraph 1 addresses decoration.

Additional Resources

ITU.701.11 (09/20) Guidelines on Text Alternatives?®. This is a free version of the ISO
standards: ISO/IEC 20071-11:2019%" (en) Information technology — User interface
component accessibility — Part 11: Guidance on text alternatives for graphics

23 PDF 1 Applying text alternatives to images with the Alt entry in PDF documents, W3C:

https://www.w3.0rg/ WAI/WCAG22/Techniques/pdf/PDF1
24 1.1.1: Non-text Content, WCAG: https://www.w3.org/WAI/WCAG22/Understanding/non-text-content

% Understanding 1.1.1: Non-text Content, WCAG: Understanding Success Criterion 1.1.1: Non-text
Content | WAI | W3C

26 ITU Guidelines on Text Alternatives, ITU/ISO: T.701.11: Guidance on text alternatives for images
(itu.int)

27 ISO/IEC 20071 - 11:2019, ISO: https://www.iso.org/obp/ui/en/#iso:std:iso-iec:20071:-11:ed-1:v1:en
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Graphics and PDFs 101

In PDFs, graphics that are considered as “decorative”, are used for visual fillers or are
designs intended to make the document visually appealing are typically Artifacts or
part of the background. These graphical elements should be Artifacts in the PDF which
means they are ignored by adaptive technology.

Worthy of note is that Page Headers and Footers are also “non-printing” elements and
are, by default, Artifacts. Page numbers are accessible to everyone, including those
using screen readers, by implementing Page Labels in the PDF Editor, not by adding
them to the Tags Tree. Avoid tagging page numbers!

Graphics that support content such as charts, diagrams, formulae or photos of
specific elements of the content (the vice president of a company or the mayor of a
municipality) will have Alt Text.

There is an ongoing controversy and discussion about the number of characters,
syllables, words, sentences, and paragraphs that one can have in an Alt Text attribute.

Remember that the Alt Text attribute, whether in a PDF Editor or Office application, is
created in plain text editors. One cannot add structure other than punctuation, to the
text in an Alt Text field. Alt Text is an attribute on a <Figure> Tag in PDFs and on
graphics in other applications.

As such, Alt Text is not to be used for scanned graphics of documents. Actual Text,
which is also an attribute on a <Figure> Tag, must not be used for scanned graphics of
documents. Using the Actual Text attribute for pages of scanned text in PDFs creates
accessibility barriers and prevents adaptive technology from accessing any structure
in the text (Headings, paragraphs, lists, tables, and Figures).

Punctuation in Alt Text

Alt Text must have punctuation so that the adaptive technology reads it as complete
thoughts or sentences. Imagine reading a page of text in a book that has no
punctuation. How would this affect your ability to understand the content of the page?

Text with no Punctuation
As an exercise to understand the importance of punctuation, read the following text:

video provides a powerful way to help you prove your point when you click
online video you can paste in the embed code for the video you want to add you
can also type a keyword to search online for the video that best fits your
document to make your document look professionally produced, word provides
header footer cover page and text box designs that complement each other tor
example, you can add a matching cover page header and sidebar click insert
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and then choose the elements you want from the different galleries themes and
styles also help keep your document coordinated when you click design and
choose a new theme the pictures charts and smart art graphics change to match
your new theme when you apply styles your Headings change to match the new
theme save time in word with new buttons that show up where you need them

How much of the text did you understand? How soon after starting to read the text did
you stop and move on?

I have no idea where the misconception that there should be no punctuation in Alt
Text came from. If I were cynical, I’d think it came from the same place as the
misconception that those of us using adaptive technology “Tab” through all content.

Think of this. If someone was just using the Tab key to move through content, how
would we know which “Tab” moved us character by character, which “Tab” moves us
word by word, which “Tab” moves us line by line, which “Tab” moves us paragraph by
paragraph, which “Tab” moves us page by page, which “Tab” lets us navigate by
Heading, table, list, or graphic? If we stop to think of the implications of using a single
key to navigate every element, we see the fallacy in this type of thinking. It is the same
when we think of text with no punctuation.

Mathematical and Scientific Notation

There is currently no support for MathML in PDFs. Access to formulae depends on
adding Alt Text to the <Formula> Tag.

Alt Text for formulae must be written in longhand, and if there is a complex formula,
there should be a way to break it down, including instructions in the text content of the
document.

For example: “1 plus 1 equal “. There should be no abbreviations in the Alt Text for a
formula. Alt Text is read all or nothing so someone listening to a formula must be able
to hear the full language of the formula. If symbols are used, someone using a screen
reader would hear: “4 star 4”. If the person is using a Text-to-Speech tool with a
natural phoneme (natural sounding) voice, many symbols such as * may not be in the
pronunciation dictionary. This would sound like “4 4”.

Even functions like sine and cosine must be written out in longhand. Terms such as
square root of, divided by, multiplied by, subtracted from and 1 over 4 must be written
in longhand to provide accurate information about a formula.
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Research into the Effectiveness of Alt Text

For the past couple of years, I’ve been researching the usefulness of the Alt Text
attribute for complex graphics.

When we started using web pages with graphics in WCAG 1.0, we didn’t fully
understand the limitations of the Alt Text attribute when complex graphics were
added to digital content. Web-based digital content was “simpler” then.

The research has been presented at the 2022 University of Guelph Accessibility
Conference, and the 2023 Accessing Higher Ground Conference, and is the foundation
for a journal article in the Springer Lecture Series Rethinking Alt Text to Improve its
Effectiveness, Journal of Computers Helping People with Special Needs 20222 and
presented at the ICCHP conference (International Conference of Computers Helping
People with Disabilities).

The data from the research is available on the Karlen Communications website?® with
other research projects. The research is funded entirely by Karen McCall, M.Ed.

On the survey webpage, there is a related survey about people describing themselves
during meetings or video conferencing. This is a related topic because the results
show that we have difficulty describing ourselves when we “know” ourselves. If we
can’t find a way to describe ourselves, we can understand the difficulty in describing
graphics. <smile>

Using the Artifact, Alt Text and Actual Text Attributes
and the <Caption> Tag

There are four techniques that can be used when considering graphics in PDFs. The
first is Artifacts. Artifacts are marked areas of pages that “hide” decorative or repeated
elements from adaptive technology. The attributes (Alt Text, and Actual Text) are not to
be used in combination with each other. The <Caption> Tag can be used with graphics
that have the Alt Text attribute. An attribute is added to a <Figure> or <Formula> Tag to
provide meaningful information about the graphic. Captions are also used for tables. It
is suggested that captions appear just before someone comes across the graphic or
table. This lets someone know that the next thing they will encounter is a graphic or
table.

Avoid using Alt Text and Actual Text in a PDF together. This is extra work that is not
needed. The adaptive technology looks for Alt Text. If there is no Alt Text, it then looks

28 Rethinking Alt Text to Improve its Effectiveness, McCall, Chagnon, 2022, Journal of Computers
Helping People with Special Needs (ICCHP): https://link.springer.com/chapter/10.1007/978-3-031-
08645-8_4

29 Alt Text Surveys, Karlen Communications: https://www.karlencommunications.com/PDFsurvey.html
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for Actual Text. If the adaptive technology finds Alt Text, it does not look further. If
there is no Alt Text or Actual Text, we simply hear “unlabelled graphic” (not helpful),
so be sure to include one or the other.

Artifacts

After reading ISO 32000 - 1:2008 and ISO 14289 — 1:2014, it is not clear what an
Artifact is classified as. Although 320005 - 1:2008 refers to a “Tag” when discussing
Artifacts, there was no Artifact Tag in the first iteration of the ISO standards. However,
we do see the implementation of an <Artifact>. Tag in ISO 32000 - 2:2020 and

ISO 14289 — 2:2023. There is no mechanism for making an <Artifact> Tag an Artifact so
itisignored by adaptive technology. There is no mechanism for adaptive technology
today to “ignore any <Artifact> Tags. There is no mechanism to distinguish between
“types” of <Artifact> Tags by adaptive technology. One theory is that Al will be able to
do this. Good luck!

Even the PDF Association and ISO (International Standards Organization) who create
and publish the PDF standards respectively, describe content on a page in different
terms. It varies from “real” content without an alternative such as “fake” content; Live
content without an alternative such as dead content; and more recently the PDF
Association is using the terms “relevant” content with a counterpart of “irrelevant
content.” If the folks creating the standard cannot figure out how to identify elements
of the page that should be ignored by adaptive technology, we quickly see how difficult
it is for PDF remediators and content authors.

The issue of Artifacts has been further muddied by terms used in tutorials and
information sheets on Artifacts stating that they are Tags (which was not true until the
publication of ISO 32000 - 2:2020). The updated PDF standard introduced the
<Artifact> Tag without considering the implications for those of us using adaptive
technology.

Consider that the <Artifact> Tag will be used for table gridlines. This means those of us
using adaptive technology will hear “Table with 3 columns and 4 rows, Salesperson,
pathpathpathpathpath” where the “path” references are the gridlines around each
cell. There will be no mechanism to “Artifact” the <Artifact> Tag so that we do not hear
each underline, gridline, decorative element, page header and footer or piece of the
background. It is not clear how this will “improve” the accessibility of PDFs.

Until the new PDF standards were released, Artifacts did not appear in the Tags Tree.
They were identified in the Content Panel as a Container description and did not
appear anywhere else in the PDF remediation tools.
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Note: One of the proposed uses for the <Artifact> Tag is for page
numbers. This makes no sense because we already have an accessible
way to identify the page number we are on. It is a technique that works
for everyone, not just those using adaptive technology. We use Page
Labels, which are part of the first iteration of the PDF standards. This
lets us go to a specific page and, when reading, ask our adaptive
technology what page we are on. By forcing page numbers to be in
<Artifact> Tags, the reading of paragraphs, lists, or tables that span
multiple pages is interrupted by the <Artifact> page number being
read. This is not only a barrier to accessibility but one for the
readability and usability of PDFs. It is unclear whether using Page
Labels, which again works for everyone, will fail previously
conforming PDFs.

The ISO standards for PDFs have not been well thought out, and the impact on those
using adaptive technology seems to have been ignored...like Artifacts.

Note: With the publishing of PDF - 2:2020 and ISO 14289 - 2:2023, we
will see <Artifact> Tags in PDFs. In the past few years, when the
<Artifact> Tag has been added to the Tags tree, it has not been
possible to hide Artifacts. This makes it impossible to have PDF/UA -
1:2014 conforming PDFs. ISO 32005 clearly states that as soon as a
PDF- 2 Tag is used, the PDF is considered a PDF- 2 document
regardless of the intent of the remediator/content author. With no
means of saying “I want a PDF — 1:2014 document before conversion
and no means of making the <Artifact> Tag a true Artifact as we know
them, we will not be able to create a PDF that conforms to ISO 14289 —
1:2014.

Alt Text (Attribute)

Alt Text or Alternative Text is used when a graphic is relevant to surrounding content.
Examples include instructions showing a dialog or a chart or diagram that illustrates
data in the surrounding text.

It is essential to include punctuation in Alt Text. Without punctuation, text dribbles on
with no pauses and no ability to understand the structure of the Alt Text.

Alt Text should be concise and describe the graphic in the document instead of clouds,
landscapes, and costumes unless those elements are directly related to the
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surrounding content. There is no “standard” for the number of characters or words.
However, the goal is to concisely describe the purpose of the graphic in the content.

For organizational logos, Alt Text can be the “Karlen Communications logo,” for
example. The important thing about the logo is that it is a logo or brandmark that
verifies that the PDF is published by an organization.

In this tutorial I have used Alt Text to illustrate the content layout. However, the layout
is described in the surrounding text. The Actual Text attribute is not valid in these
cases because the graphic is not “relevant” content” in the PDF. It is part of a graphic
that illustrates a technique, specific layout, or context for illustrating a dialog. The
correct attribute for these graphics is Alt Text.

For formulae, write out the formula in longhand. This means typing one plus two
equals, six times four equals and so forth. Adaptive technology will read symbols as
“star” for an *, slash for a “/} and dash for a -. This is true for complex equations
containing fractions, sine, cosine, and square roots. Whether symbols are read or not
also depends on the natural phoneme synthesized voice used by the end-user. A good
example of things that might be missing in the natural phoneme voices such as
Heather and Daniel. An example is the word “wasted” which the Daniel synthesized
voice reads as “was ted.”

Avoid using abbreviations when providing Alt Text for formulae.

Note: Alt Text (and Actual Text) is available to those using adaptive
technology such as screen readers or Text-to-Speech tools. Many
people with disabilities who do not use these types of adaptive
technology could benefit from having information about the graphic
available in surrounding content or by using a caption for the graphic.

Actual Text (Attribute)

The use of the Actual Text attribute is a bit trickier to determine. Keeping in mind that
Actual Text is an attribute on types of content that must be “relevant” content in the
PDF. This means that scanned graphics of text must have OCR (Optical Character
Recognition or text recognition performed). It means that if an application like
Photoshop or Illustrator was used to create text that is “relevant” to the understanding
of the content, the Actual Text attribute must be used.

The theory is that when Actual Text is used, the adaptive technology treats is
differently from Alt Text. If someone using a screen reader comes across Alt Text, we
hear “graphic followed by the Alt Text.” When the Actual Text attribute is used, we
hear “graphic followed by the Actual text” There is no seamless integration into the
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content as part of the overall text. This is why OCR (Optical Character Recognition) is
essential for scanned documents. It is also why using pictures of text for pieces of
content in PDFs must be avoided. As stated later in this topic, there is a difference
between using pictures of text that should be readable content; and pictures of a
process containing text.

The Actual Text edit area in the Object Properties dialog is a plain text editor just like
the Alt Text area. Punctuation is essential when adding Actual Text.

Figure 15 Object Properties dialog showing the Actual Text edit area.

Object Properties nl
Content  Tag Color

Type: | Figure ~

Title: |

Actual Text: l "

T+

Alternate Text for Images:

1D:

Language: w

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

Close

When a PDF is a scanned graphic of a page or pages, using Actual Text creates
accessibility barriers for those who use adaptive technology. As an attribute, if there
are Headings, lists, graphics, or tables, these cannot be represented in an attribute
such as Actual Text (or Alt Text). Punctuation is essential in either the Actual Text or
Alt Text attribute.

For scanned PDFs, performing OCR (Optical Character Recognition) or text recognition
is the only means of ensuring that structural Tags are available.

Actual Text can be used for small pieces of text, such as a paragraph, where the text
has been created in something like Adobe Illustrator or Adobe Photoshop because the
font does not have a complete character set.

BUT...
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This tutorial has a few examples of text in a PDF where the objective of the graphic is
not to reveal the text in the PDF but to demonstrate a technique. The “document” or
“text” is used to illustrate a type of document such as a multilingual document, tri-fold
brochure or use of the <Span> tag. The “relevance” of the document is present as part
of a graphic to demonstrate the correlation between the Tag and what is on a page.
Actual Text is not appropriate in these cases; Alt Text describing the relationship
between a Tag and content is. In the case of illustrating the use of the <Span> Tag for a
language change, the text that appears in the demonstration graphic is also in the body
text of this tutorial.

An example of a graphic of content used to illustrate a process is a multilingual
document with one language on the right and another on the left of the page. The
content on the page is not part of the “relevant” content but is part of demonstrating
the tagging of a PDF.

Figure 16 Sample multilingual PDF showing the content and Tags Tree

Accessibility tags X
B ©®
B Tegs

~ @ <Document>

Multilingual Document Sample

> O <H1> N N - - -
‘What is the logical reading order?
> q <P
> @ <Pt English Text Francais Texte]|
Pty Video provides a powerful way to help A VI£0 TOUrnIt UN MOyen puissant pour
> @ T you prove your point. When you click rous aider a prouver vetre point. Lorsque
Online Video, you can paste in the embed rous cliquez sur vidéo en ligne, vous
> 9= code for the video you want to add. You pouvez coller dans le code embed pour la
> q <P can also type a keyword to search online ridéo que vous souhaitez ajouter. Vous
> q <P for the video that best fits your document. pouvez également taper un mot-clé pour
> o <P To make your decument look rechercher en ligne la vidéo qui
5 O d professionally produced, Word provides rorrespond le mieux & votre document.
header, footer, cover page, and text box Pour rendre votre document look
designs that complement each other. For professionnellement produit, Word
example, you can add a matching cover ournit en-téte, pied de page, couverture,
page, header, and sidebar. pt des conceptions de zone de texte qui se

graphic.

Note: Actual Text (and Alt Text) are available to adaptive technology
users. There are people with disabilities who do not use adaptive
technology but who could benefit from having information about the
graphic available in surrounding content or by using a caption for the

<Caption> Tag

The <Caption> Tag is used when a caption is associated with the graphic. Captions are
not attributes on a Tag; they are Tags in the Tags Tree. A caption provides the content
author with a technique to add additional content that might not be in Alt Text.

Sometimes captions are prefaced by “Figure x.”
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It is suggested that captions appear before graphics and tables to let someone know
that the next item that they will come across is a graphic or a table.

Captions are important (when they can be used) to support accessibility. There are
two reasons for this:

1. If the document is going to be embossed in Braille (whether it is a PDF or not),
graphics are not embossed in the Braille document. They must be created using
a separate embosser and software, which physically separates them from the
document. Using a caption provides information that a graphic is present and,
in terms of matching tactile graphics, allows the end-user to associate the
tactile graphic with its place in the content.

2. For those who cannot visually decode a graphic, providing additional
information using a caption gives more context and it is available to everyone. If
the document is printed, Alt Text is not available to anyone. A caption provides
the context of the graphic to the surrounding content.

Figure 17 The <Caption> Tag in a PDF from Word when the Caption tool is used (Microsoft 365).

" E Tags

W <j‘ <Document=

b O <H1=
b 1‘| <P
b <j <Figure>

Microsoft Word 365 converts the Caption style to a <Caption> Tag in the Tags Tree as
of January 2024. Microsoft 365 is the subscription suite, not the stand-alone version.

Adobe Acrobat Pro DC

Set Alternative Text Dialog

Adobe Acrobat Pro DC has a tool in the Accessibility tools in the Tools Task Pane to
“Set Alternative Text”. This is a dialog that contains, from top to bottom: an arrow to go
to the previous graphic, the current graphic and the total number of graphics in the
document, an arrow to move to the next graphic, a checkbox to indicate that the
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graphic is decorative, the text edit area where you can add or check the Alt Text, a
Save and Close button and a Cancel button.

Figure 18 First step in the Set Alternative Text process in Adobe Acrobat Pro DC, the notification dialog.

Adobe Acrobat X

"6" Acrobat will detect all figures in this decurnent and display associated alternate text.

[ Do not show this message again;

ok )

When you go to the Set Alternative Text option, Acrobat notifies you that it will go
through the document and identify all graphics. There is a check box in this dialog to
not be advised of this in the future.

Figure 19 Adobe Acrobat Pro DC, Accessibility tools, Set Alternative Text dialog.

Set Alternate Text X

Image 1 of 14 P

Alternate text: [ Decorative figure

Save & Close l Cancel

Once you activate the OK button, the Set Alternative Text dialog opens, and you can go
through all the graphics in the PDF.

It takes a while to get used to not activating the Save and Close button thinking itis a
Next button, which is the intuitive way we go through similar dialogs.

Adding Alt Text in the Object Properties Dialog for a Tag

As you go down the Tags Tree in the Navigation Panel to perform the quality assurance
process in a PDF, you can add Alt Text to graphics using the Properties dialog.

Right-click on a <Figure> or <Formula> Tag.
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Choose Properties which is the last item in the context menu.

Figure 20 Context menu for a Tag in the Tags Tree (Adobe Acrobat Pro DC).

Mew Tag...

Autotag document

Cut
Delete Tag
Delete Empty Tags

Reading Order (x)

Find Tag from Selection
Create Tag from Selection

Eind...
Copy Contents to Clipboard

Edit Class Map...
Edit Role Map...

Tag Annotations
+ Document is Tagged PDF

v Apply Role Mapping to Tags
+ Highlight Content

The Properties dialog opens, and you can add the Alt Text.

Activate the Close button to close the Properties dialog.
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Figure 21 The Object Properties dialog for a Tag in Adobe Acrobat Pro DC.

Object Properties
Content  Tag Color
Tpe
Title:
Actual Text:

Alternate Text for Images:

Edit Tag...

Foxit PDF Editor
Set Alternative Text Dialo

10:

Language:

Edit Attribute Objects...

8

Edit Attribute Classes...

Close

Foxit PDF Editor has an Accessibility Ribbon that contains the Set Alternative Text

option.

annoying.

Note: Unlike Adobe Acrobat Pro DC, you will need to repeatedly add
the Tags, Content, and Order Panels to the Navigation Pane. This is

Figure 22 The Foxit PDF Editor Accessibility Ribbon, Set Alternative Text option.

File Home Convert Edit Organize Comment View Form Protect Foxit eSign Share Accessibility
‘ = N G =
8 B B @ @ B| % &
Autotag Full  Accessibility Setup Reading Reading] Set Alternate Set Area
Document Check  Report Assistant Option  Order Text Rpading Order

Start ICCHP_CALL _2024.pdf

Once the Set Alternative Text option is chosen, the notification appears letting you
know that Foxit is going to go through the document graphic by graphic.
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Figure 23 First step in the Set Alternative Text process in Foxit PDF Editor, notification dialog.

Foxit PDF Editor x

o Foxit PDF Editor will detect all figures in this document and display associated alternate
text.

Do not show this message again

When the Set Alternative Text dialog opens, the information is arranged, from top to
bottom: An arrow to move to the previous graphic, the current graphic and total
number of graphics, an arrow to move to the next graphic, a check box to mark the
graphic as an Artifact/decorative figure, the plain text editor to add Alt Text, the Save
and Close button and the Cancel button.

Figure 24 Foxit PDF Editor Set Alternative Text dialog.

Set Alternate Text >
Image 1 of 14 >
- . 1
Alternate text: |_ | Decorative figure
-
-
Save & Close Cancel

It takes a while to get used to not activating the Save and Close button thinking itis a
Next button, which is the intuitive way we go through similar dialogs.
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Adding Alt Text in the Object Properties Dialog for a Tag

As you go down the Tags Tree to perform the quality assurance process in a PDF, you
can add Alt Text to graphics using the Object Properties dialog.

Figure 25 Context menu for a Tag in Foxit PDF Editor showing the Properties option.

Mew Tag...

Cut
Delete Tag
Delete Empty Tags

Reading Order(x)

Find Tag from Selection
Create Tag from Selection
Eind...

Copy Contents to Clipboard

Edit Class Map...
Edit Rale Map...

Tag Annotations
~ Document is Tagged PDF
~  Apply Role Mapping to Tags
~ Highlight Content

Right-click on a <Figure> or <Formula> Tag.
Choose Properties which is the last item in the context menu.

The Properties dialog opens, and you can add the Alt Text.
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Activate the Close button to exit the Object Properties dialog...Alt + C doesn’t work in
Foxit.

Figure 26 The Object Properties dialog on a Tag in the Tags Tree (Foxit PDF Editor).

Object Properties nl

Content Tag Color

Type: | Figure W
Title:
Actual Text:
-
Alternate Text:
-
10:
Language: v
Edit Tag... Edit Attribute Objects... Edit Attribute Classes...

e

Word (Microsoft 365 Desktop)

Adding Alt Text to Graphics
In the Microsoft Word application, it is easy to add Alt Text to graphics.

Select the graphic.
Press the AppKey (right-click equivalent) to open the context menu.

Press A for View Alt Text.
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Figure 27 Context menu showing View Alt Text option in Microsoft Word (Microsoft 365).

Search the menus

& Cut

[@ copy

O Paste Options:

A

©4é Change Picture >

%2 Link >
Save as Picture...

Insert Caption...

3 B

Wrap Text >

View Alt Text...

IEH | 621

Size and Position...

@V Format Picture...

The Alt Text Pane opens to the right of the document.
The focus is in the edit area.

You will see a sample of Alt Text if you have “Automatically Generate Alt Text” turned
on.

Make sure you read and edit the Alt Text, so it accurately reflects why the graphic is in
the document and remove the disclaimer.

If you want to create the Alt Text from scratch, press Ctrl + A to Select All content in
the Alt Text editor and press Delete.

You can then type original Alt Text for the graphic.
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Figure 28 Alt Text Pane in Word (Microsoft 365).

Alt Text v X

How would you describe this object
and its context to someone who is
blind or low vision?

- The subject(s) in detail

- The setting

- The actions or interactions

- Other relevant information

(1-2 detailed sentences
recommended)

Generate alt text for me

|| Mark as decorative i

Close the Alt Text Pane by pressing Ctrl + Spacebar, C for Close.

When a graphic is inserted into a Word document, there are two buttons along the
bottom of the graphic: Approve and Edit. The Alt Text for the graphic is shown to the
left of the two buttons. Not all of it is visible. It is recommended that the Edit option is
chosen to review all the Alt Text for the graphic if you are mouse-dependent.

If you use the keyboard, use the AppKey and choose View Alt Text.
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Figure 29 Add Alt Text or Approve Generated Alt Text from the inserted graphic (Microsoft Word 365).

0_6_0

Foxit PDF  Picture Format ‘

Lol

Al Position Wrap

M-

Note: If it is possible, add a Caption to the graphic. If someone needs a
Braille copy of the document, they will not know that there is a graphic
unless there is a caption for it. Braille translation software does not
include the embossing of graphics. One needs separate tools and
software to do that. Additionally, this means that the graphic is
physically separated from the text. Not all documents can facilitate
Captions, however, consider using them when it is possible.

In the Alt Text Pane, a graphic can also be marked as a decorative graphic. This is a
check box. To get to it once the focus is in the edit area for the Alt Text, press Tab to
land on the Generate Alt Text button (it is turned on) and Tab again to land on the
check box to mark the graphic as decorative. Press the Spacebar to check the check
box,

Adding Alt Text using the Picture Format Ribbon

There is another way in Word to open the Alt Text Pane.
Select a graphic.

Press Alt + J, P, A, T for the Picture Format Ribbon, Alt Text button in the Accessibility
Group. The Alt Text Pane opens to the right of the document.
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Figure 30 Alt Text button in the Accessibility group in the Picture Format Ribbon (Word 365).

| g

Kofax PDF Acrobat Picture Format

L& Picture Border ¥ W

& Picture Effects v =
Alt Position Wrap
v. rl'}% Picture Layout ¥ Text v Text ~

|1
'\
|

| Accessibil...

The focus is in the Alt Text Editor.
If you use “Generate Alt Text” turned on, you need to approve or edit the Alt Text.

If you want to create the Alt Text from scratch, press Ctrl + A to Select All content in
the Alt Text editor and press Delete.

You can then type the original Alt Text for the graphic.

When you’ve added the Alt Text, press Ctrl + Spacebar, C to Close the Alt Text Pane.

Adding Alt Text using the Accessibility Assistant
The Accessibility Check is now the Accessibility Assistant.

When an Accessibility Check is performed, there is an opportunity to add Alt Text to
graphics that might have been missed.

If you are using the keyboard, pressing F6 moves you forward through the Word user
interface, and Shift + F6 moves you backward through the user interface.

There are three ways to access the Accessibility Checker in Word:

= Press AltF, letter I, letter I, for the File menu, Info tab, Inspect Document, then
Down Arrow to Check Accessibility.

= Press Alt + R, A, number 1, A for Review Ribbon, Check Accessibility, Check
Accessibility.

= Ifthe Accessibility Checker is running in the Status Bar, press F6 to get to the
Status Bar, then press the Right and Left Arrows until you are on the
Accessibility Checker, then press the Spacebar to open the Accessibility Pane.

When you ask for an accessibility check, the Accessibility Assistant Pane opens to the
right of the document.
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Figure 31 The Accessibility Assistant Pane in Word showing 2 graphics with no Alt Text.

Accessibility Assistant v

Almost there!

The most common issues are fixed,
making your document accessible for
most. Fix remaining issues below so
everyone can read the document.

Color and Contrast

Media and lllustrations

Review Description (alt-text) 1

With the focus on the Media and Illustrations issues, press the Spacebar to open an Alt
Text editor for the first graphic without Alt Text.

Add the Alt Text and press Tab to move to the Approve button, then press the
Spacebar to activate it.
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Figure 32 Review Description (Alt Text) in the Accessibility Assistant (Word 365 desktop).

Accessibility Assistant v X
£ 1 of 1 - Media and lllustrations

Review Description (alt-text)

How would you describe this object and
its context to someone who is blind or
low vision?

(1-2 detailed sentences recommended)

Bouquet of spring flowers

& Mark as decorative

Learning tip

The Alt Text editor opens for the next graphic without Alt Text (if there is one).

Add the Alt Text for that graphic, press Tab to the Approve button, then press the
Spacebar to activate it.

You can generate Alt Text or make a graphic decorative once you press the Spacebar
to move to the Alt Text editor.

Adding a Caption to a Graphic

With the graphic selected in Word (desktop), press the AppKey or right-click and
choose Insert Caption or press N. The complete keyboard command is AppKey
followed by N.

The References Ribbon can also be used to access the Insert Caption tool.

The keyboard command is Alt +S, P.
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Figure 33 Insert Caption on the References Ribbon (Microsoft Word 365).

dnote ){l_; @ E_% & lilanage Sources
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otes Citation ~ L Bibliography ~
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The Caption dialog opens. In the following graphic, I've modified my Caption style to
be centered. When creating my tutorials and books, graphics are centred. Adding this
to the Caption style avoids direct formatting.

Figure 34 Caption dialog (Microsoft Word 365).

Caption 7 X
Caption:
Figure 32
Options
Label: Figure e
Position: |Below selected item w
[ ] Extlude label from caption I
Hew Label... Delete Label Mumbering...
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In the Caption dialog, the first edit area is to type or copy and paste the caption's text.

The text will be prefaced with “Figure x” with x representing the sequential number
for the graphic/caption.

The next area of the dialog has the Label (Alt + L) list. The possibilities are Figure,
Table, and Formula. Make sure you have the right one for the type of content you are
providing a caption for.

The next area determines whether the caption goes above or below the graphic. Just
as with tables, place the caption before the graphic so that someone using adaptive
technology knows that the next thing, they will come across is a graphic.

Other options in the Caption dialog are to exclude numbers, change the numbering,
create a new label, AutoCaption, OK and Cancel.
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Note: If you use captions on graphics, you can create a Table of
Figures for documents. This is a handy tool for reports, planning
documents and other types of content. It makes finding maps,
diagrams, and graphics easy. This is the same for tables; when
captions are used for tables, you can create a Table of Tables so that
the data is easier to find. Go to the References Ribbon, Table of Figures
and choose which one to crate. Leave the defaults as you would in a
Table of Contents. Press Alt + S, G to open the Table of Figures dialog.

PowerPoint (Microsoft 365 Desktop)

Adding Alt Text to Graphics

Alt Text can be added to graphics as you add the graphic to a slide canvas or Slide
Master.

Figure 35 Graphic context menu showing View Alt Text (PowerPoint 365).
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Select a graphic.

Press the AppKey (right-click) and choose View Alt Text from the context menu.
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The Alt Text Pane opens to the right of the slide canvas or Slide Master canvas.

The focus is in the edit area where you can add the Alt Text. If “Automatically generate
Alt Text” is turned on, you must review the Alt Text and approve it.

If you want to create the Alt Text from scratch, press Ctrl + A to Select All content in
the Alt Text editor and press Delete.

You can then type original Alt Text for the graphic.

Figure 36 The Alt Text Pane in PowerPoint 365.
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There are other tools in the Alt Text Pane to “Generate Alt Text for me” if you don’t like
the existing Alt Text (if you have this option turned on) or to mark the graphic as
decorative.

When the Alt Text Pane is launched, the Accessibility Ribbon appears just after the
Picture Format Ribbon.
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Figure 37 Accessibility Ribbon in PowerPoint 365.
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The tools on the Accessibility Ribbon in PowerPoint include the ability to add an
accessible Slide title placeholder for slides that don’t have a Slide title. These are
slides that have text boxes or shapes that replace an accessible default Slide Title
placeholder. The Slide title placeholder is essential to providing the structure of a
PowerPoint presentation and in exporting the presentation to tagged PDF.

When the Alt Text Pane is launched, the focus should be in the edit area where you
can review the Alt Text (if you can generate Alt Text turned on).

If you want to create the Alt Text from scratch, press Ctrl + A to Select All content in
the Alt Text editor and press Delete.

You can then type original Alt Text for the graphic.

In the Alt Text Pane, you can also mark the graphic as decorative or generate Alt Text
is that option is turned on.

When the Alt Text is added, press Ctrl + Spacebar, C to Close the Alt Text Pane.

Using the Picture Format Ribbon
Alt Text can be added using the Picture Format Ribbon.

Select the graphic on a slide canvas or Slide Master.

Press Alt + J, P, A, T for the Picture Format Ribbon, Alt Text button in the Accessibility
group.

Figure 38 The Alt Text button on the Picture Format Ribbon in PowerPoint 365.
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When the Alt Text Pane is launched, the focus should be in the edit area where you
can review the Alt Text (if you have the ability to generate Alt Text turned on).
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If you want to create the Alt Text from scratch, press Ctrl + A to Select All content in
the Alt Text editor and press Delete to remove existing Alt text.

You can then type original Alt Text for the graphic.

In the Alt Text Pane, you can also mark the graphic as decorative or generate Alt Text
is that option is turned on.

When the Alt Text is added, press Ctrl + Spacebar, C to Close the Alt Text Pane.

Add Alt Text to Graphics Using the Accessibility Checker

In PowerPoint for Microsoft 365 subscription, the Accessibility Checker has not yet
been revised to be the Accessibility Assistant (as of January 2024).

If you are using the keyboard, pressing F6 moves you forward through the PowerPoint
user interface, and Shift + F6 moves you backward through the user interface.

There are three ways to access the Accessibility Checker in PowerPoint:

= Press AltF, letter I, letter I, for the File menu, Info tab, Inspect Document, then
Down Arrow to Check Accessibility.

= Press Alt + R, A, number 1, A for Review Ribbon, Check Accessibility, Check
Accessibility.

= Ifthe Accessibility Checker is running in the Status Bar, press F6 to get to the
Status Bar, then press the Right and Left Arrows until you are on the
Accessibility Checker, then press the Spacebar to open the Accessibility Pane.

When you ask for an accessibility check, the Accessibility Pane opens to the right of
the document.

Figure 39 Accessibility Pane in PowerPoint 365 showing Missing Object Description list.
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If the focus is not in the list of checkpoints, press Tab to move into the list.
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Then, locate the desired element using the Up, Down, Left and Right Arrows.
Press the Spacebar to open the context menu for the element.
Choose to add a description of the first item.

Figure 40 The Accessibility Checker in PowerPoint 365 allows adding Alt Text.
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The other options in the context menu are:
= Add a description (D).
= Mark as Decorative (V).
= Suggest a Description for me (G)
= Learn More (M)

Once Alt Text is provided, press Ctrl + Spacebar followed by C for Close, to return to
the Accessibility Checker. The graphic in the list will disappear.

If the Accessibility Pane or the Alt Text Pane are open, there is access to the
Accessibility Ribbon.
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PDF 2: Creating Bookmarks in PDF Documents

Bookmarks in PDFs are an optional element according to the ISO 32000 — 1:2008 and
ISO 14289 - 1:2014 standards.

For conformance to WCAG versions, Bookmarks are an “advisory” element.
WCAG Success Criteria
PDF2: Creating bookmarks in PDF documents®.
= Advisory for 2.4.5: Multiple Ways® (WCAG 2.0, 2.1, 2.2 AA).
= Understanding 2.4.5 Multiple Ways®2.

ISO 32000 - 1:2008 and ISO 14289 - 1:2014
There is no free version of either first iteration of the ISO PDF standards.
ISO 32000-1: 2008 - Table 22 - User access permissions.

12.3.3 - Document Outline.
ISO 14289 - 1: 2014.

7.17 Navigation.

Why Bookmarks are Important Navigational Features

Bookmarks add to the accessibility of PDFs. Bookmarks provide navigational support
for those not using screen readers or Text-to-Speech tools. Bookmarks support the
ability to navigate by Heading instead of a Table of Contents or in digital content where
there is no Table of Contents.

Most PDF Accessibility Checkers will check to see if Bookmarks are present.

A tool like the Bookmarks Panel in PDF Editors is the Navigation Pane in Microsoft
Word (all versions). The Navigation Pane in Word is accessed by pressing Alt + W, K
for View Ribbon, Navigation Pane.

30 PDF 2 Creating Bookmarks in PDF documents, W3C:

https://www.w3.org/ WAI/WCAG22/Techniques/pdf/PDF2

31 Success Criteria 2.4.5 Multiple Ways, W3C: https://www.w3.org/TR/WCAG22/#multiple-ways
32 Understanding 2.4.5 Multiple Ways, W3C: https://www.w3.org/TR/UNDERSTANDING-
WCAG20/navigation-mechanisms-mult-

loc.html#:~:text=2.4.5%20Multiple%20Ways%3A%20More%20than%200ne%20way%20is,result%200f%
2C%200r%20a%20step%20in%2C%20a%20process.
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https://www.w3.org/WAI/WCAG22/Techniques/pdf/PDF2
https://www.w3.org/TR/WCAG22/#multiple-ways
https://www.w3.org/TR/UNDERSTANDING-WCAG20/navigation-mechanisms-mult-loc.html#:~:text=2.4.5%20Multiple%20Ways%3A%20More%20than%20one%20way%20is,result%20of%2C%20or%20a%20step%20in%2C%20a%20process.
https://www.w3.org/WAI/WCAG22/Techniques/pdf/PDF2
https://www.w3.org/TR/WCAG22/#multiple-ways
https://www.w3.org/TR/UNDERSTANDING-WCAG20/navigation-mechanisms-mult-loc.html#:~:text=2.4.5%20Multiple%20Ways%3A%20More%20than%20one%20way%20is,result%20of%2C%20or%20a%20step%20in%2C%20a%20process
https://www.w3.org/TR/UNDERSTANDING-WCAG20/navigation-mechanisms-mult-loc.html#:~:text=2.4.5%20Multiple%20Ways%3A%20More%20than%20one%20way%20is,result%20of%2C%20or%20a%20step%20in%2C%20a%20process
https://www.w3.org/TR/UNDERSTANDING-WCAG20/navigation-mechanisms-mult-loc.html#:~:text=2.4.5%20Multiple%20Ways%3A%20More%20than%20one%20way%20is,result%20of%2C%20or%20a%20step%20in%2C%20a%20process
https://www.w3.org/TR/UNDERSTANDING-WCAG20/navigation-mechanisms-mult-loc.html#:~:text=2.4.5%20Multiple%20Ways%3A%20More%20than%20one%20way%20is,result%20of%2C%20or%20a%20step%20in%2C%20a%20process

Adobe Acrobat Pro DC
Adding Bookmarks using the Bookmarks Panel

The Bookmarks Panel is accessible using the keyboard. However, adding Bookmarks
is a mouse dependent activity because you must select text in the visual
representation of the content (the PDF).

1. Press F4 to open the Navigation Pane.

2. The focus will be on one of the tabs in the Navigation Pane.
3. Use the Up and Down Arrows to move to the Bookmarks tab.
4. Press the Spacebar to move into the list of Bookmarks.

5. Pressthe Up and Down Arrows to move through the Bookmarks and press
Enter on the topic/Bookmark you want to go to.

If the focus is lost from the Navigation Pane, press F6 or Shift + F6 to move back to it.

Adding Bookmarks is a mouse dependent activity. You must be able to select the text
in the PDF to make it a Bookmark.

This technique adds individual Bookmarks manually.

Using the Select Text tool, select the Heading text in the PDF that you want to be a
Bookmark.

Figure 41 Bookmarks Panel in Adobe Acrobat Pro DC with Add Bookmark button active.
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In the Bookmarks Panel, click on the Add Bookmarks button.
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The Bookmark is added.
The Bookmark is in edit mode. If the text is not correct, you can edit it.
Most often, the text is correct. Press Enter to accept the Bookmark text.

It will be placed just after the previous Bookmark. If all Bookmarks are at the same
level, it will be placed at the end of the Bookmarks list. Use the mouse to move it to its
logical place.

Bookmarks should be nested, using the mouse, to reflect the document
outline/Heading levels.

If you nest a Bookmark under another one, select the nested Bookmark to add another
Bookmark at the same level.

If you want to add a Bookmark at the top level, select the previous top-level Bookmark,
select the text for the next Bookmark at the same level and add it.

Figure 42 Nested Bookmarks in the Bookmarks Panel of Adobe Acrobat Pro DC.
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Bookmarks can be nested by moving them to their place in the logical reading
order/outline order of the document while in the Bookmarks Panel.

Adding Bookmarks using the Keyboard
This method can be used if the button for adding a Bookmark is not working. As with
most applications, several tools exist to do the same thing.

This activity, despite the title, is also mouse-dependent.

Use the mouse to select the Heading text in the PDF.
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Press Ctrl + B to Add a Bookmark.

The Bookmark will appear in the Bookmarks Panel positioned just after the previous

Bookmark. If all Bookmarks are at the same level, the new Bookmark will appear at the

end of the Bookmarks list. It can then be moved to its logical place.

Using the Context Menu

Another option to manually add Bookmarks is to use the context menu.

1.

2
3
4.
5

Figure 43 Adobe Acrobat Pro DC context menu to create a Bookmark.
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Select the Heading text to be used as a Bookmark.

. Right-click and choose Add Bookmark from the context menu.

. The Bookmark is added at the next place in the Bookmarks Panel.

The Bookmark is in edit mode so the text can be edited if necessary.

. Either press Enter or click off the Bookmark to accept the text.

Using the Preferences Dialog
Bookmarks can be set in Microsoft Word documents using the Preferences settings
from the Acrobat Ribbon.
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The keyboard command to access the Preferences dialog in Microsoft Word 365 is
Alt +Y, 4, S on my desktop computer. The position might be different on your desktop
computer, however, once the Acrobat Ribbon is visible, the letter S will open the
Preferences dialog.

Figure 44 Acrobat Ribbon in Microsoft Word 365.
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When the Preferences dialog opens, use Ctrl + Tab to move to the Bookmarks tab.

While navigating the Acrobat Preferences dialog, you cannot access the checkboxes to
check or uncheck an option for Bookmarks using the keyboard. That activity is mouse
dependent.

Although all Heading levels are checked to create Bookmarks, remember when
authoring documents that PDF only recognizes 6 levels of Headings. Any Heading
beyond Heading 6 will not be recognized by the PDF conversion process. In most
instances, it will be tagged using a <P> tag.

This requires manual remediation in the PDF Editor reassign the Headings beyond H6
to be H6s in the PDF. Even though they are not supported in PDF (or HTML), Headings
beyond H6 are still navigational points in PDFs.
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Figure 45 Bookmarks tab in the Preferences dialog from the Acrobat Ribbon in Microsoft Word 365.
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Bookmark Settings in Adobe Acrobat Pro DC for Microsoft

Word

Bookmarks can be set for Microsoft Word 365 in Adobe Acrobat Pro DC. A document
doesn’t need to be open to access the Preferences.

Press either Alt + E, N for the Edit menu, Preferences; or Ctrl + K.
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Figure 46 Adobe Acrobat Pro DC Preferences dialog with Convert to PDF selected.
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When the Preferences dialog opens, press C until you find Convert to PDF.
Press the Tab to move into the list of applications to convert to PDF.
Press M for Microsoft Word.

Once Microsoft Word is selected, press Alt + E to open the Edit Settings dialog.

Figure 47 Adobe PDF Settings for Supported Documents.
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Add Bookmarks to Adobe PDF file should be checked by default. This will use
Headings in the Word document to create the Bookmarks.
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If this option is not checked, use the Tab to move to it, the Spacebar to check it and
then move to and activate the OK button.

If this check box is checked, press the Escape key until you are back to the Acrobat
user interface.

Using the “New Bookmarks from Structure” Option
Bookmarks can be created using the structure of a PDF using the Options button in the
Bookmarks Panel.

With no visible Bookmarks in the Bookmark Panel, right-click and choose “New
Bookmarks from Structure”.

Figure 48 New Bookmarks from Structure option in the Bookmarks Panel Options menu (Adobe Acrobat

Pro DC).
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Once the New Bookmarks from Structure option is activated, a dialog opens providing
the ability to choose which structure element is used for Bookmarks.

To choose several Headings, hold down the Ctrl key and click the Heading levels that
are to be Bookmarks.

Typically, Headings are selected for Bookmarks to synchronize with the Headings in
the document (navigational points).
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Figure 49 Structure Elements dialog showing several Heading levels to be used as Bookmarks (Adobe
Acrobat Pro DC).
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If there are Headings beyond H6, you may need to manually remediate these to be H6s
and add them to the Bookmarks Panel. PDFs (and HTML) have six levels of Headings.

Foxit PDF Editor

Adding Bookmarks using the Bookmarks Panel
Bookmarks can be added manually in the Foxit PDF Editor.

= Press F4 to open the Navigation Pane to the left of the document.
= Use the Up and Down Arrows to locate the Bookmarks tab.
= Press Tab to move into the row of buttons in the Bookmarks Panel.

= Keep pressing Tab until you land on the first Bookmark if there are Bookmarks
in the document.

If there are no Bookmarks in the document, the addition of Bookmarks is a mouse
dependent activity.

Using the Select Text tool, select the Heading text in the document that needs to be a
Bookmark.

In the Bookmarks Panel, click the Add Bookmark button.
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Figure 50 Bookmarks Panel in Foxit PDF Editor.
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As a Bookmark is added, it is in Edit mode. The text can be verified or edited. It should
be the same text as the Heading.

Press Enter or click out of the Bookmark to exit Edit mode.

Figure 51 Bookmarks Panel with Bookmark in Edit mode (Foxit PDF Editor).
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As Bookmarks are added, they should be nested to reflect the Heading levels.

Bookmarks can be moved around the Bookmarks Panel to reflect the document outline
or logical order of topics/Headings.

If a Bookmark is at a second level (H2), and it is selected, the next Bookmark will be
added at that level.

If a Bookmark representing H1 is selected, the next Bookmark will be added at that
level.
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Figure 52 Nested Bookmarks in the Bookmarks Panel of Foxit PDF Editor.
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Adding Bookmarks using the Keyboard

Bookmarks can be added to a PDF using the keyboard. However, it is a
mouse-dependent activity. There are several ways to add Bookmarks. Sometimes one
won’t work, and it is good to have an alternate way of doing things.

Use the mouse and the Select Text tool to select the Heading text that is to be a
Bookmark.

Press Ctrl + B to add a Bookmark.

The Bookmark is added and is in Edit mode. The text can be accepted by pressing
Enter or right-clicking anywhere away from the Bookmark, or edited if the text is not
the same as the corresponding Heading.

Using the mouse, Bookmarks can be moved around the Bookmarks Panel and nested
to reflect Heading levels.

Using the Preferences Dialog in Microsoft Word 365

Access the Foxit PDF Ribbon in Word by pressing the keyboard command identified in
Word. The keyboard command sequence will depend on how many add-ins are
installed on your desktop. On my computer, the keyboard command is Alt +Y, 5, Y,8.

The Y, 8 part of the sequence is on the Foxit PDF Ribbon itself and should be
consistent.
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Figure 53 Foxit PDF Editor Ribbon in Microsoft Word 365.
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The check box to Create Bookmarks is checked by default. The keyboard command to
move to it and either check or uncheck it is Alt + C.

Figure 54 Foxit PDF Editor Add-in Settings dialog in Word.
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If the check box is checked, press the Escape key to dismiss the dialog.
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Using the “Bookmarks from Structure Option

If the PDF has no Bookmarks, the “New Bookmarks from Structure” option can be
used to create them.

In the Bookmarks Panel, click on the Option button on the left of the Bookmarks
Toolbar.

Figure 55 Bookmarks Panel, Options context menu, New Bookmarks from Structure (Foxit PDF Editor).
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Once the New Bookmarks from Structure option is activated, the Structure Elements
dialog opens.

Typically, Bookmarks are created from Heading in PDFs which synchronizes the
navigation through the document by Heading/Bookmark.
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Figure 56 Structure Elements dialog showing several Heading levels selected to create Bookmarks (Foxit
PDF Editor).
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Word (Microsoft 365 Desktop)
Save As PDF Options

Bookmarks can be created when the Word document is converted to tagged PDF.
= Press Alt + F, A, M for File, Save As, More Options.
= F12 will open the Save As dialog if you have access to the Function Keys.
= This opens the Save As dialog.
= Once the option for PDF is chosen, the Options button is visible.
= Press Alt + letter O while in the Save As dialog when the File Type is PDF.

The Options dialog has a check box to Create Bookmarks. This can only be checked if
there are Headings in a Word document. When creating a template, ensure there are
Headings in the template. The setting to create Bookmarks can then be associated with
the template and documents created using the template.

Not every document has Headings. For example, a one-page memo may not have
Headings.

The ability to generate Bookmarks when the Word document is converted to tagged
PDF using the Microsoft Save As, PDF, can be turned on for both individual documents
and document templates.
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Figure 57 Options dialog from the Save As dialog once the PDF file type is chosen.
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PowerPoint (Microsoft 365 Desktop)

Save As PDF

There is no setting to add Bookmarks to a tagged PDF when using the Microsoft
PowerPoint 365 conversion tool.

However, if accessible Slide Title Placeholders are used on each slide, Bookmarks will
be created, providing a content hierarchy.

The Slide Title placeholder on the Title Slide will convert to <H1>.
The Slide Title placeholder on the Section Header slide will convert to a<H1>.
All other slides that use the default Slide Title placeholder will convert to <H2>.

In PowerPoint, these are the only two levels of Headings used in presentations.
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PDF 3: Ensuring Correct Tab and Reading Order
in PDF Documents

This success criterion should be divided into two separate checkpoints. The Tab
Order and Logical Reading Order are separate elements of a PDF.

WCAG Success Criteria

PDF3: Ensuring correct tab and reading order in PDF documents®.

= Sufficient to meet 1.3.2 Meaningful Sequence® (WCAG 2.0, 2.1, 2.2 A).

= Understanding 1.3.2 Meaningful Sequence?®.
= Sufficient to meet 2.1.1 Keyboard?¢. (WCAG 2.0, 2.1, 2.2 A).

= Understanding 2.1.1 Keyboard?®.
= Sufficient to meet 2.4.3 Focus Order®. (WCAG 2.0, 2.1, 2.2 A).

= Understanding 2.4.3 Focus Order®.
ISO 32000 - 1:2008 and ISO - 1:2014

There is no free version of either first iteration of the ISO PDF standards..
ISO 14289 - 1:2014.

7.18.3 Tab Order.

7.1 General/logical reading order.

7.2 Text/logical reading order.

7.12 Article Threads/Logical Reading Order.

7.17 Navigation/logical reading order, and 7.18.1 Annotations General.

33 PDF 3 Ensuring correct Tab and Reading Order in PDF documents, W3C:
https://www.w3.0rg/WAI/WCAG22/Techniques/pdf/PDF3

34 Success Criteria 1.3.2 Meaningful Sequence, W3C: https://www.w3.org/TR/WCAG22/#meaningful -
sequence

% Understanding 1.3.2 Meaningful Sequence, W3C: https://www.w3.org/TR/UNDERSTANDING-
WCAG20/content-structure-separation-sequence.html

36 Success Criteria 2.1.1 Keyboard, W3C: https:/www.w3.org/TR/WCAG22/#keyboard

37 Understanding 2.1.1 Keyboard, W3C: https://www.w3.org/TR/UNDERSTANDING-
WCAG20/keyboard-operation-keyboard-operable.html

38 Success Criteria 2.4.3 Focus Order, W3C: https://www.w3.org/TR/WCAG22/#focus-order

3 Understanding 2.4.3 Focus Order, W3C: https://www.w3.0rg/TR/UNDERSTANDING-

WCAG20/navigation-mechanisms-focus-order.html
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Confusion about Tab Order and Logical Reading Order

It is incorrect to state that those using adaptive technology “Tab” through any type of
digital content other than links and form controls.

The Tab is used to move from link to link or form control to form control. Screen
readers have specific keyboard commands to read character by character, word by
word, line by line, or paragraph by paragraph. Screen readers have keyboard
commands unique to “skim” through PDFs by Heading, table, graphic, list, list item or
other element. Screen readers have different keyboard commands to read and
navigate through tables.

Think of this. If someone was just using the Tab key to move through content, how
would we know which “Tab” moved us character by character, which “Tab” moves us
word by word, which “Tab” moves us line by line, which “Tab” moves us paragraph by
paragraph, which “Tab” moves us page by page, which “Tab” lets us navigate by
Heading, table, list, or graphic? If we stop to think of the implications of using a single
key to navigate every element, we see the fallacy in this type of thinking. It is the same
when we think of text with no punctuation.

It is essential that the Tab Order for links and form controls be based on the document
structure (Tags). This means that the <Link> and <Form> Tags are correctly
implemented in the PDF and the Tags Tree.

This manual check should be done before you perform the first accessibility check on
a PDF. Once all the “oops, I forgot to check this” items are checked, the results of the
Accessibility Check will provide the information that needs to be focused on.

There are other elements that should be checked before the first Accessibility Check:
= Document Title is in the Properties dialog.
= The Initial View is set to Document Title in the Properties dialog.
= The Language is defined for the document in the Properties dialog.
= Bookmarks are present in the Bookmarks Pane.

An accessibility check should not be the last thing done in the PDF remediation
process. It should be an ongoing part of remediating the PDF.

Reading Order

The Tab Order is different from the Logical Reading Order. As stated, The Tab is used
to move from link to link or form control to form control.
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The primary focus for accessible PDFs is the Tags Panel. The Order Panel provides a
page-only view of the content order. This tutorial will show the Order Panel and advise
how to use it. However, the primary focus should be on the Tags Tree to represent the
logical reading order of the entire content in the PDF.

The Order Panel displays the “page architecture” or the order the content will be read
on the page. The Tags Tree is the order the content will be read in the PDF document.
Using the example of the Tri-fold Brochure, the Order Panel can identify the logical
reading order of content on the first three panels of the tri-fold brochure. The Tags
Panel lets remediators rearrange the logical reading order of the entire document.

Adobe Acrobat Pro DC

Setting the Tab Order (Adobe Acrobat Pro DC)
With the PDF document open, go to the Pages Panel.

1. Press F4 to open the Navigation Pane.

2. Press Shift + F6 until you land on the Navigation Pane.
3. Use the Up and Down Arrows to find the Pages tab.
4

. Press Tab to move into the Pages tab.

o

Press Ctrl + A to Select All pages.

6. Press the AppKey or right-click to open the context menu.

7. Press the letter O for Page Properties.

8. Inthe Object Properties dialog, press Alt + D for Use Document Structure.

9. Move to and activate the OK button.
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Figure 58 Page Properties dialog in Adobe Acrobat Pro DC showing Tab Order settings.

Page Properties x

Tab Order  Actions

() Use Bow Order

i) Use Colurmn Order I

© Use Document Structure

() Unspecified

Choose one of the above options to
set the order for tabbing through
items on a page.

I QK Cancel

Order Panel (Reading Order)

The Order Panel can be accessed using the keyboard.

1.

2
3.
4

Press F4 to open the Navigation pane.

. Press Shift + F6 to move from the document to the Navigation Pane.

Press the Up and Down Arrows until you locate the Order Panel.

. Press the Tab to move into the Order Panel.

Use the Up, Down, Left and Right Arrows to move through, expand and collapse
pages to see the content order on a page.

a. Although a screen reader can be used to read the information in the
Order Panel, a screen reader depends on Tags to read (access) the
content in PDFs. When an item is selected in the Order Panel, it is
highlighted in the visual representation of the document. This correlation
is not available to those using screen readers unless they have some
functional vision.
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Figure 59 View of a PDF page in the Order Panel (Adobe Acrobat Pro DC).

Order

B-® [1] need. It is essential to clear the formatting ofanything you add to your current document or

v (B AccemsbleDocumentDesgrisccEZ o template. This should be done BEFORE you bring it into the recent document or template.

IE' There are several ways to clear formatting from selected content in Word: |

Iﬁ_ Select the text in the source document and press Alt + H, E to “erase” the formatting,

[4] Selecting a paragraph and pressing Ctrl + Q will reset the paragraph to the margin
without clearing formatting.

Bl Selecting a paragraph and pressing Ctrl + Spacebar will clear manual formatting
such as Bold or Ifalic.

1] « Selecting » = (6] Set the Copy and Paste options in the Word Options dialog to match the destination
g 5] - Selecting a paragraph and pres: formatting or Keep Text Only.

9 161 + et the Copy and Paste options

Pasting btween documents when Aph.definitions cor
Pasting from o :

s
¥ Keep bullets and numbers when pastrg text with Keep Text Onfrsqtion
(] Wse the Insert key for pags

Optiert? Button when content is pasted

s et cut and poste © | Settings...

| Figure TCut, Copy and Paste seftings in Word Options dialog.

3| There is no Mac equivalent to these settings in Word.
7o/ Lo find the Cut, Copy and Paste settings in the Word Options dialog:
111 1._Press Alt + F, T for File/Backstage area, Word Options.

Some remediations can be made in the Order Panel.

Each block of content is represented by a number (the default). This is the easiest way
to view the content order on each page.

Using the mouse, blocks of content can be dragged to their logical place in the reading
order of the individual pages.

By default, the colours used to represent various types of content, such as text,
figures, and tables, are black. These elements are easier to find if you change the
colours. This is done in the Reading Order Panel.

The Reading Order Panel can be opened in two ways:

Press the AppKey or right-click in the Order Panel and choose Show Reading Order
Panel.

In the Accessibility tools in the Tools Task Pane, click on Reading Order Panel.
The Reading Order Panel opens and floats over the PDF.
Move the Reading Order Panel out of the way of your workspace.

You may need to use Ctrl + Minus to Zoom Out or Ctrl + Plus Sign to Zoom In
depending on what you are working on.
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Figure 60 Reading Order Panel settings (Adobe Acrobat Pro DC).

Reading Order n
Draw a rectangle around the content then click one of
the buttons below:
Text/Paragraph Figure
| ] Eorm Field Figure/Caption
Heading 1 Heading 4 Table
Heading 2 Heading 3 Cell
Heading 3 Heading & Formula
Reference (g) MNote (z) Background/Artifact
@ Show page content groups ||
I opage content order
(O Structure types
B Show table cells O
[ Display like elements in a single block
B show tables and figures | |
Clear Page Structure... Show Order Panel
Help Close

I recommend the following settings in the Reading Order Panel.

= Use “Page content order” instead of “Structure type”. If structure type is
chosen, every “structure type” will be a <Span> Tag which isn’t helpful. It is
more helpful to see the numerical order of content on the page.

= Uncheck the check box to “Display like elements in a single block”. It is easier
to see the individual blocks of content with their numerical order than having a
single page of content that is paragraphs in a single block of text.

Try both settings to determine which ones are the best for your needs.

I also recommend changing the colours to bright ones so that the text, graphics and
tables stand out better on the page.

Changes made in the Reading Order Panel will be available in the Order Panel.
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Tags Panel (Reading Order)

The focus of remediation will be on the Tags Panel. If the Order Panel and Tags Panel
“disagree” in any way, use the Tags Tree in the Tags Panel as the final “decision-
maker”.

The Tags Tree is an essential part of a quality assurance process for PDFs.

It is recommended that one go down the Tags Tree element by element, checking that:
= Content that needs a Gag, has a Tag.
= The Tag is correct for the content.
= The Tags are in a logical reading order “for the document”.

This includes Headings being sequential, there is no Heading beyond H6, Lists are
tagged correctly, and Tables are tagged correctly. For tables, this includes an empty
<TH> or <TD> cell where there is no content and no ColSpan or RowSpan to retain the
structure of the table.

Figure 61 Sample of Tags in the Tags Tree (Adobe Acrobat Pro DC).

@ Accessibility tags b
E-®

o ETacz

. <j «[Document>

N

@

B > q ==
= > € <P

> § <Figure>

© v § <Toc

> § <ToC>

> 4 <Toc

> § <Tock

The corresponding content is highlighted in the document as someone moves down
the Tags Tree using the Up, Down, Left and Right Arrow keys.
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Although a screen reader can be used to read the information in the Tags Panel, a
screen reader depends on the Tags to read (access) the content in PDFs. When an item
is selected in the Order Panel, it is highlighted in the visual representation of the
document. This correlation is not available to those using screen readers unless they
have some functional vision.

Figure 62 Sample table Tags in a PDF document with corresponding content highlighted (Adobe Acrobat

Pro DC.
« [ <Teble> utmm
w <THead> -
iﬂ - Salesperson First Half of
> g <> First Quarter
~ O <TBody>
. Barnaby] | 1500
> =l ‘ Olivia 1525
> Zoie 1750
BH <TD>
T Fred 1250

As one goes down the Tags Tree, using the Left and Right Arrows to expand and
collapse elements, the correct Tag can be identified for the type of content.

Figure 63 Sample List Tags in the Tags Tree (Adobe Acrobat Pro DC).

|
e Ifyouneed to SI
v @<L left off - even o
> <j <LBody>
> &<  Video provides
R Video, you can
> q] <P 4
> @ P You canalso ty
> q <P
document. I
5 ] <P> ' |
Foxit PDF Editor

If the Order, Tags and Content Panels aren’t in the Navigation Pane to the right of the
PDF document, use the Right Click to open the context menu and choose Order to add
it. Foxit typically makes you add the Tags, Order and Content Panels each time you
launch the application.
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Setting the Tab Order (Foxit PDF Editor)

This process is mouse-dependent. There are no usable keyboard commands.

1.

2
3
4.
5

Click on the Pages tab icon in the Navigation Pane.

. Click on any page.

. Select all pages in the PDF.

Right-click in the Pages Panel and choose Properties.

. In the Page Properties dialog, click Use Document Structure if it isn’t already

checked.
Click OK.
Figure 64 Page Properties dialog in Foxit PDF Editor.
Fage Properties >

Tab Order Actions

() Use Row Order

() Use Column Order

© Use Document Structure
() Unspecified

Choose one of the above options to set the order for tabbing through
iterns on a page.

Close l

Reading Order Panel (Foxit PDF Editor)

Accessing the Order Panel in the Navigation Pane is a mouse-dependent activity.

Click the Order Panel icon.
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The information in the Order Panel is organized by page. Each element on the page is
represented by a number by default.

Figure 65 Sample PDF in the Order Panel (Foxit PDF Editor).

WiLuu Licas g s e,

5] Selecting a paragraph and pressing Ctrl + Spacebar wil Fﬂé‘a‘i’rﬁél_uTaTFormamnﬂ
such as Bold or Italic.

Set the Copy and Paste options in the Word Options dialog to match the destination |
formatting or Keep Text Only.

i 5 [

[pereis no Mac lent to these settings in Word.

[5]find the Cut, Copy and Paste settings in the Word Options dialog: |
[jPress Alt+ F, T for File/Backstage a

, Word Options:|

[72] When the Word Options dialog opens, press A for the Advanced category. |

] Press ATt + W twice to move o the list for copying or moving within the same‘
document.

E For this setting, it is OK to "Keep Source Formatting” because you are copying|

If the reading order for the page is not numerically correct, the block of content that is
out of order can be moved to its correct place using the mouse.

If there is a difference between the Order Panel and the Tags Tree, use the Tags Tree
as the final determination of the logical reading order for the page/document.

Some remediations can be made in the Order Panel.

Each block of content is represented by a number (the default). This is the easiest way
to view the content order on each page.

Using the mouse, blocks of content can be dragged to their logical place in the reading
order of the individual pages.

By default, the colours used to represent various types of content, such as text,
figures, and tables, are black. These elements are easier to find if you change the
colours. This is done in the Reading Order Panel.

The Reading Order Panel can be opened in two ways:

= The Reading Order Panel can be launched by right-clicking anywhere in the
Order Panel and choosing “Show Reading Order Panel”.

= The Reading Order Panel can be launched using the Accessibility Ribbon.
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Figure 66 Accessibility Ribbon in Foxit PDF Editor.

File Home Convert Edit Organize Comment View Form Protect Foxit eSign Share Accessibility
- = R = =
[3 = E @ & 2 & 5
Autotag Full  Accessibility Setup  Reading Reading  Set Alternate Set Area
Document Check  Report Assistant  Option  Order Text Reading Order

There are some helpful settings in the Reading Order Panel. I recommend changing the
default colours from black to colourful colours that make each element stand out

better.

Figure 67 Touch-up Reading Order Panel showing settings in Foxit PDF Editor.

Touch Up Reading Order X
Draw a rectangle around the content then click
one of the buttons below:
Text Figure
Eorm Field Figure/Caption
Heading 1 Heading 4 Table
Heading 2 Heading 3 Cell
Heading 3 Heading & Formula
Reference(g) MNote(z) Background/Artifact
Table Editor
B Show page content groups [ |

© Page content order

() Structure types
B Show table cells ||
[ Display like elements in a single box

B Show tables and figures

Clear Page Structure... Show Qrder Panel

Help Close

There are two settings to consider. I recommend the following; however, you can
experiment to see which ones work for you.
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= Use “Page structure elements” instead of “Structure types”. If you chose the
structure types of option, everything says <Span>, which doesn’t give you
information about whether the element is a paragraph, Heading, or something
else.

= Do not check “Display like elements in a single block”. If there is a page of
paragraphs, they will visually appear as one large block instead of being
visually separated. Having all of one type of element in a single block doesn’t let
you see if a paragraph has been tagged as a single <P> Tag or several <P> Tags.

Tags Panel (Foxit PDF Editor

If the Tags tab is not visible on the Navigation Pane, right-click on the Navigation Pane
to the left of the PDF document and choose Tags from the context menu.

Figure 68 Sample Tags Tree in the Tags Panel of Foxit PDF Editor.

Tags
N eeaa
0
st Tags
ER
=-© <Document>
#® <H1>
Z
~© <Span>
5
....C|'|'<P>
A
+© <Figure>
O g
- T <P>
+C|T
g <P>
% 09 <P>
'__‘EI ....C|T<P>
#o <H2>
_© <TOC>
2> <TOCI>
o <TOCI>
+o <TOCI>

The preceding graphic illustrates a typical Tags Tree in the Tags Panel.
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If a Tag is selected, its corresponding content is highlighted in the PDF.

When an item is selected in the Order Panel, it is highlighted in the visual
representation of the document.

When a Tag is out of logical reading order for the document, it can be moved using the
mouse to its correct place in the Tags Tree.

As you go down the Tags Tree, you perform three essential parts of a quality assurance
process.

= The PDF has Tags.
= The Tags are correct for the type of content.

= The Tags are in a logical reading order for the content. This may not be the
logical reading order for the document. For example, a tri-fold brochure where
the panel visually on the right needs to be read first to let someone using
adaptive technology know what the brochure is about. The title panel of the
brochure is followed by the three panels on the inside of the brochure, which
are followed by the two back panels of the brochure.

Figure 69 Sample <Table> Tags in the Tags Panel in Foxit PDF Editor.

Start Word Document Optimize... x
. tnat complement eacn otner. For exa
EH
Hoes s sidebar. Click Insert and then choose
~ For example, you can add a matching
=& <Table> choose the elements you want from t
@ & ® <THead> Table 1 Sales 2020 divided into quarterly fig
< L .
e <TR> Salesperson First Half of
Vi First Quarter
@& <TR>
@ Barnaby 1500
a E> <TBody> Olivia 1525
i@ <TR> Zoie 1750
=1 <TH>
=
4 B <TD> <
& B <TD>
B <TD>
HEE <TD>
B <TR>

As you move down the Tags Tree using the Left, Right, Up or Down Arrows, Tags can
be expanded or collapsed to ensure that all Tags needed for structure elements are
present.
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For example, if a table has empty cells, an empty <TH> or <TD> Tag is needed to keep
the table structure intact.

When the parent <Table> to <L> Tag is selected, the Left and Right Arrows are used to
expand or collapse the tag.

Figure 70 Sample <List> Tag in the Tags Tree in PDF Editor.

Start Word Document Optimize...

ol Bulleted Lis
CeoA You can collapse pa
.
T <L> o Tfyou need td
@ left off - even

©
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document.
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PDF 4: Hiding Decorative Images with the
Artifact Tag in PDF Documents

Some page elements in PDFs do not directly relate to the content. These can be
decorative lines, graphics used to fill space, background graphics, etc. These
“Artifacts” are not part of the content of the PDF. They do not appear in the Tags Tree.

There is no “Artifact” Tag so they can’t be tagged. Artifacts are not attributes on other
Tags. We “mark” something as an Artifact.

WCAG Success Criteria
PDF4: Hiding decorative images with the Artifact Tag in PDF documents®.
= Sufficient to meet 1.1.1 Non-text Content* (WCAG 2.0, 2.1, 2.2 A).

= Understanding 1.1.1 Non-text Content?*2.
ISO 32000 - 1:2008 and ISO 14289 - 1:2014

There is no free version of the first iteration of either standard..
ISO 14289 - 1:2014.

7.1 General and 7.3 Graphics.

Decorative Graphics or Artifacts

In Microsoft 365 desktop applications, graphics can be “marked as decorative",
meaning adaptive technology will ignore them. A caveat is that this may not be
backward compatible when sharing content. The ability to “Mark as decorative” is the
equivalent of Artifacts in PDFs.

When the Word, PowerPoint or Excel content is converted to tagged PDF, graphics
marked as decorative become Artifacts or part of the background and are ignored
when reading PDF's using adaptive technology.

40 PDF 4 Hiding decorative images with the Artifact Tag in PDF documents, W3C:

https://www.w3.org/ WAI/WCAG22/Techniques/pdf/PDF4

41 Success Criteria 1.1.1 Non-text Content, W3C: https://www.w3.org/TR/WCAG22/#non-text-content
42 Understanding 1.1.1 Non-text Content, W3C: https://www.w3.org/TR/UNDERSTANDING-

WCAG20/text-equiv-all.html
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Adobe Acrobat Pro DC

Using the Order Panel to Create Artifacts
In the Order Panel, select the blank line or graphic that you want to be an Artifact.

Right-click and choose Tag as Background/Artifact.

Figure 71 Order Panel with a blank line selected and the context menu showing Tags as
Background/Artifact (Adobe Acrobat Pro DC).
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Contiguous elements can be selected by holding down the Shift key and using the
Down Arrow.

Non-contiguous elements can be selected by holding down the Ctrl key and using the
mouse to select individual elements.
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Using the Reading Order Panel to Create Artifacts

Launch the Reading Order Panel from the Accessibility tools.

Move the Reading Order Panel out of the way to see all elements on the page. On the
Numpad to the right of the main keyboard, press Ctrl + Plus Sign to Zoom In or Ctrl +
Minus to Zoom Out.

Using the mouse, select a blank line or graphic.

Click the Background/Artifact button in the Reading Order Panel.

Figure 72 Graphic in a PDF selected showing the buttons in the Reading Order Panel active (Adobe

Acrobat Pro DC).
1 I |
Draw a rectangle around the content then click one of
the buttons below: Ld
Text/Paragraph Figure
Form Field Figure/Caption
Heading 1 Heading 4
Heading 2 Heading 5 Cell
Heading 3 Heading 6 Formula
Reference (q) Note (2) Background/Artifact I
8 Show page content groups | |
© Page content order
[ss Karen McCall, Med | O Structure types
8 Show table cells
= : B
h 6; Copyrlght 2022 ] [_) Display like elements in a single block
8 Show tables and figures |
Clear Page Structure... Show Order Panel
Help Close
m—

To select contiguous or non-contiguous elements, hold down the Ctrl key and click on
the elements you want to be Artifacts.

Using the Content Panel to Create Artifacts

In the Content Panel, select a blank line or graphic that you want to be an Artifact.
Right-click and choose Create Artifact.
The Artifact dialog opens, and page Artifact is selected. Accept the default.

Activate the OK button.

Page 92 of 326



Figure 73 Container selected in the Content Panel with context menu showing Create Artifact (Adobe

Acrobat Pro DC).
o e x|
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Contiguous elements can be selected by holding down the Shift key and using the
Down Arrow.

Non-contiguous elements can be selected by holding down the Ctrl key and using the
mouse to select individual elements.

Foxit PDF Editor

Using the Order Panel to Create Artifacts
Select the Order Panel from the Navigation Pane to the left of the PDF.

Foxit doesn’t keep tools added to the Navigation Pane. The Tags, Content and Order
Panels may need to be added frequently.

In the Order Panel, select the blank line or graphic you want to be an Artifact.
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Right-click and choose Tag as Background/Artifact.

Figure 74 Order Panel with blank line selected and context menu showing Tag as Background/Artifact

(Foxit PDF Editor).
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Contiguous elements can be selected by holding down the Shift key and using the
Down Arrow.

Non-contiguous elements can be selected by holding down the Ctrl key and using the
mouse to select individual elements.

Using the Touch-up Reading Order Panel to Create Artifacts
From the Accessibility Ribbon, launch the Reading Order Panel.

When the Touch-up Reading Order Panel opens, move it out of the way of your
workspace. You can press Ctrl + Plus Sign to Zoom In or Ctrl + Minus to Zoom Out.

Click on the blank line or graphic you want to be an Artifact.
Click on the Tag as Background/Artifact button in the Touch-Up Reading Order Panel.
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Figure 75 Touch-Up Reading Order Panel showing graphic selected and Tag as Background/Artifact
button active (Foxit PDF Editor).

Touch Up Reading Order *
Draw a rectangle around the content then click
one of the buttons below:
Text Figure
I Figure - Mineral deposit in Cave of the...
Form Field Figure/Caption
Heading 1 Heading 4 Table
Heading 2 Heading 3 Cell
Heading 3 Heading & Formula
Reference(q) Mote(z) Background/Artifact
Table Editor
q’juren McCall, Med| B
E B Show page content groups | |
© Page content order
() Structure types
@ Show table cells [ |
[ Display like elements in a single box
B Show tables and figures
Clear Page Structure... Show Order Panel

To select contiguous or non-contiguous elements, hold down the Ctrl key and click on
the elements you want to be Artifacts.

Using the Content Panel to Create Artifacts
Foxit doesn’t keep tools added to the Navigation Pane. The Tags, Content and Order
Panels may need to be added frequently.

In the Content Panel to the left of the PDF, select a blank line or graphic you want to be
an Artifact.

Right-click and choose Create Artifact.
The Create Artifact dialog opens, and the default is to create a page Artifact.

Activate the OK button.
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Figure 76 Content Panel with a graphic selected and the context menu to Create Artifact showing (Foxit
PDF Editor).
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Contiguous elements can be selected by holding down the Shift key and using the
Down Arrow.

Non-contiguous elements can be selected by holding down the Ctrl key and using the
mouse to select individual elements.

Microsoft 365 (Desktop)
The techniques in Word to eliminate blank lines are:
= Don’t use the Enter key to create space.

= If you want something to start at the top of the next page, use the
Paragraph dialog, Line and Page breaks tab, and Page Break Before check
box. This makes it easier to move content forward a page or backward a
page. This functionality can be added to a style.
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= Modify the spacing in an existing style or new style to add space around the text.

= Spacing can be added before or after content by using the Format button
in the Modify Style or Create New Style dialog and choosing Paragraph.
In the paragraph dialog, on the Indents and Spacing tab, adjust the
spacing before and/or after the use of the style.

= Create a new style with the spacing you want.
= Avoid using direct formatting to create space.

= This means don’t use the Paragraph dialog independent of the Modify or
New Style dialogs to add space.

Mark Graphics as Decorative in Word
Select a graphic in the Word document.

Press A or right-click and choose View Alt Text.

The Alt Text Pane opens to the right of the document.

The focus is in the edit area where you can add the Alt Text.
Press Tab to land on the Mark as Decorative check box.

Use the Spacebar to check it.

Note: The “null” attribute does not work in word processing,
presentation, spreadsheet, or desktop publishing PDFs. These
applications have no concept of “null” Alt Text. What those of us who
use adaptive technology hear is “graphic, quote, quote” or “graphic
quote, Space, quote”. This is distracting.

Use the tools in the applications to designate graphics as part of the background,
fillers or elements of the PDF that are not essential to the understanding of the content.

Remember that content in a Page Header or Page Footer will be Artifacts when
converted to tagged PDF. Any information essential to the text of the document, such
as the document’s title, must also appear on the cover page of the document.
Information that might be in a watermark such as “Draft”, “Confidential” or “Do Not
Copy” must appear at the top of the cover page in the text of the document. If it
doesn’t, adaptive technology will not “see” it.
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Figure 77 Alt Text Pane showing Mark as Decorative check box (Microsoft Word 365).

Alt Text v X

How would you describe this object
and its context to someone who is
blind or low vision?

- The subject(s) in detail

- The setting

- The actions or interactions

- Other relevant information

{1-2 detailed sentences
recommended)

| Generate alt text for me

L_|[Mark as decorative |l

The Alt Text Pane can be accessed through the Picture Format Ribbon once a graphic
is selected.

Figure 78 Alt Text button on the Picture Format Ribbon (Microsoft Word 365).

Foxit PDF  Picture Format

EEI
Alt Position Wrap
Text ~ Text ~

b Accessibil...

||

M-

When a graphic is inserted into a Word document, there are two buttons along the
bottom of the graphic: Approve and Edit. The Alt Text for the graphic is shown to the
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left of the two buttons. Not all of it is visible. It is recommended that the Edit option is
chosen to review all the Alt Text for the graphic.

Figure 79 Add Alt Text or Approve Generated Alt Text from the inserted graphic (Microsoft Word 365).
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Foxit PDF
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This option is not keyboard accessible. If you use a screen reader, you will hear the
instructions to use the AppKey and choose View Alt Text to open the Alt Text Pane.

Modify a Style to add Space Above or Below Text

An existing style can be modified to create space around the text, and a new style can
include additional spacing. The dialog is the same for both processes. I create a
Picture Style if I want space before or after a graphic or if I want graphics centred in

my documents.

In the Modify Style dialog or the New Style from Formatting dialog, press Alt + letter O
to open the Format button in the lower left of the dialog.
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Figure 80 Modify Style dialog showing Format button (Microsoft Word 365).
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Font: 20 pt, Bold, Space
Before: 12 pt I

After: O pt, Keep with next, Keep lines together, Level 1, Style: Linked, Show in the Styles
gallery, Priority: 10

Add to the Styles gallery [ Automatically update

o Only in this document [:l Mew documents based an this template

In the context menu for Format, select P for Paragraph, which opens the Paragraph
dialog.

Cancel

Uncheck the check box to “Don’t add spacing between paragraphs of the same style”.
Space can then be added before and/or after the text.

This eliminates pressing the Enter key to add space before or after text.

Note: Press Alt + H, P, G to open the Paragraph dialog to move content
to the top of the next page. Pres Ctrl + Tab to move to the Line and
Page Breaks tab and press Alt + B for Page Break Before. To move
content back to the previous page, simply reverse the process. This is
a more efficient way of moving content to the next page or back.
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Figure 81 The paragraph dialog showing settings to add space after the text. (Microsoft Word 365).
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PDF 5: Indicating Required Form Controls in PDF
Forms

When a PDF form is created, there needs to be a clear indication of which form
controls are required. I would include in this that any required format is clearly
indicated. For example, a date or birthdate.

WCAG Success Criteria

PDF5: Indicating required form controls in PDF forms*.

= Sufficient to meet 3.3.1 Error Identification* (WCAG 2.0, 2.1, 2.2 A).

= Understanding 3.3 1: Error Identification*.

= Sufficient to meet 3.3.2 Labels or Instructions* (WCAG 2.0, 2.1, 2.2 A) when
used with G131: Providing descriptive labels .

= Understanding 3.3.2 Labels or Instructions*” when used with G13
Providing Descriptive Labels*®.

ISO 32000 - 1:2008 and ISO 14289 - 1:2014

There is no free version of either first iteration of the ISO PDF standards..
ISO 32000 - 1:2008.

12.7.3.1.

Table 227: Field flags common to all field types.
ISO 14289- 1:2014.

7.18.4 Forms.

4 PDF 5 Indicating required form controls in PDF documents, W3C:
https://www.w3.0rg/WAI/WCAG22/Techniques/pdf/PDF5

4 Success Criteria 3.3.1 Error Identification, W3C: https://www.w3.0org/TR/WCAG22/#error-
identification

4 Understanding 3.3.1 Error Identification, W3C: https://www.w3.org/TR/UNDERSTANDING-
WCAG20/minimize-error-
identified.html#:~:text=3.3.1%20Error%20Identification%3A%201f%20an%20input%20error%20is,has%
20occurred%20and%20can%20determine%20what%20is%20wrong.

46 Success Criteria 3.3.2 Labels or Instructions, W3C: htips://www.w3.org/TR/WCAG22/#labels-or-
instructions

47 Understanding 3.3.2 Labels or Instructions, W3C: https://www.w3.org/TR/UNDERSTANDING-
WCAG20/minimize-error-cues.html

48 Guideline 13 Providing Descriptive Labels, W3C: http://www.w3.0rg/TR/2016/NOTE-WCAG20-
TECHS-20161007/G131

Page 102 of 326


https://www.w3.org/WAI/WCAG22/Techniques/pdf/PDF5
https://www.w3.org/TR/WCAG22/#error-identification
https://www.w3.org/TR/UNDERSTANDING-WCAG20/minimize-error-identified.html#:~:text=3.3.1%20Error%20Identification%3A%20If%20an%20input%20error%20is,has%20occurred%20and%20can%20determine%20what%20is%20wrong.
https://www.w3.org/TR/WCAG22/#labels-or-instructions
https://www.w3.org/TR/UNDERSTANDING-WCAG20/minimize-error-cues.html
http://www.w3.org/TR/2016/NOTE-WCAG20-TECHS-20161007/G131
http://www.w3.org/TR/2016/NOTE-WCAG20-TECHS-20161007/G131
https://www.w3.org/WAI/WCAG22/Techniques/pdf/PDF5
https://www.w3.org/TR/WCAG22/#error-identification
https://www.w3.org/TR/WCAG22/#error-identification
https://www.w3.org/TR/UNDERSTANDING-WCAG20/minimize-error-identified.html#:~:text=3.3.1%20Error%20Identification%3A%20If%20an%20input%20error%20is,has%20occurred%20and%20can%20determine%20what%20is%20wrong
https://www.w3.org/TR/UNDERSTANDING-WCAG20/minimize-error-identified.html#:~:text=3.3.1%20Error%20Identification%3A%20If%20an%20input%20error%20is,has%20occurred%20and%20can%20determine%20what%20is%20wrong
https://www.w3.org/TR/UNDERSTANDING-WCAG20/minimize-error-identified.html#:~:text=3.3.1%20Error%20Identification%3A%20If%20an%20input%20error%20is,has%20occurred%20and%20can%20determine%20what%20is%20wrong
https://www.w3.org/TR/UNDERSTANDING-WCAG20/minimize-error-identified.html#:~:text=3.3.1%20Error%20Identification%3A%20If%20an%20input%20error%20is,has%20occurred%20and%20can%20determine%20what%20is%20wrong
https://www.w3.org/TR/WCAG22/#labels-or-instructions
https://www.w3.org/TR/WCAG22/#labels-or-instructions
https://www.w3.org/TR/UNDERSTANDING-WCAG20/minimize-error-cues.html
https://www.w3.org/TR/UNDERSTANDING-WCAG20/minimize-error-cues.html
http://www.w3.org/TR/2016/NOTE-WCAG20-TECHS-20161007/G131
http://www.w3.org/TR/2016/NOTE-WCAG20-TECHS-20161007/G131

The Importance of Identifying Required Form
Controls

Typically, the required fields are outlined in red in a PDF reader or editor. However,
this cannot be the only means of identifying required form controls. One reason is that
1/3 of the male population has red/green colour blindness. There are other colour
deficits that make it difficult to depend on colour as the sole indicator of anything in
digital content.

The form template must clearly indicate a strategy for identifying required form
controls. Usually, this is represented by an asterisk before the form starts.

For example, An * indicates a required field.”

However, using an asterisk can create an accessibility barrier even if it is included in
the ToolTip. Consider the fast speed that those using adaptive technology read. It is
easy to miss something that says, “First and Last Name star”. Most of the time, the
asterisk is read as a symbol, and the symbol is “star”. While those reading the text
without adaptive technology may calculate that what they are looking at is an asterisk,
this may not translate when an “*” is used in a ToolTip. Writing the word “asterisk”
may also be problematic. The clearer method of identifying a required form control is
to include the full word “required” in the Tooltip.

The asterisk can be present in the form's text as a visual reminder. Writing the
complete word required in the ToolTip provides more readability and usability for
those using screen readers at fast speeds and those using Text-to-Speech tools who
may have learning, cognitive or print disabilities.

There are two parts to indicate that form controls are required. There is usually a
check box in the Properties dialog for form controls, and the text will be in the ToolTip.

Note: Do not change the default appearance of any form control. This
includes changing the outline colour for required form controls. Your
decisions will override the end-user choices in how form controls are
displayed in the PDF form. If someone can’t visually decode the
colours you’ve chosen, they can’t swap them out for ones they can see
better if you make the colour choices.

For example, I changed all required fields to fuchsia instead of red...just because I
don’t like using red. My choice.
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Adobe Acrobat Pro DC

Set Required Form Control
From the Prepare Form tools, add a form control.

There is an opportunity to make the form control required as soon as the mouse
button is released. You’ll need to go into the Properties anyway to add the Tooltip, so
this example shows the Properties dialog method.

Once the mouse button is released, click on the “All Properties” link to open the
Properties dialog.

Add the ToolTip for the form control. For example, First and Last name (Required).

Figure 82 Text Field Properties dialog showing the Tooltip indicating a required field and the Required
check box checked (Adobe Acrobat Pro DC).

Text Field Properties n

General Appearance Position Options Actions Format Validate Calculate

MName: |Fir5tLastName

I Tooltip: |Fir5t and Last Mame - Required

Common Properties

Eorm Field:  Visible ~ (| Read Onl

Qrientation: 0 | degrees @ Required

"] Locked Close

I suggest that the entire word “required” be written so there is no confusion by
someone using their adaptive technology on a fast speed, or by someone using a
natural phoneme choice that does not recognize some symbols. The abbreviation can
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cause confusion for the same reason. If someone is reading at a fast speed with their
adaptive technology, they may hear something that sounds like “rec” which is
meaningless. If form controls are required, that fact should be clear.

Check the check box for Required in the lower right of the Properties dialog for the
form control.

Activate the close button to return to the PDF form.

Do not create required form controls unless the question is indicated as required in
the text instructions for the form.

Note: I add CamelCase names for form controls that match the
question so that when I add the <Form> Tag and annotation to the Tags
Tree, I can quickly identify the correct annotation. Without intuitive
names, form controls will be named “Text1”, “Text2”, “Checkbox1”,
Checkbox2” and forth. This can make it difficult to associate a form
control with the corresponding question in the Tags Tree as you add
them. The name of the form control is not the same as the ToolTip.

Foxit PDF Editor

Set Required Form Control
From the Form Ribbon, click on the form control you want to add to the PDF form.

Once you add the form control to the page and release the mouse button, there will be
a pop-up with the ability to name a form control and make it required. Since you must
go into the “All Properties” dialog, anyway, click on All Properties.

The Properties dialog opens. Give the form control a meaningful name.
Add the ToolTip. For example: “First and Last Name — Required”.

Click the Required check box.

Click Close.
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Figure 83 Text Field Properties showing a ToolTip that indicates a required field and the Required check
box checked (Foxit PDF Editor).
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I suggest that the entire word “required” be written so there is no confusion by
someone using their adaptive technology on a fast speed, or by someone using a
natural phoneme choice that does not recognize some symbols. The abbreviation can
cause confusion for the same reason. If someone is reading at a fast speed with their
adaptive technology, they may hear something that sounds like “rec” which is
meaningless. If form controls are required, that fact should be clear.

Note: I add CamelCase names for form controls that match the
question so that when I add the <Form> Tag and annotation to the Tags
Tree, I can quickly identify the correct annotation. Without intuitive
names, form controls will be named “Text1”, “Text2”, “Checkbox1”,
Checkbox2” and forth. This can make it difficult to associate a form
control with the corresponding question in the Tags Tree as you add
them.
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PDF 6: Using Table Elements for Table Markup in
PDF Documents

Tables in PDFs have a specific structure that includes a parent <Table> element and
child elements that create the structure of a table. It is important that even blank cells
in a table are present in a table structure to keep the table stable for adaptive
technology.

WCAG Success Criteria
PDF6: Using table elements for table markup in PDF documents*.

= Sufficient to meet 1.3.1 Info and Relationships® (WCAG 2.0, 2.1, 2.2 A).

» Understanding 1.3.1 Info and Relationships®!.
ISO 3200 - 1:2008 and ISO 14289 - 1:2014
There is currently no free version of either first iteration of the ISO PDF standards..
ISO 14289 - 1:2014.

7.5 Tables.

Table Structure Basics

A table can have merged or split cells. These cells are identified in the PDF
remediation process by using a ColSpan or RowSpan. This is typically only available
as aremediation technique if the PDF Editor has a “Table Editor” tool or equivalent.
The Table Editor tool is covered under the PDF Techniques for WCAG 2.x PDF 10.

4 PDF 6 Using table elements for table markup in pdf documents, W3C:

https://www.w3.org/ WAI/WCAG22/Techniques/pdf/PDF6

50 Success Criteria 1.3.1 Info and Relationships, W3C: https://www.w3.org/TR/WCAG22/#info-and-
relationships

51 Understanding 1.3.1 Info and Relationships, W3C: https://www.w3.org/TR/UNDERSTANDING-

WCAG20/content-structure-separation-programmatic.html
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Note: The Table Editor (where available), the Order and Reading Order
Panels are not the tools to use to remediate a table structure. This
must be done in the Tags Tree. While the Table Editor can reassign
<TH> and <TD> cells and add the ColSpan and RowSpan information
cannot remediate mistagged cells. Likewise, the Order and Reading
Order Panels can “Tag as a Table” but any remediation to the table
must be done in the Tags Tree. There are examples of mistagging using
the Order and Reading Order Panels in this section.

The following is an example of a table in the Tags Tree that does not have source
information and therefore does not have a <TFoot> Tag.

Figure 84 Sample table Tags in the Tags Tree of a PDF.

~ [ <Table>

o <j‘ < THead=>

~s B5 <TR>
5 B <TH>
5 B <THs
> B < TH=
5 EH =1R>
o <:3‘ < TBody>
we 08 <TR>
> B < TH=
3 8 <D=
3 B < T0>
> B < TO>
3 8 <D=
5 BH <TR=
y B < TR=

> B < TR>

Tables (and lists) are all about relationships. The relationship between the column and
row titles in a table to the corresponding data cells in the table. Using the correct
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elements for each part of the table in a PDF is essential to understanding the data in
the table. The following represents a well-structured table with 5 rows and 3 columns
in a PDF document.

<Table>
<THead> representing the Table Header Row(s).
<TR> There will be a <TR> Tag for every Table Row in the table.
<TH> For Table Header cells. These identify column and row titles.
<TH>

<TH>
<TBody> This Tag represents the body of the table which contains the data.

<TR>
<TH> Representing the row title.
<TD> Representing a Table Data cell.
<TD>
<TR>
<TH>
<TD>
<TD>
<TR>
<TH>
<TD>
<TD>
<TFoot> This Tag is used if the table has source information in the last row.
<TR>
<TD> This is usually a merged cell with the source cited in data.

As you move down the table elements, the corresponding content is highlighted in the
Document.

Make sure that any empty cells have an empty <TH> or <TD> cell to ensure the stability
of the table. If you are the content author, ensure that there are no empty cells in the
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table. Typically cell A1 is left blank, however, it should contain some content to
identify the information in Column A. For cells in the data range, adding a dash to
indicate that there is no data for that point provides everyone with a clear
understanding that content hasn’t been missed, there is no data for that pint.

The Tags Tree has the same look and feel in Adobe Acrobat Pro DC and Foxit PDF
Editor.

Word processed and desktop published documents have page breaks. Sometimes a
paragraph, list or table spans multiple pages. To preserve the relationship of the
information in a table (paragraph or list), all the table elements for a single table must
be in a single parent <Table> tag.

Note: It is necessary to have “Header Rows Repeat” for tables
spanning multiple pages. This allows someone reading the table data
to quickly associate the column titles with the data instead of having to
go back to the start of the table. This is done in the source application
such as a word processor.

The following is an example of a table spanning multiple pages in a Word document.
The Word document was converted to tagged PDF and remediated.

Figure 85 Table spanning two pages in a PDF showing separate <Table> Tags for each table.

e——— n

and styles also help keep your document coordinated.

> ﬂ <P>

o Ea!espersonl Elrst Half 012020| | pecond Half of 2020]

> 9 First Quarter| | Fecond Quarter] | [Third Quarter] |[Fourth Quarter]

> 9 <P | Barnaby] 00 500 500 500

5> q P> Tvia 525 650 575 775

) g 7] 21 i sty

| 250 875 500 850

> B <Teble q

> € <P>

> § <H>

> ﬂ <P>

> ﬂ <P>

> € <P>

> ﬂ <P>
Salesperson First Half of 2020 Second Half of 2020

First Quarter | Second Quarter | Third Quarter Fourth Quarter

Oscar 7650 2450 3250 4650
Cloe 1850 2585 3450 5250
Aimee 1675 2570 3850 3575
Edmund 1355 2650 3650 4500

The remediation for this type of accessibility barrier is to use the Content Panel to
Artifact the Table Headers on the subsequent page(s), then expand the second parent
<Table> Tag and move the <TR> Tags to the first <Table> structure.

The following graphic shows the remediated table.
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Figure 86 Table spanning multiple pages remediated to join the table so it is a single <Table> structure.
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> B <R First Quarter | Second Quarter | Third Quarter | Fourth Quarter
> q P> )scar [7650} 1450 650
L [ RImee 675 5 BE50]
> 9 Fmund] 1307 o)
> <P

The process of joining the Tags for a table spanning multiple pages can only be done in
the Tags Tree once the subsequent Header Rows Repeat have been made Artifacts.

Adobe Acrobat Pro DC
Tagging a Table in the Order Panel

This topic is included to demonstrate the reason not to use the Order Panel or Reading
Order Panel to create or remediate tables in PDFs.

The Tags Tree is the best place to remediate most table issues. Some elements of
tables can be remediated in the Order Panel and the Reading Order Panel, however, if
the table has been tagged incorrectly, the Tags Tree is the place to work in. For
example, if a table has been mistagged or completely missed in the tagging process,
the Order Panel can be used to create the <Table> structure.

To add a table to a PDF in the Order Panel, select the first cell contents of the table.

Hold down the Shift key and use the Down Arrow to select the remainder of the cell
contents for the table.

Right-click and choose Tag as Table. Switch to the Tags Tree to check the results.
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Figure 87 Order Panel with individual cell contents selected and context menu visible (Adobe Acrobat
Pro DC)

Show reading order panel

g [3] 2019 Show page content groups 3
= | [6] 2020 Display like elements in a single box

i [7] Jenn v Show table cells

4 18] 576 v Show tables and figures

= [9] &00 Cut
wg [10] Liar Delete Selected Item Structure

= [11] 585 Clear page structure

] e Tag as text/paragraph
=g [13] Line Tag as background/artifact
=g [141 500 Tag as figure

g [13] 675 Tag as figure/caption
Tag as table
Tag as cell
Tag as form field
Tag as formula
Tag as heading 1
Tag as heading 2
Tag as heading 3
Tag as heading 4
Tag as heading 5
Tag as heading &

Tag as reference (g)

Tag as note (z)

This technique can result in a mistagged table as shown in the following graphic. The
contents of cells for rows 1 and 2 have been combined. This cannot be remediated in
the Order Panel or the Reading Order Panel. The text must be separated in the Tags
Panel, Tags Tree.
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Figure 88 Mistagged table tagged using the Order Panel (Adobe Acrobat Pro DC).

~ [ <See work more effectively with larger, more complex tables.
v i <Teble>
Table 1 Sales from 2019 and 2020
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Using the same table sample, the results of tagging the table using the Reading Order
Panel has similar results.

Tagging a Table using the Reading Order Panel

This topic is included to demonstrate the reason not to use the Order Panel or Reading
Order Panel to create or remediate tables in PDFs.

Launch the Reading Order Panel from the Accessibility tools in the Tools Task Pane.
Select the table.

The button to create a Table becomes active.

Figure 89 Reading Order Panel showing active Table button and a table selected in a PDF (Adobe

Acrobat Pro DC).
‘ [R Auteta
:’:‘l:::“r::a:glz;.mmd the content then click one of Lli
'/ Manually Building a Table in the Tags Tree Figre
2] Before you try using the Table Editor from the Reading Order Panel it is important to be Form Field Figure/Caption
abel to understand and construct a table using tags in the Tags Tree. By working through Hesding 1 Heading 4 Table
this process, your skill in identifying problems in table tags improves and you'll be able to == ity cal

work more effectively with larger, more complex tables.

Heading 3 Heading 6
([ 1 Table 1 Sales from 2019 and 2020 ]

1£ >

O Page content order

Once the table has been tagged as a table using the Reading Order Panel, switch to the
Tags Tree to check the results. This is where you’ll see any mistagging.
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Figure 90 Table mistagged using the Reading Order Panel shown in the Tags Tree (Adobe Acrobat Pro

DC).
v [ <Sect> work more effectively with larger, more complex tables.
vl qﬂHE; Table 1 Sales from 2019 and 2020.
> B <TR>
> B <R [Salesperson] 2019] 2020
5 &\ <TR> Jennifer 576 600
5 BB <R Liam 585 650
Linda 500 b75
4

For this simple table, all the cells in column C have been lumped together in once cell.

As with mistagged tables from the Order Panel, the table structure must be remediated
in the Tags Tree. The contents of the cells will need to be separated and added to their
respective <TH> or <TD> cells once the table structure is remediated.

Foxit PDF Editor
Tagging a Table in the Order Panel

This topic is included to demonstrate the reason not to use the Order Panel or Reading
Order Panel to create or remediate tables in PDFs.

The Tags Tree is the best place to remediate most table issues. Some elements of
tables can be remediated in the Order Panel and the Reading Order Panel, however, if
the table has been tagged incorrectly, the Tags Tree is the place to work in. For
example, if a table has been mistagged or completely missed in the tagging process,
the Order Panel can be used to create the <Table> structure.

In the Order Panel, select the first cell contents of the table.

Holding down the Shift key to select the remaining parts of the table doesn’t work in
Foxit PDF Editor. You’ll need to use the Ctrl key and select EVERY cell content
individually until all the table data is selected.

Right-click and choose Tag as Table.

Switch to the Tags Tree to check the results.
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Figure 91 Order Panel with table cells selected and context menu to Tag as Table (Foxit PDF Editor).

acnerenn
Show reading order panel
Show page content groups L4
Display like elements in a single box
Show table cells

Show tables and figures

Delete Selected Itemn Structure
Cut

Clear page structure

Tag as text
Tag as figure

Tag as form field
Tag as figure/caption
Tag as heading 1
Tag as heading 2
Tag as heading 3
Tag as heading 4
Tag as heading 3
Tag as heading &
Tag as table

Tag as cell

Tag as formula

Tag as background/artifact
Tag as reference(q)

Tag as note(z)

As we saw in Adobe Acrobat Pro DC, the table has been mistagged.

This time, the cells are scattered throughout the <TR> or Table Row Tags. This means
the data will not make any sense to someone using adaptive technology to read the
PDF.

There were also some cells that were merged with others.
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Figure 92 Sample table structure created using the Order Panel with mistagged cells (Foxit PDF Editor).
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<TR> ‘ Jennifer 576 600
=88 <TD> Liam 585 650
Linda 500 675
=88 <TR>
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= <TR>
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Tagging a Table using the Reading Order Panel
This topic is included to demonstrate the reason not to use the Order Panel or Reading
Order Panel to create or remediate tables in PDFs.

Launch the Reading Order Panel from the Accessibility Ribbon.
Select the table.
The button to create a Table becomes active.

Once the table has been tagged as a table using the Reading Order Panel, switch to the
Tags Tree to check the results. This is where you’ll see any mistagging.
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Figure 93 PDF showing Reading Order Panel over the document.

Touch Up Reading Grder X
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As with mistagged tables from the Order Panel, the table structure must be remediated
in the Tags Tree. The contents of the cells will need to be separated and added to their
respective <TH> or <TD> cells once the table structure is remediated.

Figure 94 Tags Tree showing table has been mistagged.

<Table>
B <TR>
<TH> Manually Building a Table in the Tags Tree
v. Before you try using the Table Editor from the Reading Order Panel it is important to be
abel to understand and construct a table using tags in the Tags Tree. By working through
<TH> this process, your skill in identifying problems in table tags improves and you'll be able to
2019 work more effectively with larger, more complex tables.
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PDF 7: Performing OCR on a Scanned PDF

Document to Provide “Actual” Content

The text of this PDF technique for WCAG states that you are providing “Actual Text”.
However, Actual Text is an attribute on a <Figure> Tag and will not provide an
accessible PDF if you are working on a scanned graphic of a document. Since Actual
Text is an attribute, it cannot have Headings, lists, table, figures, or other structural
elements. The Actual Text editor is a plain text editor.

The WCAG technique for scanned PDFs should read that it provides access to the
content of the PDF using structural elements. These structural elements include
paragraphs, lists, graphics, tables, and Headings which are not available when the
Actual Text attribute is used.

WCAG Success Criteria
PDF7: Performing OCR on a scanned PDF document to provide actual text®.

= Sufficient to meet 1.4.5 Images of Text®® (WCAG 2.0, 2.1, 2.2 AA).

= Understanding 1.4.5 Images of Text®*.

= Sufficient to meet 1.4.9 Images of Text (No Exception)®® (WCAG 2.0, 2.1, 2.2
AAA)

=  Understanding 1.4.9 Images of Text (No Exception)®%.
ISO 14289 - 1: 2008 and ISO 14289 - 1:2014

There is currently no free version of either first iteration of the ISO standards..
ISO 32000 - 1:2008.

14.9.3Alternate Descriptions.

52 PDF 7 Performing OCR on a scanned PDF document to provide “Actual Text”, W3C:

https://www.w3.org/WAI/WCAG22/Techniques/pdf/PDF7

58 Success Criteria 1.4.5 Images of Text, W3C: https://www.w3.org/TR/WCAG22/#images-of-text
5 Understanding 1.4.5 Images of Text, W3C:

https://www.w3.org/WAI/WCAG21/Understanding/images-of-text.html
% Success Criteria 1.4.9 Images of Text (No Exception), W3C:
https://www.w3.0rg/TR/WCAG22/#images-of-text-no-exception

5 Understanding 1.4.9 Images of Text (No Exception), W3C:

https://www.w3.org/WAI/WCAG21/Understanding/images-of-text-no-exception
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How Actual Text becomes an Accessibility Barrier

Providing Actual Text for large pieces of content in scanned PDFs, including entire
pages can cause the adaptive technology to stop working as itis overwhelmed by a
large amount of text as an attribute. This is the same for pages of Alt Text.

As an attribute, someone using adaptive technology reads all the text or none of the
text. Using either the Actual Text or the Alt Text attributes on Tags prevents the end-
user from going through the text in a granular manner.

The purpose for the process of OCR (Optical Character Recognition), or text
recognition, is to provide access to the live content on the page/in the document.

Note: OCR (Optical Character Recognition) or text recognition works
best when you have a clean, clear document to work with. The poorer
the quality of the printed page, the more likely the text recognition will
have problems. At that point, a stand-alone OCR tool may be the only
means of creating an accessible PDF from the scanned content.

Using the Artifact, Alt Text, and Actual Text Attributes
and the <Caption> Tag

There are 4 possible techniques that can be used when considering graphics in PDFs.
The attributes (Artifact, Alt Text, and Actual Text) are not to be used in combination
with each other. The <Caption> Tag can be used with graphics that have the Alt Text or
Actual Text attribute. An attribute is added to a <Figure> Tag to provide additional
information about the graphic.

Avoid using Alt Text and Actual Text in a PDF. This is extra work that is not needed.
The adaptive technology looks for Alt Text. If there is no Alt Text, it then looks for
Actual Text. If there is no Alt Text or Actual Text, we simply hear “unlabelled graphic”
(not helpful).

Artifacts

After reading through ISO 32000 - 1:2008 and ISO 14289 — 1:2014, it is not clear what
an Artifact is classified as. Although in 320005 - 1:2008 there is reference to a “Tag”
when discussing Artifacts, there is no Artifact Tag.

Turning to ISO 14289 - 1:2014 7.1, Real Content and Artifacts: “Content that does not
render and does not have a rendered equivalent shall be marked as an artifact”
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Artifacts do not appear in the Tags Tree. Artifacts can be identified in the Content
Panel as a description of a Container. They do not appear anywhere else in the PDF
remediation tools.

Graphical elements that are part of the background, considered to be decorative and
do not provide additional support to relevant are Artifacts. Artifacts are not available
to adaptive technology. They are invisible. Artifacts can be decorative lines or
repeating elements (page headers and footers as well as page numbers). Table
gridlines are a good example of visual elements that should be Artifacts and not read
or seen by adaptive technology.

Note: With the publishing of PDF - 2:2020 we might see an <Artifact>
Tag in PDFs. In the past few years, when the <Artifact> Tag has been
added to the Tags tree, it has not been possible to hide Artifacts. In
turn, this makes it impossible to have a PDF/UA — 1:2014 conforming
PDF. ISO 32005 clearly states that as soon as a PDF- 2 Tag is used, the
PDF is considered a PDF- 2 document regardless of the intent of the
remediator/content author. With no means of saying “I want a PDF —
1:2014 document before conversion and no means of making the
<Artifact> Tag a true Artifact as we know them, we will not be able to
create PDF that conform to ISO 14289 - 1:2014.

Alt Text (Attribute)

Alt Text or Alternative Text is used when a graphic has relevance to surrounding
content. For example, instructions that show a dialog, a chart or diagram that
illustrates data contained in the surrounding text.

It is important to include punctuation in Alt Text. Without punctuation, text dribbles
on with no pauses and no ability to understand the structure of the Alt Text.

Alt Text should be concise and describe what the graphic is in the document instead of
describing clouds, landscapes, and costumes unless those elements are directly
related to the surrounding content. There is no “standard” for a number of characters
or words. However, the goal is to concisely describe the purpose of the graphic in the
content.

For organizational logos, Alt Text can be the “Karlen Communications logo”, for
example. The important thing about the logo is that it is a logo or brandmark that
verifies that the PDF is published by an organization.

For formulae, write out the formula in longhand. This means typing 1 plus 2 equals, 6
times 4 equals and so forth. Adaptive technology will read symbols as “star” for an *,
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slash for a “/} and dash for a -. This is true for complex equations that contain
fractions, sine and cosine and square roots. Whether symbols are read or not also
depends on the natural phoneme synthesized voice used by the end-user. A good
example of things that might be missing in the natural phoneme voices such as
Heather and Daniel. An example is the word “wasted” which the Daniel synthesized
voice reads as “was ted”.

Avoid using abbreviations when providing Alt Text for formulae.

Note: Alt Text (and Actual Text) is available to those using adaptive
technology. There are many people with disabilities who do not use
adaptive technology but who could benefit from having information
about the graphic available in surrounding content or by using a
caption for the graphic.

Actual Text (Attribute)

The use of the Actual Text attribute is a bit trickier to determine. Keeping in mind that
Actual Text is an attribute on “live content” and not “live content” as might be defined
as text on a page; we must remember that as an attribute there is no structure to the
information.

For example, if a PDF is a scanned graphic of a page or pages, using Actual text creates
accessibility barriers for those who use adaptive technology. As an attribute, if there
are Headings, lists, graphics, or tables on the visual representation of the page, these
cannot be represented in an attribute such as Actual Text (or Alt Text). Punctuation is
essential, however, not being able to distinguish structural elements or navigate the
content creates a huge accessibility barrier.

For these types of PDFs, performing OCR (Optical Character Recognition) or text
recognition is the only means of ensuring that structural Tags are available.

Another barrier for those using adaptive technology that underlines or highlights
where they are reading in the document, is that as an attribute, the highlight is not
available when large blocks of text are rendered using the Actual Text attribute. For
large blocks of text, performing OCR and ensuring that the content is correctly tagged
in the Tags Tree is the most accessible technique.

Actual Text can be used for small pieces of text, such as a paragraph, where the text
has been created in something like Adobe Illustrator or Adobe Photoshop because the
font used doesn’t have a complete character set.
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Note: Actual Text (and Alt Text) is available to those using adaptive
technology. There are many people with disabilities who do not use
adaptive technology but who could benefit from having information
about the graphic available in surrounding content or by using a
caption for the graphic.

Using the <Caption> Tag

The <Caption> Tag is used when a caption is associated with the graphic. Captions are
not attributes on a tag; they are Tags in the Tags Tree. A caption provides the content
author with a technique to add additional content that might not be in Alt Text.

Sometimes captions are prefaced by “Figure x” and sometimes they are not. They
appear directly before of after a graphic in a document.

Captions are important when they can be used to support accessibility. There re two
reasons for this:

= Ifthe document is Brailed (whether it is a PDF or not), graphics are not
embossed in the Braille document. They must be created using a separate
embosser and software. This physically separates them from the document.
Using a caption provides information that a graphic is present and, in terms of
matching tactile graphics, allows the end-user to associate the tactile graphic
with its place in the content.

= For those who cannot visually decode a graphic, providing additional
information using a caption gives more context and is available to everyone. If
the document is printed, Alt Text is not available to anyone. A caption provides
the context of the graphic to the surrounding content.
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Figure 95 The <Caption> Tag in a PDF from Word when the Caption tool is used (Microsoft 365).
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Tagging Scanned Documents (Accessibility)

It is important that you read the scanned document thoroughly once the text
recognition has been done. Often, words will have no spaces between them but won’t
show up as “suspect” text. Other issues are spaces between each character in a word.
Both scenarios create inaccessible content because none of the content makes sense.

Figure 96 Paragraph where all the words are together with no spaces between them.

|_=!!- N ourhation deueln:npsanetw::nrkn:nfE‘u‘n:hargingstatin:nns,w...
- ]

N

All the words are run together with no space between them. However, when we look at
the text on the page, there are spaces between words, and everything looks “normal”.

Figure 97 The text for the misrecognized text with no spaces between words.

As our nation develops a network of EV charging stations, we must include access for
persons with disabilifies and comply with the Americans with Disabilities Act (ADA). ADA

This is why it is essential that before you begin remediating the Tags, you read the text
to ensure it is correct.

Page 123 of 326



Figure 98 Sample scanned document after text recognition showing spaces between characters in
words.
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If the text is unreadable after performing the text recognition in a PDF Editor, you may
want to explore purchasing either ABBYY FineReader®” or Kofax OmniPage Pro®. Both
are powerful stand-alone OCR or text recognition tools. Both let you edit the text that
adaptive technology will read so that there are individual words with no spaces
between characters.

Adobe Acrobat Pro DC

Create From Scanner Tools

A scanned graphic of document pages can be started from the File, Create, From
Scanner option in Acrobat.

Go to File, Create, From Scanner.

Once you perform these keyboard commands, everything else is a mouse-dependent
activity.

57 ABBYY FineReader, ABBYY: https://PDF.abbyy.com/finereader/16/getting-started
%8 Kofax OmniPage Pro, Kofax: https://www.tungstenautomation.com/Products/omnipage
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Figure 99 File, Create, From Scanner (Adobe Acrobat Pro DC).

Edit View E-Sign Window Help
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Insert Pages L ‘E PDF from Scanner

Save

Save As... Shift+Ctr

@ﬁ PDF from Web Page...
iy PDF from Clipboard

This opens a dialog where you can choose your scanner and other settings for the
scanned graphics of pages.

When the first page is scanned, another dialog asks if the scan is complete or you want
to scan more pages.

The next step is to go to the Scan and OCR tools in the Tools Task pane and recognize
the text.

Scan and OCR Tools

This is a mouse-dependent activity.

Once you have a scanned graphic of a page or document, use the Scan and OCR tools. I
typically add these tools to the Tools Task pane.

These tools allow you to scan directly into Acrobat just as File, Create, From Scanner
does.

Once you activate Scan and OCR, a Toolbar appears just above the PDF document.

Figure 100 Scan and OCR Toolbar in Adobe Acrobat Pro DC.

E% Insert = iﬁ\ Enhance~  AA Recognize Text ~ Bates Numbering = [?': D O

The next step is to choose an option from the drop-down list for Recognize Text. In the
following graphic, “In this File” is selected.
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Figure 101 Recognize Text options (Adobe Acrobat Pro DC).

AA Recognize Text = Bates Mumi

@ In Multiple Files..

@ Correct Recognized Text
[

After choosing to recognize text in the current file, another Toolbar opens just under
the first one. This Toolbar has a setting for language and the text recognition process
itself.

Figure 102 Recognize Text Sub-Toolbar (Adobe Acrobat Pro DC).

Eé? Insert = é} Enhance  AA Recognize Text v Bates Numbering + E?‘: O O

Cancel ‘

Pages Language English (US) - # Settings

Figure 103 Recognize Text dialog for the OCR settings (Adobe Acrobat pro DC).

Recognize Text >
Pages
All pages
O Current page
From page 1 to |1
Settings
Document Language  English (US) o
Output EditahIETE{t and Images v|
Downsample To 600 dpi o
[ oK l Cancel

After the text is “recognized” the second Toolbar disappears.

Page 126 of 326



Choose the Recognize Text option again and this time choose Correct Recognized Text.

Figure 104 Recognized Text sub-menu (Adobe Acrobat Pro DC).

AA Recognize Text = Bates Numbe

[ In This File
In Multiple Files...

,@) Correct Recognized Text

The document used for this example is the same one with spaces between characters
in words that were used to demonstrate the efficiency of the Adobe Acrobat Pro DC
OCR tools.

Figure 105 Adobe Acrobat dialog showing no text reading concerns (Adobe Acrobat Pro DC).

m
Adobe Acrobat

I_o'_' '| Acrobat didn't find any text needing correction.

At this point, the PDF is not tagged. This is why we can’t trust the on-board OCR (Text
Recognition tools). Once this PDF is tagged and reviewed with a screen reader, itis
painfully obvious that there are many words with spaces between characters in words
making the content unreadable.

Figure 106 The Correct Text Recognition toolbar (Adobe Acrobat Pro DC).

I:%, Insert = é} Enhance  AA Recognize Text v Bates Numbering I}':l O O

D Review recognized text Image recognized as Cancel

In all the years since Adobe Acrobat Pro 9 that I've tested the Scan and OCR tools, I've
never been able to trust them in terms of text recognition accuracy. For that reason, I
use ABBYY FineReader. The advantage of using a stand-alone tool like FineReader is
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that you can save the resulting recognized PDF as a tagged PDF and start the
remediation in Acrobat immediately. Another advantage is that my screen reader
works in their text editor so I can go through the document and hear the
misrecognized text (if any).

Foxit PDF Editor
Convert Ribbon (Scan Tool)

The ability to scan pages or a document into Foxit PDF Editor is found in the Convert
Ribbon from Scanner.

This is a mouse-dependent activity.

Figure 107 Convert Ribbon showing From Scanner (Foxit PDF Editor).
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A dialog opens where you can choose the scanner and other settings for the resulting
pages/document.

Note: I didn’t have the choice not to use the scanner software. When 1
did use the scanner software, Foxit crashed after launching the Text
Recognition dialog. I could not create a scanned document and
perform text recognition/OCR in Foxit. I had to use Adobe Acrobat to
create the scanned document and then perform the Text Recognition
in Foxit. This was the current version of Foxit as of January 2024.

Once a page has been scanned, a dialog appears asking if you are finished scanning or
have more pages to scan.

If Foxit doesn’t crash, follow the instructions in the dialog.
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Recognize Text Tool
This is also a mouse-dependent activity.

The Recognize Text button is on the Convert Ribbon.

The options under the Recognize Text button are performing the text recognition in the

Current File or in Multiple Files.

The ability to go through any misrecognized text is in the dialog for recognizing the

text.

Note: During this process, the PDF is not tagged. This is why we can’t
trust the on-board OCR (Text Recognition tools). Once this PDF is
tagged and reviewed with a screen reader, it is painfully obvious that
there are many words with spaces between characters in words
making the content unreadable.

Figure 108 Recognize Text options in the Convert Ribbon (Foxit PDF Editor).
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Once a choice is made, the Recognize Text dialog opens. Typically, the options won’t
change unless you are working with a document in a different language.
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Figure 109 Recognize Text dialog (Foxit PDF Editor).
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The same document was used for both Adobe Acrobat Pro DC and the Foxit PDF Editor
for this PDF technique. The result was the same. Foxit PDF Editor notified me that the
search was complete.

Figure 110 The Search Complete dialog (Foxit PDF Editor)

Foxit PDF Editor X

o Search completed.

The Search Complete dialog appeared sometimes once the text recognition was
complete and at other times it did not.
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Here is where things get weird in Foxit PDF Editor. Feel free to skip this section and
recognize you can’t create a tagged PDF at the current time using Foxit PDF Editor on a
scanned PDF.

Figure 111 OCR Suspects dialog (Foxit PDF Editor).
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[ Check all
..... I
[ Mot Text Accept

I will continue with the troubleshooting I used purely out of interest.

You must check the “Check All” check box in the OCR Suspects dialog to have the “Not
Text” and “Accept” buttons active.

BUT...

I first tried to go through the suspects one by one and use the buttons to identify the
suspect text individually. For example, choosing Not Text for the page number (vii) but
unchecking the “1990” because that was correct.

The result was that when I tagged the PDF, the Tags were empty.
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Figure 112 OCR Suspects dialog showing "Check All" checked and buttons active (Foxit PDF Editor).
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Figure 113 Tags Tree after Text Recognition (Foxit PDF Editor).
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I then tried dealing with the suspects individually.

Figure 114 OCR Suspects dialog showing different options chosen (Foxit PDF Editor).
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I tried every combination I could think of to get a tagged PDF with content in the Tags
in the Tags Tree. I was not successful. I could not create a tagged PDF from a scanned
PDF using the Foxit PDF Editor.

Stand-alone OCR Tools

I added this section as an example of a stand-alone OCR tool with a high accuracy rate.
ABBYY FineReader and Kofax OmniPage Pro are examples of a stand-alone OCR tool.

One of the advantages of a stand-alone OCR tool is that if you don’t have the original
Word or PowerPoint content, you can save the PDF with more accuracy than the
Adobe Acrobat Pro DC or Foxit PDF Editor tools to export content.

A scanned PDF can be opened in a stand-alone OCR tool and saved as a searchable
PDF. The OCR is done seamlessly as the PDF is opened.

In ABBYY FineReader there are three ways to open a PDF whether it is a scanned PDF
or not:
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Press Ctrl + letter O and choose the PDF to open. This opens the PDF without
the OCR Editor. It is a tool for fast open and save functionality. The OCR is done
seamlessly during the file opening process.

Scan a PDF directly into the OCR Editor or open a PDF in the OCR Editor. This
tool allows you to access the editor to review any OCR errors and resave the
PDF without saving the OCR Editor work as an OCR Project. This tool can be
used when you don’t anticipate the work on a file to take hours or days. You can
still check for no spaces between words and spaces between characters in
words.

Create an OCR Project and use a text editor to go through the OCR and suspect
process in detail, ensuring that there are spaces between words and that there
are no spaces between characters in word. This tool is used for files that might
take hours or days where you want to save and reopen a project.

Open a Scanned PDF in ABBYY FineReader

Since I have this software, I’'ll use ABBYY FineReader for this example. OmniPage Pro
has similar capabilities.

There are options for working with PDFs once FineReader is launched. I’ll focus on the
File menu options.

The first option is to open a PDF. This opens a PDF without using the OCR Editor or
creating a project. If you decide to create a project once a PDF is open, you can return
to the File menu and save the PDF as a project.

To open a PDF, the keyboard command is Ctrl + the letter O, then choose the location
and PDF.

Figure 115 ABBYY FineReader File menu options.

Mew POF Document

h Open PDF Document... I

Convert To 4

Scan Jo 3
[ Openin OCR Editor.
Scan to OCR Editor

Mew OCR Project

e
$ Open OCR Project...
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Once a PDF is open, the OCR is done seamlessly, and you can resave the PDF as a
searchable PDF or other file format.

OCR Editor

The next options are to scan a PDF directly into the OCR Editor, or to open a PDF in the
OCR Editor. Use this option if you think the document might have serious text
recognition issues. This option should also be used if you have a document with Full
Justification. Full Justification creates an accessibility barrier because words are
divided at the end of lines. For example, the word “disability” is divided as “dis-ability”
which is read as “dis hyphen ability”.

This accessibility barrier affects those using screen readers, Text-to-Speech tools and
those who have learning, cognitive or print disabilities. The breakup of the word is one
issue; and the reading of the hyphen is another when it comes to comprehension and
understanding of the content. As I stated, the “optional hyphens” can be removed
using the Find and Replace Optional Hyphens” tool in FineReader.

Figure 116 Sample of text with hyphen (top); remediated text (bottom) in ABBYY FineReader OCR Editor.

Recalling the several United Nations declarations cul -
minating in the {993 United Nations Standard Rules on

Recalling the several United Nations declarations culminating
in the 1993 United Nations Standard Rules on
the Equalization of Opportunities for Persons with

The visual representation and layout in the PDF is the same. The underlying text that
will form the Tags is what you are editing. I know, it takes getting used to.

One of the things I tell people working in the field of PDF remediation is to let go of the
visual and focus on the content and make it accessible.

The keyboard command to Open in OCR Editor is Ctrl + R.

The keyboard command to Scan to OCR Editor is Ctrl + S.
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Figure 117 Open in OCR Editor and Scan to OCR Editor in ABBYY FineReader.
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When a PDF is finished with a review and edit process, it can be resaved as a
searchable PDF or other file format. If the work takes longer than expected, it can be
saved as an OCR Project from the File menu.

OCR Project

The next option is to work with the PDF as an ongoing OCR project. This is used for
documents that were poor scans or poor photocopies that were scanned; or for
documents that had personal notes in the margins or highlight, underline, or any other
notations. The OCR Project option is used for long documents that may take several
hours or days to go through.

Figure 118 File menu, New OCR Project and Save OCR Project in ABBYY FineReader.

Mew PDF Document

. Open PDF Document...
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Scan to OCR Editor

Mew OCR Project

Open OCR Project...

When the option to work with an OCR Project is chosen (or to work with the OCR
Editor), there is a change in the user interface. Just under the Menu bar is a series of
Toolbars. Just under the Toolbars, on the left is a Thumbnail Pane of all pages in the
document. To the immediate left of the Thumbnail Pane is the current page being
worked on.
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= To create New OCR Project press Ctrl + Shift + N.
= To Open OCR Project press Ctrl + Shift + the letter O.

= Ifyou’ve been working in the OCR Editor and want to save the document as an
OCR Project, press Ctrl + Shift + S to save the OCR Editor work as an OCR
Project.

To the immediate left of the current page view is the OCR Editor. This is where you can
use a screen reader or Text-to-Speech tool to review and edit the text of the PDF.

Figure 119 OCR Project including OCR Editor in ABBYY FineReader.

as enshrined in the 1948 Universal Declaration of
Human Rights, and renewing the pledge made by the
world community at the 1990 World Conference on

HQu CLM&o i@ ~e ™ Qo g g

As you work through the OCR Editor, a rectangle appears on the current page view
showing where you are in the page.

Under the Current Page Pane and the OCR Editor is a zoomed in view of the content on
the page.

For those documents that are blurry and you’re not sure what text you are seeing on
the current page, there is an ability to Zoom In and Zoom Out of the views.
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Saving the PDF in ABBYY FineReader

Once the PDF has been remediated, there are several options for saving the PDF. If you
want Tags, choose File, Save As, Searchable PDF.

Other options include Microsoft Word, PowerPoint or Excel document, HTML and
EPUB formats.

Figure 120 File menu, Save As options in ABBY FineReader.
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PDF 8: Providing Definitions for Abbreviations
via an “E” Entry for a Structure Element

The use of the technical term “E Entry” can be confusing. In plain language, this is
Expansion Text in the Object Properties dialog, using the Content tab.

WCAG Success Criteria

PDFS8: Providing definitions for abbreviations via an E entry for a structure element®.

= Sufficient to meet 3.1.4: Abbreviations® (WCAG 2.0 AAA) when used with G102:
Providing the expansion or explanation of an abbreviation®:.

= Understanding 3.1.4 Abbreviations®.
ISO 32000 - 1:2008 and ISO 14289 - 1:2014

There is no free version of either first iteration of the ISO PDF standards..

ISO 32000 - 1:2008.

Page 579.

The use of Acronyms and Abbreviations

The Canadian federal government guidelines/style guide indicates that if an acronym
is used throughout a long document, the acronym or abbreviation should be defined

every 5 pages. Other organizations and government entities may have other criteria.

% PDF 8 Providing Definitions for Abbreviations via the “E” entry for a structure element, W3C:
https://www.w3.org/ WAI/WCAG22/Techniques/pdf/PDF6

80 Success Criteria 3.1.4 Abbreviations, W3C: https://www.w3.org/TR/WCAG22/#abbreviations
61 Guideline 102 Providing the expansion or explanation of an abbreviation, W3C:
https://www.w3.org/ WAI/WCAG21/Techniques/general/G102

52 Understanding 3.1.4 Abbreviations, W3C:

https://www.w3.org/WAI/WCAG21/Understanding/abbreviations
Page 139 of 326


https://www.w3.org/WAI/WCAG22/Techniques/pdf/PDF8
https://www.w3.org/TR/WCAG22/#abbreviations
https://www.w3.org/WAI/WCAG21/Techniques/general/G102
https://www.w3.org/WAI/WCAG21/Techniques/general/G102
https://www.w3.org/WAI/WCAG21/Understanding/abbreviations
https://www.w3.org/TR/WCAG22/#abbreviations
https://www.w3.org/WAI/WCAG21/Techniques/general/G102
https://www.w3.org/WAI/WCAG21/Understanding/abbreviations

Note: Avoid using acronyms or abbreviations in the Alt Text or Actual
Text attributes! Avoid using abbreviations or acronyms in Alt Text for
mathematical or scientific formulae! This is another limitation of the
Actual Text attribute; you can’t add expansion text for acronyms.

Adobe Acrobat Pro DC

Add Expansion Text for Acronyms and Abbreviations
The first step in the process is to isolate the acronym or abbreviation using the <Span>

tag.

Figure 121 The Tags Tree showing the <Span> Tag used to isolate an acronym (Adobe Acrobat Pro DC).
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are blind or visually disabled.

For dacronyms:

The NFBJlis an American organization

Once the acronym is isolated from the rest of the sentence text, select the <Span> Tag

and choose Properties.

Figure 122 Object Properties dialog showing the Content tab, Expansion Text editor (Adobe Acrobat Pro

DC).

Object Properties al

Content Tag Color
Type: Container
Container Tag: | Article -

Structure Tag:  Article

Expansion Text: r
°q

Language: ~

Edit Dictionary...

Close

When the Object Properties dialog opens, press Ctrl + shift + Tab to move to the
Content tab. Press Alt + X to move to the Expansion Text editor.
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Add the expansion text.

A best practice is to identify the acronym first, followed by a dash and then followed by
the description of the acronym. In the example, the expansion text would be “NFB —
National Federation of the Blind”.

Move to and activate the OK button.

Foxit PDF Editor

Adding Expansion Text for Abbreviations and Acronyms

The first step in the process is to isolate the acronym or abbreviation using the <Span>
tag.

Figure 123 Acronym isolated using the <Span> tag (Foxit PDF Editor).

5 <P> 1
For acronyms:
@ The
+® <Span> The NFB-is an American organization of people who are blind or visually disabled.

@ is an American organiz:

Once the acronym is isolated from the rest of the sentence text, select the <Span> Tag
and choose Properties.

Figure 124 Object Properties dialog Showing Content tab, Expansion Text editor (Foxit PDF Editor).

Object Properties nl

Content  Tag Calor

Type  Container

ContainerTag: | Span -

Structure Tag:  Span

Expansion Text: I

Language:

Edit Dictionary...

Close

When the Object Properties dialog opens, click on the Content tab. Click in the
Expansion Text edit area.
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Add the expansion text.

A best practice is to identify the acronym first, followed by a dash and then followed by
the description of the acronym. In the example, the expansion text would be “NFB —
National Federation of the Blind”.

Move to and activate the OK button.

Note: You cannot use Foxit PDF Editor to test whether screen readers
will read the Expansion Text or not. The Foxit PDF Editor does not
support attributes on Tags at this point in time. This is true for
language changes for words or phrases using the <Span> Tag as well.
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PDF 9: Providing Headings by Marking Content
with Heading Tags in PDF Documents

The use of sequential Headings in content is essential for both visual navigation and
navigation by those using adaptive technology such as screen readers.

WCAG Success Criteria
PDF9: Providing Headings by marking content with Heading Tags in PDF documents®.

= Sufficient to meet 1.3.1 Info and Relationships® (WCAG 2.0 A).

» Understanding 1.3.1 Info and Relationships®°.
= Sufficient to meet 2.4.1 Bypass Blocks® (WCAG 2.0 A).

= Understanding 2.4.1 Bypass Blocks®’.
= Sufficient to meet 1.3.2 Meaningful Sequence® (WCAG 2.0, 2.1, 2.2 A).

= Understanding Meaningful Sequence®®.
= Sufficient to meet 1.3.6 Identify Purpose” (WCAG 2.1, 2.2 AAA).

= Understanding 1.3.6 Identify Purpose”:.
= Sufficient to meet 2.4.8 Location”? (WCAG 2.0, 2.1, 2.2 AAA).

» Understanding 2.4.8 Location”.

5 PDF 9 Providing Headings by marking content with Heading Tags in PDF documents, W3C:
https://www.w3.0rg/WAI/WCAG22/Techniques/pdf/PDF9

64 Success Criteria 1.3.1 Info and Relationships, W3C: https://www.w3.org/TR/WCAG22/#info-and-
relationships

6 Understanding 1.3.1 Info and Relationships, W3C:
https://www.w3.0org/WAI/WCAG21/Understanding/info-and-relationships

56 Success Criteria 2.4.1 Bypass Blocks, W3C: https://www.w3.org/TR/WCAG22/#bypass-blocks

57 Understanding 2.4.1 Bypass Blocks, W3C:
https://www.w3.0rg/WAI/WCAG21/Understanding/bypass-blocks

% Success Criteria 1.3.2 Meaningful Sequence, W3C: https://www.w3.org/TR/WCAG22/#meaningful-
sequence

% Understanding 1.3.2 Meaningful Sequence, W3C:
https://www.w3.org/WAI/WCAG22/Understanding/meaningful-sequence.html

70 Success Criteria 1.3.6 Identify Purpose, W3C: https://www.w3.org/TR/WCAG22/#identify-purpose
7t Understanding 1.3.6 Identify Purpose, W3C:
https://www.w3.org/WAI/WCAG22/Understanding/identify-purpose.html

72 Success Criteria 2.4.8 Location, W3C: https://www.w3.org/TR/WCAG22/#location

78 Understanding 2.4.8 Location, W3C:
https://www.w3.org/WAI/WCAG22/Understanding/location.html
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= Sufficient to meet 2.4.10 Section Headers” (WCAG 2.0, 2.1, 2.2 AAA)..
= Understanding 2.4.10 Section Headers”.

= Sufficient to meet 3.2.3 Consistent Navigation’® (WCAG 2.0, 2.1, 2.2 AA)..

= Understanding 3.2.3 Consistent Navigation”’.
ISO 32000 - 1:2008 and ISO 14289 - 1:2014

There is currently no free version of the first iteration of the ISO PDF standards..
ISO 14289 - 1:2014.

7.4 Headings.

Why Sequential Headings Are Essential

The use of sequential Headings provides an outline of the document's contents. This
hierarchical view assists in understanding the structure of the content. Even if a
fragment of a PDF, such as a chapter or journal article, is tagged out of the book or
volume, it is essential that the sequential Heading structure is retained for the
publication. This may mean that a PDF starts with a <H2> or <H3> depending on how
the book or column is organized.

Note: It is essential to note that in non-HTML content, you can have
more than one Heading level 1 or H1. Documents and presentations
are a continuous flow of content, not separate pages.

In word-processed and desktop-published documents, Headings can be used to
generate a Table of Contents. In Microsoft Word, there is a Navigation Pane that shows
Headings and their levels. This gives everyone an opportunity to locate the content
they want and begin reading at that point.

However, if a document does not have a Table of Content, those using adaptive
technology navigate the content by Heading. The Headings will also appear in the
Navigation Pane to the left of the document in Word. This lets anyone find the content
they want when they want it. Headings also convert to Bookmarks in tagged PDFs.

74 Success Criteria 2.4.10 Section Headers, W3C: https://www.w3.org/TR/WCAG22/#section-Headings
7® Understanding 2.4.10 Section Headers, W3C:

https://www.w3.0org/ WAI/WCAG22/Understanding/section-Headings.html

76 Success Criteria 3.2.3 Consistent Navigation, W3C: https://www.w3.org/TR/WCAG22/#consistent-
navigation

77 Understanding 3.2.3 Consistent Navigation, W3C:
https://www.w3.org/WAI/WCAG22/Understanding/consistent-navigation.html

Page 144 of 326


https://www.w3.org/TR/WCAG22/#section-headings
https://www.w3.org/WAI/WCAG22/Understanding/section-headings.html
https://www.w3.org/TR/WCAG22/#consistent-navigation
https://www.w3.org/WAI/WCAG22/Understanding/consistent-navigation.html
https://www.w3.org/TR/WCAG22/#section-headings
https://www.w3.org/WAI/WCAG22/Understanding/section-headings.html
https://www.w3.org/TR/WCAG22/#consistent-navigation
https://www.w3.org/TR/WCAG22/#consistent-navigation
https://www.w3.org/WAI/WCAG22/Understanding/consistent-navigation.html

Headings created by “flinging” formatting at text (direct formatting) may be visually
distinct but when screen readers or Text-to-Speech tools come across them, they are
simply paragraphs with no more importance in terms of understanding content than
any other paragraph in the document. This means any ability to navigate by Heading is
lost to adaptive technology.

The method used to identify changes in topic or navigational points in documents is
the use of Headings and ensuring that Headings are sequential. This means that a
Heading 1 is followed by a Heading 2, not a Heading 3. Headings are not skipped.

Of course, this involves thinking about content before it is written and “designing” the
structure of the content to allow for sequential Headings.

What if sequential Headings are not used?

Figure 125 Sample of text with no Headings, illustrating difficulty navigating content.

Introduction

Video provides a powerful way to help you prove yvour point. When you click Online Video,
smyou can paste in the embed code for the video you want to add. You can also typea
keywordto search online for the video that best fits your document,

To make your document look professionally produced, Word provides header, focter, cover
page, and text box designs that complement each other. For ezample, you can add a
matching cover page, header, and sidebar. Click Insertand then choose the elements you
want from the differsnt galleries.

Background

To make your document look professionally produced, Word provides header, focter, cover
page, and text box designs that complement each other, For ezamyple, youcanadd a
matching cover page, header, and sidebar. Click Insertand then choosethe elements you
want from the different galleries.

Historical Perspactive

Themes and styles also help keap your document coordinated. When you click Design and
choose a new Theme, the pictures, charts, and Smartart graphics change to match your
new theme. When you apply styles, your headings change to match the new theme.

Ontaric

Savetime in Word with new buttons that show up where you need them. To change the
way a pleturs fits in your document, click it and a button for layout options appears neztto
it. When you work on atable, click where you want to add a row or a column, and then click
the plus sign.

As those using screen readers read through a document or navigate using Headings, if
a Heading level is skipped, we often think that we missed something, that our adaptive
technology has stopped working, that an application has crashed...and we begin
troubleshooting trying to find the “missing content”.

The use of styles, including Heading styles, is foundational to creating and remediating
digital content to be accessible.

The following graphic illustrates how adaptive technology “sees” text with direct
formatting (not using Heading Styles).
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Heading Levels in PDFs
There are 6 levels of Headings in PDFs. This matches the 6 levels of Headings in HTML.

If a document has more than 6 levels of Headings (H7, H8 and so forth) these Heading
levels should be mapped or converted to H6s in the PDF document. They are still
navigational points.

Knowing the limitations of Heading levels in PDFs, content authors should ensure that
there are only 6 levels of Headings in the source document to avoid having to
remediate the PDF.

Adobe Acrobat Pro DC
Editing a Tag

When a Heading is tagged incorrectly, it can be remediated in the Tags Tree by either
pressing the F2 key to go into Edit mode or double-clicking the Tag to go into Edit
mode.

Figure 126 A Tag in the Tags Tree before editing (Left) and after editing (Right) (Adobe Acrobat Pro DC).

~ 7 Tegs v B Tags
v @@ <Document> v <Document>
> 9 > q[<Hi>
5 € <P> > € =P
> 4 <P> > q <P>

In the Tags Tree, select the Tag that needs remediation.
Double-click the mouse to go into Edit mode.
If the Function keys work on your keyboard, you can press F2 to go into Edit mode.

Keep the <and > and replace any of the characters between them. For example, if the
Tag is <P>, delete the P and replace it with H1, H2, H3, H4, H5 H6 for various Heading
levels. This technique can be used to edit any Tag. Tags are case sensitive!

Once the edit is made, either press Enter or click off the Tag to confirm the change.

Using the Order Panel to Remediate a Tag
In the Order Panel select the element that should be a Heading.

Press the AppKey or right-click and choose one of the Heading levels in the context
menu.
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Figure 127 Order Panel context menu Tag as Heading options (Adobe Acrobat Pro DC).
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Using the Reading Order Tool to Remediate a Tag
Launch the Reading Order Panel from the Accessibility tools in the Tools Task Pane.

Select the text that should be a Heading (in this example) using the Hand tool.

Click one of the Heading levels in the Reading Order Panel.
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Figure 128 Reading Order Panel showing Heading levels highlighted to text (Adobe Acrobat Pro DC).
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Foxit PDF Editor
Editing a Tag

When a Heading is tagged incorrectly, it can be remediated in the Tags Tree by double-
clicking the Tag to go into Edit mode.

In the Tags Tree, select the Tag that needs remediation.
Double-click the mouse to go into Edit mode.
The F2 key does not work in Foxit PDF Editor to go into Edit mode.

Keep the <and > and replace any of the characters between them. For example, if the
Tag is <P>, delete the P and replace it with H1, H2, H3, H4, H5 H6 for various Heading
levels. This technique can be used to edit any Tag. PDF Tags are case sensitive!

Once the edit is made, either press Enter or click off the Tag to confirm the change.
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Figure 129 A Tag in the Tags Tree before editing (Left) and after editing (Right) (Foxit PDF Editor).
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Using the Order Panel to Remediate a Tag
In Foxit PDF Editor, open the Navigation panel and select the Order Panel.

You may need to add it to the Navigation Panel again. Foxit doesn’t allow you to keep
the tools you need in the Navigation Pane.

Select the text that needs to be a Heading (In this example) and right-click to open the
context menu.

Click one of the Heading levels in the Context menu.
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Figure 130 Order Panel showing context menu for an element and the ability to Tag as Heading levels
(Foxit PDF Editor).
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Using the Reading Order Panel to Remediate a Tag

In the Foxit PDF Editor, go to the Accessibility Ribbon and click on the Reading Order
button.

The Reading Order Panel opens and floats over the user interface.
Select the text that should be a Heading (in this example) using the Hand tool.

Click one of the Heading levels in the Reading Order Panel.
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Figure 131 Reading Order Panel showing Heading levels highlighted to text (Foxit PDF Editor).
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Microsoft Word 365

There are several ways to work with styles in Microsoft Word. This section outlines
them. There is no “right” or “wrong” way to work with styles. At some point in time,
you may use all of them.

My recommendation is to put the Apply Styles Pane on the Quick Access Toolbar,
where it is easily accessed. I have a free tutorial on how to do this through my
Teachable site (Microsoft Office Resources and Tutorials).

Figure 132 The Quick Access Toolbar with the Apply Styles Pane added and in focus (Microsoft Word
365).

IQuluSave @ o) [ Save Y Undo Paragraph Alignment ~ Style: [5] Send to Microsoft PowerPoint @ Unlink Fields [ Update g
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The Quick Styles Gallery
The Quick Styles Gallery is in the Home Ribbon.

Figure 133 Quick Styles Gallery in the Home Ribbon showing Heading styles.
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Styles

By default, the first three levels of Headings are in available. Headings 4, 5, 6 and so
forth are hidden until they are used. They can be added to a Word template and can be
shown by default, but this technique is not covered in this tutorial. There is a tutorial
in the free online area of my Teachable course: Microsoft Office Tutorials and
Resource Documents’.

Applying Heading Styles using the Keyboard

Heading styles in Word documents can be applied using the keyboard. While there are
only keyboard commands for the first three Heading levels, keyboard commands can
be created for other Heading levels. There are instructions in a tutorial in the free
Microsoft Office Tutorials and Resources’ on my Teachable site.

For the first three levels of Headings in a Word document:
= Press Ctrl + Alt + number 1 for Heading 1.
= Press Ctrl + Alt + 2 for Heading 2.
= Press Ctrl + Alt + 3 for Heading 3.

In the Microsoft Office Resources and Tutorials free area of my Teachable site, I have a
tutorial on how to create a custom shortcut for the other three Heading levels.

The Styles Pane

Styles, including Heading styles can be applied using the Styles Pane. The icon for the
Styles Pane is in the lower right of the Styles Gallery. It is faster to use Alt + H, FY for
the Home Ribbon, Styles Pane to open the Styles Pane.

78 Microsoft Office Tutorials and Resources, Karen McCall Teachable: https://karen-
mccall.teachable.com/p/microsoft-office-tutorials-and-resource-documents
7 Microsoft Office Tutorials and Resources, , Kaen McCall Teachable: https://karen-
mccall.teachable.com/p/microsoft-office-tutorials-and-resource-documents
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Figure 134 Styles Pane in Word.
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The Apply Styles Pane

The Apply Styles Pane is not on any Ribbon. It can be added to the Quick Access
Toolbar. There are instructions on how to do this in the free Microsoft Office Tutorials

and Resources® on my Teachable site.

Press Ctrl + Shift + S to open the Apply Styles Pane.

80 Microsoft Office Tutorials and Resources, Karen McCall Teachable: https://karen-
meccall.teachable.com/p/microsoft-office-tutorials-and-resource-documents
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Figure 135 The Apply Styles Pane in Word.
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AutoComplete style names

The style in use at the cursor point is in the combo box. You can either type in the style
you want to use, for example, Heading 1, or press Alt + Down Arrow to open the list of
styles. Then select the one you want to use, and press Enter or click on it.

To close the Apply Styles Pane, press Ctrl + Spacebar while the focus is in the Apply
Styles Pane, then press C for Close.

Figure 136 The Apply Styles Pane on my Quick Access Toolbar showing the Normal style in use.

AutoSave (@ off) [H Save ) Undo Paragraph Alignment Style: [Normal u]

When the Apply Styles Pane is on the Quick Access Toolbar, it is easier to use and
view the style at the cursor point. It is also keyboard accessible. The other methods
are, however, with the Quick Styles Gallery and the Styles Pane, you must repeatedly
arrow around until you find what you are looking for. Having the Apply Styles Pane on
the quick Access Toolbar saves time. For example, on my computer, the Apply Styles
Pane is accessed by pressing Alt followed by 5 (not Alt + 2). I can then type the style I
want. For example, Heading 1 and press Enter to apply it to selected text.

Modifying the Heading Style
Any style can be modified to give you the look and feel you want. For example, I've
modified all Heading styles to be black text bold, Aptos Serif.

To modify a Heading style:

= Inthe Quick Styles Gallery, right-click on the Heading style you want to modify
and choose Modify from the context menu.

= Inthe Styles Pane, right-click on the style you want to modify and choose
Modify.
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= Inthe Apply Styles Pane Tab to and activate the Modify button. If you use the
keyboard, this is the fastest method.

The Modify Style dialog opens.

Figure 137 Modify Style dialog in Word for Heading 1.

Modify Style ? X
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Font: 20 pt, Bold, Space I
Before: 12 pt

After: O pt, Keep with next, Keep lines together, Level 1, Style: Linked, Show in the Styles I
gallery, Priority: 10

@ :dd to the Styles gallery [_| Automatically update
0 Only in this document 'Z::Z' Mew documents based on this template

Format - oK ] Cancel

To modify the font, paragraph, border, or other attributes, press alt + letter O to open
the context menu for Format. Do not use direct formatting, selecting text and applying
formatting to text. Direct formatting creates accessibility barriers.

Once you’ve modified the style, you have the choice to have the modifications “Only in
this Document” which is the default, or “New Documents Based on this Template”.
Make sure you choose the correct one!
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Note: It is not recommended that you make major modifications to the
Normal document template, which you see when you press Ctrl + N or
when you go to File, New, Blank Document. Over time, this can get
messy, and you’ll lose track of what styles are used for specific types
of documents. Create templates for specific document types such as
newsletters, memos, and reports.

Creating a New Heading Style

When you need a different look and feel for a Heading but still want to be able to use
Heading 1 in Word documents, you can create a New Style based on an existing one.

If you are creating a new Heading style, make sure it is based on an existing Heading
style. If it isn’t, the role it will have in the document will be as a Palin paragraph. This
means it will not be a navigational point, not be in a Table of Contents and not be
converted to a Bookmark when the document is converted to tagged PDF.

Figure 138 Create New Style from Formatting dialog in Word.
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Format = Cancel

The button for New Style is located at the bottom left of the Styles Pane.
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Figure 139 The New Style button at the bottom left of the Styles Pane in Word.

| SR Prewiew
Dizable Linked tyles

,' "1-:1 Cptians..,

It is recommended that new styles contain names like the style they are based on. This
lets you see them in alphabetical order in the Styles Pane.

Figure 140 New Style button at the bottom left of the Styles Pane in Word.
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Microsoft PowerPoint 365
Title Slides, Slide Titles, and Section Header Slides

There are no styles in PowerPoint. Presentations are created based on Templates.
Templates, in turn, can be saved as Themes that can be applied to new or existing
presentations.

However, the slide title placeholders are used to create the document or presentation
outline when the presentation is converted to tagged PDF.

It is essential that the default slide title placeholders be used for the Title Slide,
Section Header slides and all slides in a presentation.
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Figure 141 Three slides showing the Title slide, general slide and Section Header slide in a presentation
(PowerPoint 365).

Slide Title

Presentation Title
Section Header/Topic Change

Avoid replacing the default Slide Title placeholders with Text boxes. The default Slide
Title placeholders are “programmed to be Headings in a tagged PDF. They also provide
the navigational structure in a PowerPoint presentation.

We often use the same slide repeatedly without realizing that there are other slide
layouts that can create visual interest in our presentations.

Press Alt + H, letter I, to see the Slide Layout Gallery. These are the slide layouts
available for any PowerPoint presentation. Layouts can be customized either as a
“one-off” or using the Slide Master (when creating a template). I have a fee-based,
self-paced online course, “Accessible PowerPoint: A Primer®'”, on my Teachable site.

Two seldom used slide layouts I’d like to draw your attention to are the Picture with
Caption and Content with Caption layouts. These slide layouts can be used when more
than Alt Text is needed to describe graphics or tables.

Figure 142 An example of the "Picture with Caption" slide layout in PowerPoint 365.

Picture with \
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add more detail about the graphic. This \
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in the Picture placeholder to the right of BV N

this placeholder.

81 Accessible PowerPoint: A Primer, Karen McCall Teachable: https://karen-
mccall.teachable.com/p/accessible-powerpoint-a-primer
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The preceding graphic is an example of the “Picture with Caption” slide layout. Not
only does it provide an area for a longer description of the graphic, but it also provides
a different visual layout for the audience.

The following example is of the “Content with Caption” slide layout. It also has an area
for alonger description. However, any type of content can be added in the placeholder
to the right of the “caption” placeholder area. I suggest using this slide layout for
tables where you need more description on the slide instead of putting it in the
Speaker Notes area or on a different slide.

Remember, Alt Text is an attribute, and although it requires punctuation, it is only
available to those using adaptive technology such as screen readers or Text-to-Speech
tools. The slide contains a small table; however, this is a great slide to use for complex
data tables where you have space to provide specific details from the table.

Figure 143 An example of how the "Content with Caption" slide layout can be used to provide details
about complex tables in PowerPoint 365.

, Sulesporson {2021 a2
Content with Salosperson __
. Barnaby 1775 2000
Caption Olivia 1650 2250
In this “Content with Caption” layout, Zole 1500 2750
I've added a table.
Hamish 16750 2900

This is the area where the details you
want to talk about would go.
For xomplex tables, what is the

important data you want th e audience to
know?

When slide layouts are used keeping the Slide Title placeholders, the title of the
presentation will be converted as a Heading 1 in a tagged PDF. Slide Title placeholders
on general slides will be tagged as Heading 2. The change of topic text in the Section
Header slides will also be tagged as a Heading 1.
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Remediating Slide Title Placeholders in PowerPoint

In PowerPoint, the Accessibility Ribbon is available when the Alt Text Pane or the
Accessibility Pane is open.

Figure 144 Accessibility Ribbon in PowerPoint 365 showing the Slide Title button.
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The Accessibility Pane appears just after the Picture Format Ribbon When the Alt Text
Pane is open. Press Alt +Alt + J, B, T the number 1 to add a Slide Title placeholder to

the slide.

Figure 145 Part of the Accessibility Ribbon in PowerPoint 365 showing the Slide Title option.
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PDF 10: Providing Labels for Interactive Form
Controls in PDF Documents

When creating interactive PDF forms, it is essential that Tooltips are added. ToolTips
are a bit different than “labels” in HTML. An interactive form is one that allows people
to download it and fill it out using their adaptive technology. While some PDF forms
open automatically in a browser, it is recommended that the PDF form be downloaded
and filled out to access all the accessibility tools available to the adaptive technology.
This also allows the person filling out the form to save a copy of the form for their
records and to fill it out at their own pace. An interactive form is not one that you print
and fill out, then send by mail or scan back into the computer and send by e-mail.

WCAG Success Criteria
PDF10: Providing labels for interactive form controls in PDF documents®.

= Sufficient to meet 1.3.1 Info and Relationships® (WCAG 2.0 A).

= Understanding 1.3.1 Info and Relationships?.
= Sufficient to meet 3.3.2: Labels or Instructions® (WCAG 2.0 A).

=  Understanding 3.3.2 Labels or Instructions?®.

= Sufficient to meet 4.1.2: Name, Role, Value?” (WCAG 2.0 A) when used with

.G135: Using the accessibility API features of a technology to expose names and
notification of changes?®.

®  Understanding 4.1.2 Name, Role, Value®®.

82 PDF 10 Providing labels for interactive form controls in PDF documents, W3C:

https://www.w3.0rg/ WAI/WCAG22/Techniques/pdf/PDF10

8 Success Criteria 1.3.1 Info and Relationships, W3C: https://www.w3.org/TR/WCAG22/#info-and-
relationships

84 Understanding 1.3.1 Info and Relationships, W3C:
https://www.w3.org/WAI/WCAG21/Understanding/info-and-relationships

85 Success Criteria 3.3.2 Labels or Instructions, W3C: https://www.w3.org/TR/WCAG22/#labels-or-
instructions

86 Understanding 3.3.2 Labels or Instructions, W3C:
https://www.w3.0rg/WAI/WCAG21/Understanding/labels-or-instructions

87 Success Criteria 4.1.2 Name, Role, Value, W3C: https://www.w3.org/TR/WCAG22/#name-role-value
88 Guideline 135 Using the accessibility API features of a technology to expose names and notification of
changes, W3C: https://www.w3.0org/WAI/WCAG21/Techniques/general/G135

8 Understanding 4.2.2 Name, Role, Value, W3C:

https://www.w3.org/WAI/WCAG21/Understanding/name-role-value
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ISO 32000 - 1:2008 and ISO 14289 - 1:2014

There is no free version of either first iteration of the ISO PDF standards..
ISO 32000 - 1:2008.

12.7.3.2 Field Names.

Ensuring Form Controls are Accessible

Typically, a question has two parts: the text asking the question and the form control
where someone types in an answer.

The “label” is the question. This can be “What is your first and last name”? This label
should be associated with the corresponding form control where someone writes in an
answer.

The corresponding Form control must have a ToolTip so that someone knows what
question the form control/field is associated with.

Those using screen readers or Text-to-Speech tools can Tab from form control to form
control by passing the text next to form controls. If there is no ToolTip, all they will
hear is “Edit” for a text form control, “check box not checked” for a check box form
control, or “radio button not checked” for a radio button form control.

The content of the interactive form must be tagged correctly so that someone using
adaptive technology can examine the text of the associated question. A Tooltip is like
an attribute on form controls. It is not always possible to go through character by
character, word by word, line by line or get information if a word is not
understandable. For example, if I pause the cursor in front of a character, I hear
“delta” instead of “d”. This feature is common to most adaptive technology but doesn’t
work in attributes such as Alt Text, Actual Text, or ToolTips.

The creation of accessible forms in PDFs has two components:
= The text in the form with sections and questions is tagged and tagged correctly.

= The form controls are added to the Tags Tree once they have been added to the
PDF form.

* The <Form> Tags must be nested in a <P> Tag with the question.

Even if the form controls have Tooltips, if they are not correctly integrated into the
Tags Tree, the form is not accessible. There is no clear link between the form controls
and the Tags if the <Form> Tag and its annotation are not in the Tags Tree.

The following graphic shows the correct tagging for a question in a PDF form.
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Figure 146 Sample of a correctly tagged form question with the <Form> Tag and its annotation nested
with the question text.

First and last name (required)

I had to separate the Tags Tree from the PDF because the Adobe user-interface uses
such small fonts in the Tags Tree, it is often difficult to work with. We’ve asked for
larger fonts in the Tags, Order and Content Panels since Acrobat 6!

Creating PDF forms is a mouse-dependent activity.

Microsoft Word 365 Forms

This chapter starts with information on Microsoft form controls instead of ending with
it. It doesn’t matter whether you use the newer Content Controls or the older ActiveX
and Legacy form controls; even the Word forms are inaccessible.

Why?

The newer Content Controls, introduced in Office 2007, were never designed to be
accessible. Even if you add ToolTips, the adaptive technology can’t access them.
Additionally, they are still keyboard traps.
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Figure 147 Tables of Content Gallery showing Content Control based Tables of Content (Microsoft 365).
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The preceding graphic shows Tables of Content that will be created using Content
Controls in Microsoft Word.

While Microsoft states there have been improvements to content Controls, they are
still not accessible, are still keyboard traps, and any improvements are not backward
compatible to previous versions of Word.

The other problem with using Content Controls to create form templates for PDF forms
is that they are designed to expand to fit the content entered.

Figure 148 Rich Text content control in a sample Word form.

Multiline Text Form Control Sample

Please share your experience using adaptive technology with PDF documents (maximum
1000 characters).

Click or tap here to enter text.

In the Word document, as someone provides the requested information, the Content
Control expands to fit the text.
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Figure 149 Content control in a Word document with text spanning multiple pages (XFA form control).

Multiline Text Form Control Sample
Please share your experience using adaptive technology with PDF documents (maximum
1000 characters).

: Video provides a powerful way to help you prove your point. When you click Online Video,
you can paste in the embed code for the video you want to add. You can also type a
keyword to search online for the video that best fits your document.

To make your document look professionally produced, Word provides header, footer, cover
page, and text box designs that complement each other. For example, you can add a
matching cover page, header, and sidebar. Click Insert and then choose the elements you

want from the different galleries.

Themes and styles also help keep your document coordinated. When you click Design and
choose a new Theme, the pictures, charts, and SmartArt graphics change to match your
new theme. When you apply styles, your headings change to match the new theme.

Page 2 of 4 Copyright 2018 Karen McCall

:|Save time in Word with new buttons that show up where you need them. To change the
way a picture fits in your document, click it and a button for layout options appears next to
it. When you work on a table, click where you want to add a row or a column, and then click
the plus sign.

Reading is easier, too, in the new Reading view. You can collapse parts of the document and
focus on the text you want. If you need to stop reading before you reach the end, Word
remembers where you left off - even on another device.

!

In PDF land, these are the equivalent of XFA or Extensible Form Architecture. They are
currently not covered by any standard, and there is no way to check the accessibility
of a form created using the XFA tools.

XFA tools include the old LiveCycle Designer, which is now Adobe Form Designer.

Although you can choose to save a form created in LiveCycle Designer or Form
designer as a “static” PDF instead of a “dynamic/XFA” form, there is still no tools to
perform an accessibility check on the resulting PDF form.

Additionally, if any remediations are needed, they must be done in the authoring tool
(LiveCycle Designer or Form Designer).

This leaves the inaccessibility of the ActiveX and Legacy form controls in Word.

Figure 150 Sample ActiveX form control (Word 365).

MName

When ActiveX or Legacy form controls are used, they also expand. However, to use
these form controls using a screen reader or the keyboard in Word documents, the
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rest of the form must be protected. This results in an accessibility barrier: the form's
text is not accessible to adaptive technology.

In recent years, I've also found that these types of form controls in Word documents
crash Word and/or adaptive technology, that the ToolTips are not always read and are
difficult to navigate and fill out.

Considering the lack of accessibility of forms in Word, it is essential that these form
controls are not used in Word when creating accessible forms and that there is no
expectation that adding these form controls to a form template will convert to a PDF
form complete with form controls.

It is also worth considering how much development and financial resources would
need to go into developing a separate form design tool by Microsoft like LiveCycle
Designer or Form Designer. This would need to be the approach taken by Microsoft to
create both accessible Word forms and accessible PDF forms.

Accessible Form Templates in Word

Start by building an accessible form template in Word. This means not using
underline, tables, and cute symbols to represent form controls.

The use of cute symbols results in two problems once the Word document is
converted to tagged PDF:

= Many of the symbols will need to be made Artifacts.

= In adding the form controls in the PDF Editor, you will need to ensure that the
cute symbols are not visible.

= This in turn limits the position and size of the form controls in the PDF.

You can add an underline to the form control in the PDF Editor as you create the form
controls.

Start with a Tagged PDF Form

Although the recommendation from Adobe Systems is to start with an untagged PDF,
add the form controls, then Tag the PDF and ensure the form controls are in the Tags
Tree correctly, I’ve found that this workflow for PDF forms generally takes too much
time. The reason is that the tagging part of the process often results in more work than
if you sorted the Tags before you added the form controls.

For the past 7 years, I’ve started with a tagged PDF from a Word document optimized
for accessibility, added the form controls, and then added the form controls and their
corresponding <Form> Tag to the Tags Tree. For me, this has saved about an hour a
page on form-intensive pages.
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Adobe Acrobat Pro DC

The Form tools are found in the Prepare Form tools in the Tools Task pane.
You’ll need to identify a form template when the Prepare Form tools are activated.

I recommend turning off the ability to automatically find form fields. This tool tends to
create more work than it saves. Likewise, the Action Wizard, Make Accessible Tool
zips through the process of creating an accessible PDF including identifying form
controls, however, you must keep stopping the process to remediate as you go or wait
until the process is finished and then try to remediate everything that went wrong.

Figure 151 Prepare Form screen in Adobe Acrobat Pro DC.

Select a file or scan a document to begin

AccessibleFormTern.. Scan a document
Change File

|:| This document reguires signatures

Form field auto detection is OFF, Change

Two Prepare Form tool areas are open, one just above the PDF and one in the Tools
Task pane.

Figure 152 Prepare Form Toolbar above a PDF document (Adobe Acrobat Pro DC).
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The preceding graphic shows the Prepare Form Toolbar above the PDF. The following
graphic shows the Prepare Form Tools Task pane.
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Figure 153 Prepare Form tools in the Tools Task Pane (Adobe Acrobat Pro DC).
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In the Prepare Form tools in the Tools Task Pane, I recommend going to the three lines
to the left of the word “Fields” and choosing “Show Tab Numbers”.

A dialog will open stating that you’ll need to set the numbering manually, but I've
never seen a difference between that option and the default. The result is that when
you add a form control, you’ll see the order for the form controls in the upper left of
the form control.

If a form control is out of order, it can be dragged to the correct place in the Tools Task
Pane. Just under the Fields text is a list of pages and form controls in the form. They
appear in a certain order, usually a logical reading order, but if they aren’t, they need
to be moved to the correct place.

This does not mean that you won’t have to add them manually to the Tags Tree. It
keeps you on track in terms of the order you add the form controls and acts as a guide
for placing them in the Tags Tree.
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Figure 154 Option to "Show Tab Number" in the Prepare Form Tools in the Tools Task Pane (Adobe

Acrobat Pro DC).
Lo
— A
FIELDS = &+ I
J v Order Tabs by Structure

Order Tabs by Bow
Order Tabs by Column

Order Tabs Manually
Crder Tabs Unspecified

Show Tab Numbers

Adding ToolTips to Form Controls

While in the Prepare Form tools, you can check the form control by switching to
“Preview”, testing the form and returning to “Edit” the form. Make sure to go to the
Tools in the Tools Task pane and Clear Form from the context menu.

Once a type of form control is chosen and added to the PDF form, you can click on the
“All Properties” link in the yellow pop-up.

You can identify the form control as required here, but since you need to go into the
Properties dialog, you can also wait and do everything at once.

This opens the Properties dialog.

Figure 155 Text form control pop-up (Adobe Acrobat Pro DC).

|

[ Required field Sl Properties

I suggest you give the form control a meaningful name that matches the content of the
question. Only a few keywords are necessary. This avoids having form control
annotations such as “Text1, Text2, Text3 and so forth. There are no spaces in the
names of form controls. I suggest using “CamelCase” to make the names of the form
controls stand out.
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If you are working with a Text form control and the question has a character or word
limit, this must be included in the ToolTip just as a date format must appear in the
ToolTip.

Figure 156 ToolTip area of the Properties dialog (Adobe Acrobat Pro DC).

Text Field Properties n

General Appearance  Position  Options  Actions  Forrmat Walidate  Calculate

Marme: |Name

Tooltip: |First and last name

Cormmon Properties

Form Field: | Wisible " []Read Only
Qrientation: | 0 | degrees DREqUifEQ
LR Close

The ToolTip is the question. If you have the corresponding Word form template open,
you can copy and paste the question into the ToolTip.

Note: If the form control is required, make sure you check the
“Required” check box in the Properties dialog. You must also add the
word “required” to the ToolTip. For example, “First and Last Name —
Required. Writing the full word avoids confusion. It is recommended
that the full word be written even if an asterisk indicates required
fields to optimize accessibility and usability.

A ToolTip must be provided for each form control or group of radio buttons.

Move to and Activate the Close button.
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Adding the Form Controls to the Tags Tree

Once the form controls are in place using the Prepare Form tools, close the Prepare
Form tools and move to the Tags Tree. Locate the first question; in our example, it is
First and Last Name.

Make sure Tag Annotations are turned on in the Tags Tree.

Figure 157 Tag Annotations in the Options context menu of the Tags Panel (Adobe Acrobat Pro DC).

E-©

Mew Tag...

Find...

Edit Class Map...
Edit Role Map...

v Tag Annotations

v Document is Tagged FDF

1. Open the <P> tag.

With the <P> Tag open, select the text that is the question.
Right-click and choose New Tag.

Choose the Form Tag from the list or type Form with a capital F.

Activate the OK button. You don’t need a Title.

U S o

The <Form> Tag is nested just below the text for the question.

7. Select the <Form> Tag, right-click and choose Find.
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Figure 158 Find in the Options context menu of the Tags Panel (Adobe Acrobat Pro DC).

1250

Mewr Tag...

Find...

In the Find dialog, choose Unmarked Annotations.
Choose Find or Find Next.

As each form control is found, check it visually in the PDF form and then click Tag
Element.

Figure 159 Find Element dialog in Tags Panel Adobe Acrobat Pro DC.

Find Element nl

Find: Unmarked Annotations

Type:  Mone

(®) Search Page () Search Document

Eind Tag Elermnent Close

The form control annotation is nested under the <Form> Tag and is associated with the
text that is the question.
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As you learn this process, I suggest doing each question and form control separately. If
you keep finding the next form control and tagging elements, they will all be nested
under the same <Form> Tag and you’ll have to sort them in the Tags Tree.

Figure 160 Sample of a correctly tagged form question with the <Form> Tag and its annotation nested
with the question text.

v q <P First and last name (required)

= First and last name (requi

\j‘ FirstLastMame - OBJR

I had to separate the Tags Tree from the PDF because the Adobe user-interface uses
such small fonts in the Tags Tree, it is often difficult to work with. We’ve asked for
larger fonts in the Tags, Order and Content Panels since Acrobat 6!

Foxit PDF Editor

Adding ToolTips to Form Controls
The Form tools are found on the Forms Ribbon in the Foxit PDF Editor.

Figure 161 Form Ribbon (Foxit PDF Editor).

Accessible PDF Form Sample 2019 - Foxit PDFE

File  Home Convert Edit Organize Comment View Form Protect Foxit eSign Share Accessibility Help Q

O T & ® % m [ i
Hand Select  Run Form Field 5 =i Page Add Form to Javascript
- = -

Recagnition Templates Tooltip sheet™

In the Form Ribbon, choose Select and then choose Select Annotations to edit a form
control in Foxit. To test the form, go to the Form Ribbon and choose the Hand tool.

To return to “Edit” mode for form controls, go to the Form Ribbon and choose Select
Tool, then Select Annotations.
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Figure 162 Form Ribbon, Select Tool, Select Annotation (Foxit PDF Editor).
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Once you’ve chosen a form control and added it to the form template, there will be a
pop-up.

I suggest giving the form control a meaningful name that uses words from the
question. For example, “FirstLastName” with no spaces. Using meaningful names for

the form controls provides information when associating the form control with a
question in the Tags Tree.

Figure 163 Pop-up for a form control (Foxit PDF Editor).

-
Mame: FirstLastMame

[ | Required All Properties

Click on All Properties. The Properties dialog is where you’ll add the ToolTip.

Figure 164 Properties dialog showing ToolTip area highlighted (Foxit PDF Editor).

Text Field Properties >

General Appearance Position Options Format Validate Calculate Actions

Mame:  FirstLastMame

AL irst and last name (required))

Common Properties

Form Field:  Visible ~| [JRead Only
Orientation: 0 ~ | Degrees @ Required

If the form control is required, this can be selected in the pop-up or the Properties
dialog.
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For form controls that are required, the full word required is suggested. For example:
First and Last Name — Required. Using the full word instead of an abbreviation or
asterisk is more supportive for those using adaptive technology. Avoiding the
abbreviation is in line with WCAG 3.1.4. AA.

Adding the Form Controls to the Tags Tree

When all form controls have been added to the PDF form, switch to the Tags Tree. This
step is essential to ensure the accessibility of the PDF form.

Right-click anywhere in the Tags Tree and make sure that Tag Annotations are
checked.

Figure 165 Context menu in the Tags Tree showing Tag Annotations checked (Foxit PDF Editor).

Mew Tag...

Cut
Delete Tag
Delete Empty Tags

Reading Order(x)

Find Tag from Selection
Create Tag from Selection

Find...
Copy Contents to Clipboard

Edit Class Map...
Edit Role Map...

I ¥ Tag Annotations I
¥ Document is Tagged PDF

¥ Apply Role Mapping to Tags
+ Highlight Content

Properties...

Select the text nested under the <P> Tag for the question. In this example, it is First
and Last Name.

Right-click and choose New Tag.
Either type Form with a capital letter or open the list of Tags and choose Form.

You don’t need a title.
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Figure 166 New Tag dialog (Foxit PDF Editor).

N
B New Tag *

Type: | Form| ~

Title:

QK l Cancel

Activate the OK button.

The <Form> Tag is nested under the <P> Tag and just below the text for the question.

Figure 167 New <Form> Tag in the correct position in the Tags Tree (Foxit PDF Editor).

qT <P>
@ First and las

~© <Form>

Select the <Form> Tag, right-click and choose Find in the context menu in the Tags
Tree.
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Figure 168 Find option in the context menu in the Tags Tree (Foxit PDF Editor).
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¥ Highlight Cantent

Properties...

In the Find dialog, select Unmarked Annotations.

Select Find/Find Next. The choice will depend on how many form controls there are in
the form/on a page and where you are in the process.

Select Tag Element.

The selection will move to the next form control. Until you are used to adding form
controls to the Tags Tree, you should add the form controls one at a time.

Close the Find dialog.

Figure 169 Find Unmarked Annotations in the Find dialog (Foxit PDF Editor).

Find Element X I
Find: Unmarked Annotations ~
Type  MNone
© Search Page () Search Decument
Find Mext Tag Element Close

Repeat the process of adding the <Form> Tag for the next question and then repeat the
Find, Unmarked Annotation, Find Next, Tag Element.
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The form control annotation is nested correctly under its corresponding <Form> Tag,
which is nested correctly in its <P> tag.

Figure 170 Correct nesting of question, <Form> Tag and annotation in the Tags Tree (Foxit PDF Editor).
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PDF 11: Providing links and link text using the
Link annotation and the /Link structure element
in PDF documents

The language of this PDF technique is confusing to anyone who hasn’t worked with the
ISO PDF standards. In plain language, this means that a link has two parts: the text or
long web address and the “Link-OBJR” annotation.

WCAG Success Criteria
PDF11: Providing links and link text using the Link annotation and the /Link structure

element in PDF documents®.

= Sufficient to meet 1.3.1 Info and Relationships® (WCAG 2.0, 2.1, 2.2 A).

= Understanding 1.3.1 Info and Relationships®.
= Sufficient to meet 2.1.1 Keyboard®. (WCAG 2.0, 2.1, 2.2 A).

= Understanding 2.1.1 Keyboard®:.

= Sufficient to meet 2.4.4 Link Purpose (In Context)* (WCAG 2.0, 2.1, 2.2 A) when
.used with G91: Providing link text that describes the purpose of a link.%

= Understanding 2.4.4 Link Purpose (In Context)%’.
= Sufficient to meet 2.4.9 Link Purpose (Link Only)® (WCAG 2.0, 2.1, 2.2 AAA).

= Understanding 2.4.9 Link Purpose (Link Only)®.

9% PDF 11 Providing links and link text using the Link annotation and the /Link structure element in PDF
documents, W3C: https://www.w3.0rg/WAI/WCAG22/Techniques/pdf/PDF11
91 Success Criteria 1.3.1 Info and Relationships, W3C: https://www.w3.org/TR/WCAG22/#info-and-

relationships
92 Understanding 1.3.1 Info and Relationships, W3C:

https://www.w3.0org/WAI/WCAG21/Understanding/info-and-relationships

9 Success Criteria 2.1.1 Keyboard, W3C: https:/www.w3.org/TR/WCAG22/#keyboard

94 Understanding 2.1.1 Keyboard, W3C: https://www.w3.org/WAI/WCAG21/Understanding/keyboard
9% Success Criteria 2.4.4 Link Purpose (In Context), W3C: https:/www.w3.org/TR/WCAG22/#link-
purpose-in-context

9% Guideline 91 Providing link text that describes the purpose of a link, W3C:
https://www.w3.0rg/WAI/WCAG21/Techniques/general/G91

97 Understanding 2.4.4 Link Purpose (In Context), W3C:

https://www.w3.0org/ WAI/WCAG21/Understanding/link-purpose-in-context

9% Success Criteria 2.4.9 Link Purpose (Link Only), W3C: https://www.w3.org/TR/WCAG22/#link-
purpose-link-only

9 Understanding 2.4.9 Link Purpose (Link Only), W3C:

https://www.w3.org/WAI/WCAG21/Understanding/link-purpose-link-only
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ISO 32000 - 1:2008 and ISO 14289 - 1:2014

There is currently no free version of the first iteration of either ISO standard..
ISO 32000 - 1:2008.

12.3.2.2 Explicit Destinations.
ISO 14289 - 1:2014.

7.18.5 Links.

Accessible Links

What are accessible links?

Links (and form controls) have “annotations. This is “Link-OBJR” for links. As shown
in the previous PDF technique, for form controls, it is the name of the form control +
OBJR. In the example used in the previous chapter, it was “FirstLastName-OBJR”.

There are three components to an accessible link:
= The <Link> tag.
= The long web address or text in the content.
= The Link-OBJR annotation

Links cannot be checked simply by hovering the mouse over the link and seeing the
pointing finger or clicking the link using the mouse. If a link has not been created
correctly, it will often be activated by the mouse and can appear in a list of links from a
screen reader. However, when the link is attempted to be activated by the keyboard, it
fails. Nothing happens. Inspection of the link Tag reveals that the Link-OBJR is
missing.

Figure 171 Correctly tagged link in a PDF.
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Using the Edit PDF Tools

It is recommended that the Edit PDF tools ONLY be used when adding or remediating
links.

Using either Foxit PDF Editor or Adobe Acrobat Pro DC you can edit a PDF including
text. This is problematic in a couple of ways:

1. Ifthe document is tagged, the Tags are removed, requiring retagging.

a. Consider just changing a word. The Tag associated with that word cannot
be revised; it will be removed because the original Tag for the content is
now incorrect as it doesn’t contain the same text/content.

2. Editing a PDF is unlike editing content in a word processor, desktop publishing
software or presentation software. There is no recognition of expanding text
that moves text to the next page. Once edits fill the page borders/to the margins,
the text simply dribbles off the page and is inaccessible.

Figure 172 Additional text in a PDF document has reached the edge of the page/bottom.

Chapter 1

‘When you create pictures, charts, or diagrams, they also coordinate with your current document look.
You can easily change the formatting of selected text in the document text by choosing a look for the
selected text from the Quick Styles gallery on the Home tab. You can also format text directly by using
the other controls on the Home tab. Most controls offer a choice of using the look from the current
theme or using a format that you specify directly. To change the overall look of your document, choose
new Theme elements on the Page Laxout tab.

What happens if you do have footer information at the bottom of the page and you use
Edit PDF to add content to a page? Adobe Acrobat lets you add content up to the
bottom edge of the page overwriting the footer information.

The footer in the following graphic is a dark blue band across the bottom of the page.
When additional text was added to the page, it wrote over the footer information. I did
not get a warning that there is a footer and that I can’t write over a footer (remember,
footers are Artifacts and part of the background), and apparently, I added just enough
text not to warrant a warning that there was too much text for the page.
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Figure 173 Edit PDF showing writing over a footer in a PDF document.

Themes and styles also help keep your document coordinated. When you click Design and
choose a new Theme, the pictures, charts, and SmartArt graphics change to match your
new theme. When you apply styles, your headings change to match the new theme. To
make your decument look professionally produced, Word provides header, footer, cover
page, and text box designs that complement each other. For example, you can add a
matching cover page, header, and sidebar. Click Insert and then choose the elements you
want from the different galleries.
Themes and styles also help keep your document coordinated. When you click Design and
choose a new Theme, the pictures, charts, and SmartArt graphics change to match your
new theme, When you apply styles, your headings change to match the new theme,
To make your document look professionally produced. Word provides header, footer,
cover page, and text box designs that complement each other. For example, you can add a
[ALCHENE COVED DEFE. 4 EITLS YOS §
want from the different galleries.
Themes and styles also help keep your document coordinated. When you click Design and
choose a new Theme, the pictures, charts, and SmartArt graphics change to match your

At this point it is worth reiterating that as PDF remediation professionals it is NOT our
job to fix spelling mistakes, change content, or add content. These types of
remediations need to go back to the content author. If you are the content author,
make the remediations in the source document and resave the PDF.

Alt Text on Links

Not all links require Alt Text. Typically, links in a Table of Contents <TOCI> Tag do not
require Alt Text. The “Alt Text” is part of the parent <TOCI>tag. Adding Alt Text to links
in a Table of Contents breaks the Table of Contents for adaptive technology.
Additionally, manually adding Alt Text for all links in a Table of Contents that is even
one page long is time-consuming and cost ineffective.

Likewise, links in Footnotes, Endnotes and a Bibliography do not require Alt Text.
Their purpose is to provide reference and citation information which requires the long
web addresses to remain as is.

Avoid using Actual Text on links.

Avoid adding both Alt Text and Actual Text on links. The adaptive technology looks for
Alt Text, if it doesn’t find it, it looks for Actual Text. It doesn’t read both.

Adobe Acrobat Pro DC
Add a Link

Use this technique when a link has not been tagged.

I suggest turning off the “Create URLs from web addresses” in the Preferences dialog
(Ctrl + K). This feature can sometimes interfere with the creation of “real” links. Links
created using this tool don’t always show up when you try to remediate broken links.

Turn on the Tag Annotations in the Tags Tree context menu.

Page 182 of 326



If the long web address is in the PDF, use the Select Text tool to select it, right-click
and choose Copy. This saves you from typing the web address.

If the web address is something like “karlencommunications.com”, you’ll need to get
the long web address for the link to work. It is the long web address you’ll need to use
to create the link.

Figure 174 Tag Annotations in the Options context menu of the Tags Panel (Adobe Acrobat Pro DC).
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Edit Class Map...
Edit Role Map...

v Tag Annotations

v Document is Tagged PDF

In the Tags Tree, add the <Link> Tag nested under the corresponding <P> tag.

To do this, select the text nested under the <P> Tag (not the <P> Tag itself), right-click
and choose New Tag.

In the New Tag dialog, choose Link by either typing the word Link with a capital L or by
accessing the dropdown list and selecting it.

Click OK.
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Figure 175 New Tag dialog showing Link Tag (Adobe Acrobat Pro DC).

Mew Tag X

Type: | Link e |

Title: |

Select the <Link> Tag in the Tags Tree.

In the PDF, use the Select Text Tool to select the text or long web address you want to
represent the link.

In the Tags Tree, right-click and choose Create Tag from Selection.

The text in the paragraph is isolated under the <Link> tag.

Figure 176 <Link> Tag with text to be used for the link (Adobe Acrobat Pro DC)
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Activate the Edit PDF tools.

In the Toolbar above the PDF, click on Links.

Figure 177 Link options in the Edit PDF Toolbar (Adobe Acrobat Pro DC).

f} Edit T Add Text Q Add Image GD Link ~ [% Crop page D Header & Footer = D Watermark ~ El More =
(% Auto-Create Web Links from URLs...
(% Remove Web Links...
@ Append All Links on Page...
CE View Web Links..

Click Add or Edit Web or Document Link.
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Figure 178 Create Link dialog showing Link Type as Invisible Rectangle and Link Action as Open a web
page (Adobe Acrobat Pro DC.)
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Create Link x
Link Appearance
Link Type:  Invisible Rectangle -~ Line Style:
Highlight Style:  Invert w Coler |

Line Thickness:  Thin

Link Action

() Go to a page view

() Open afile

() Custem link

Help Mext ] Cancel

When the mouse is hovered over the text, it becomes a crosshair.

Select the text or long web address that you want to be a link.

Once the mouse button is released, a dialog appears.

Choose Invisible Rectangle as the Link Type.

Click Open a web page (even if it is an e-mail address).

Click Next.

Type or paste the long web address, including the https (this is important!).
Click OK.

Figure 179 Edit URLs dialog where the link is typed or pasted into the edit area (Adobe Acrobat Pro DC).

Edit URL *
Enter a URL for this link:
oK l Cancel
-

The link is added to the PDF with both the text or web address selected and the Link-
OBJR annotation nested under the <Link> Tag.
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Figure 180 Complete accessible link in the Tags Tree (Adobe Acrobat Pro DC)
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Remediate a Broken Link

Sometimes you need to remediate a link. The process is the same as adding a link,
however, you will need to delete the old link first. This is where the “Create Links from
URLSs” can interfere with the process.

Before you start the remediation, if the long web address is in the PDF, use the Select
Text tool to select it, right-click and choose Copy. This saves you from typing the web
address.

If the web address is something like “karlencommunications.com”, you’ll need to get
the long web address for the link to work. It is the long web address you’ll need to use
to create the link.

If you cannot see the link outline once you’re in Edit PDF, go to the Preferences dialog
(Ctrl + K), General category and uncheck the check box to Create Links from URLs.

I find that sometimes having this setting active prevents the remediation of links in
PDFs. You may need to exit Acrobat, launch it, and reopen the PDF to see the change.

Figure 181 Preferences dialog, General category, Create Links from URLs unchecked (Adobe Acrobat
Pro DC).

[ | Use single-key accelerators to access tools

[ JiCreate links from URLs

|| Make Hand toel select text & images

Select the link by clicking on the border using the mouse. When the Add or Edit Web or
Document Links tool is active, the links have a border around them. Click on the
border or on one of the handles along the border.
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Right-click and select Edit from the context menu.
Select Delete from the sub-menu.

Pressing the Delete key on its own doesn’t work.

Figure 182 Context menu for a link in Edit PDF mode showing sub-menu Delete options (Adobe Acrobat

Pro DC).
[(EEEEEE—— . cuiex
Align ¥ Copy Ctrl+C
Center > Paste Ctrl+V
Distribute .3
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Properties...

Close the Edit PDF tools for now.

Tag Annotations should still be turned on in the Tags Tree.

Figure 183 Tag Annotations in the Options context menu of the Tags Panel (Adobe Acrobat Pro DC).
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In the Tags Tree, add the <Link> Tag nested under the corresponding <P> tag.
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To do this, select the text nested under the <P> Tag, right-click and choose New Tag.
Do not select the <P> Tag itself; it is the text nested under the <P> Tag you select.

In the New Tag dialog, choose Link. This can be done by typing the word Link with a
capital L or by accessing the dropdown list and clicking on it.

Click OK.

Figure 184 New Tag dialog showing Link Tag (Adobe Acrobat Pro DC).
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Select the <Link> Tag in the Tags Tree.

In the PDF, use the Select Text Tool to select the text or long web address you want to
represent the link.

In the Tags Tree, right-click and choose Create Tag from Selection.

The text in the paragraph is isolated under the <Link> Tag.

Figure 185 <Link> Tag with text to be used for the link (Adobe Acrobat Pro DC)
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Activate the Edit PDF tools.

In the Toolbar above the PDF, click on Links.
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Figure 186 Link options in the Edit PDF Toolbar (Adobe Acrobat Pro DC).
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Click Add or Edit Web or Document Link.

When the mouse is hovered over the text, it becomes a crosshair.
Select the text or long web address that you want to be a link.
Once the mouse button is released, a dialog appears.

Choose Invisible Rectangle as the Link Type.

Click Open a web page (even if it is an e-mail address).

Click Next.

Figure 187 Create Link dialog showing Link Type as Invisible Rectangle and Link Action as Open a web
page (Adobe Acrobat Pro DC.)

m

Create Link *

Link Appearance

Link Type:  Invisible Rectangle - Lipe Style:
Highlight Style:  Invert ~ Colo: |

Line Thickness:  Thin

Link Acticn
() Go to a page view
() Open afile
O0p

() Custom link

Help Mext Cancel

Type or paste the long web address, including the https in the Edit URL dialog... (this is
important!). While text such as “karlencommunication.com” can be selected as the
link in the PDF document, to create the link, you need the full (long) web address.
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Click OK.

Figure 188 Edit URLs dialog where the link is typed or pasted into the edit area (Adobe Acrobat Pro DC).

Edit URL X

Enter a URL for this link:

[ v
[ ok | Cancel

The link is added to the PDF with both the text or web address selected and the Link-
OBJR annotation nested under the <Link> tag.

Figure 189 Complete accessible link in the Tags Tree (Adobe Acrobat Pro DC)

| P
= | For more information, visit t
v @ <Link>
s | Karlen Communications

O‘ Link - OBJR

Foxit PDF Editor

Add a Link
If a link is missing, add it using Foxit PDF Editor.

In the Tags Tree, make sure the Tags panel is visible.

In the Tags Tree, right-click and make sure that Tag Annotations are turned on.
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Figure 190 Context menu in the Tags Tree showing Tag Annotations checked (Foxit PDF Editor)

Mew Tag...

Cut
Delete Tag
Delete Empty Tags

Reading Order(x)

Find Tag from Selection
Create Tag from Selection
Find...

Copy Contents to Clipboard

Edit Class Map...
Edit Role Map...

I ¥ Tag Annotations I
« Document is Tagged PDF

¥ Apply Role Mapping to Tags
« Highlight Content

Properties...

Before you start, if the long web address is in the PDF, use the Select Text tool to select
it, right-click and choose Copy. This saves you from typing the web address.

If the web address is something like “karlencommunications.com”, you’ll need to get
the long web address for the link to work. It is the long web address you’ll need to use
to create the link.

In the Tags Tree, select the content nested under the <P> Tag for the link.
Right-click and choose New Tag.

In the New Tag dialog, either type Link with a capital L or access the dropdown list and
select it.

Click OK.
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Figure 191 New Tag dialog showing Link as the selected Tag (Foxit PDF Editor)

i Mew Tag *
Type: Lin w
Title:

oK Cancel

The <Link> Tag is now nested under the corresponding <P> Tag with the link text or
long web address.

Select the <Link> Tag in the Tags Tree.
Using the Select Text tool, select the text or the web address you want to be the link.
Move to the Tags Tree, right-click and choose Create Tag from Selection.

The text or web address for the link is nested under the <Link> Tag.

Figure 192 <Link>> Tag with text or a long web address nested under it. (Foxit PDF Editor).>

=T <P>

~® For more info

@ Karlen Com

With the <Link> Tag selected, go to the Edit Ribbon, and click Links (Not Web Links).

Figure 193 Edit Ribbon showing the Links button on the right (Foxit PDF Editor)

6 HPIENROC & v
File Home Convert Edit Organize Comment View Form Protect Foxit eSign Share
ITi AB ABC, £B ; 2
O T Zbk & ¢ o T=E L B B &7
Hand Select  Edit Edit Link &  Check Search&  Add Add Add Reflow Add Web  Link
M Text Object™ Join Text Spelling Replace Text Images™ Shapes™ Editing = Article Box  Links™

The mouse becomes a crosshair.
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In the PDF, drag the mouse over the text or long web address you want to be the link.
When the mouse button is released, a dialog opens.

Figure 194 Create Link dialog showing underline properties and Open a web page option (Foxit PDF
Editor).

Create Link * l

Appearance

Thickness: 1 = Highlight: | Mone v

Border Style: Colon .

Destination
() Goto a page view
() Goto a named position
() Open / execute a file Tl
(] Open a web link

(O) Others (View Action Properties dialog box)

If you are creating a link from text in the PDF that is not already a link, you can add an
underline in the default blue colour. If the link is already blue and underlined in blue,

choose the number 0 for the thickness. This prevents double underlining of the link in
the PDF.

Choose Open a web page even if you are creating a link for an e-mail address.
Click Next.

Figure 195 The URL Edit dialog (Foxit PDF Editor).

URL Edit X
Enter URL for this link:
oK ] Cancel

The URL Edit dialog opens.

Type or paste the long web address, including the https in the Edit URL dialog... (this is
important!). While text such as “karlencommunication.com” can be selected as the
link in the PDF document, to create the link, you need the full (long) web address.

Click OK.
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Figure 196 Completed accessible link in the Tags Tree (Foxit PDF Editor).

=97 <P>

------ ® For more info

5--0 <Link>

------ @ Karlen Com

“© Link - OBJR

The following graphic shows text in a PDF that was not originally a link, showing the
blue underline visually representing that it is now a link. Adaptive technology will
identify the link through the correct Tags in the Tags Tree. Having the blue underline
lets those visually accessing the PDF know that this text is a link. If the underline
wasn’t there, they would not know the text was a link. Only those using adaptive
technology would know because of the underlying Tags.

Figure 197 An example of an accessible link in a PDF that was not originally a link (Foxit PDF Editor)

For more information, visit the Karlen Communications website.

Remediate a Broken Link
When remediating a link in Foxit PDF Editor, the process is similar.

Before you start the remediation, if the long web address is in the PDF, use the Select
Text tool to select it, right-click and choose Copy. This saves you from typing the web
address.

If the web address is something like “karlencommunications.com”, you’ll need to get
the long web address for the link to work. It is the long web address you’ll need to use
to create the link.

The first step is to remove the broken link.

Right-click in the Tags Tree and turn on Tag Annotations.
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Figure 198 Context menu in the Tags Tree showing Tag Annotations checked (Foxit PDF Editor)

—
Mew Tag...

Cut

Delete Tag

Delete Empty Tags

Reading Order(x)

Find Tag from Selection
Create Tag from Selection
Find...

Copy Contents to Clipboard

Edit Class Map...
Edit Raole Map...

+ Tag Annotations

+ Document is Tagged POF

v Apply Role Mapping to Tags
+ Highlight Content

Properties...

Select the <Link> Tag in the Tags Tree that needs remediation. This will highlight it in
the PDF.

On the Edit Ribbon, click Links (not Web Links).

Figure 199 Edit Ribbon showing the Links button on the right (Foxit PDF Editor)

File Home Convert Edit Organize Comment View Form Protect Foxit eSign Share
= AB ABC AR s /)
O T I 2 8 & T BB O B W &7
Hand Select  Edit Edit Link &  Check Search&  Add Add Add Reflow Add Web  Link
T Text Object™ Join Text Spelling Replace Text Images™ Shapes™ Editing  Article Box  Links™

With the mouse pointer on the border of the link or on one of the handles of the link, in
the PDF, right-click and choose Delete.

The <Link> Tag remains as does the text or long web address that can be used to
create the accessible link. Only the “Link-OBJR” has been removed.
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Figure 200 <Link>> Tag with text or long web address nested under it. (Foxit PDF Editor).>

=9 <P>

~® For more info

~@ Karlen Com

With the <Link> Tag selected, go to the Edit Ribbon and click Links (Not Web Links).
The mouse becomes a crosshair.

Drag the mouse over the text or long web address you want to be the link.

When the mouse button is released, a dialog opens.

If you are creating a link from text in the PDF that is not already a link, you can add an
underline in the default blue colour. If the link is already blue and underlined in blue,

choose the number 0 for the thickness. This prevents double underlining of the link in
the PDF.
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Figure 201 Create Link dialog showing underline properties and Open a web page option (Foxit PDF
Editor).

| |
Create Link *

Appearance

Thickness: 1 = Highlight: Nane ™

Border Style: Color: .

Destination
() Go to a page view
() Go to a named positicn
(0 Open / execute a file Tl
[+] Open a web link

() Others (View Action Properties dialog box)

Choose Open a web page even if you create a link for an e-mail address.

Click Next.

Figure 202 The URL Edit dialog (Foxit PDF Editor).

URL Edit k4
Enter URL for this link:
OK l Cancel

The URL Edit dialog opens.

Type or paste the long web address. For example, avoid using
karlencommunications.com. When creating accessible links, you need to have the full
long web address.

Click OK.

Page 197 of 326



Figure 203 Completed accessible link in the Tags Tree (Foxit PDF Editor).

=97 <P>

------ ® For more info

5--0 <Link>

------ @ Karlen Com

“© Link - OBJR

The following graphic shows text in a PDF that was not originally a link, showing the
blue underline visually representing that it is now a link. Adaptive technology will
identify the link through the correct Tags in the Tags Tree.

Figure 204 An example of an accessible link in a PDF that was not originally a link (Foxit PDF Editor)

For more information, visit the Karlen Communications website.
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PDF 12: Providing name, role, and value
information for form fields in PDF documents

Form controls in PDFs can provide information about the type of form control (text,
check box, radio button and so forth). Information about the default value can also be
available to the end-user (checked or not checked, edit mode and so forth).

WCAG Success Criteria
PDF12: Providing name, role, value information for form fields in PDF documents!®.
= Sufficient to meet 1.3.1 Info and Relationships!® (WCAG 2.0 A).

= Understanding 1.3.1 Info and Relationships!©2.

= Sufficient to meet 4.1.2 Name, Role, Value'®® (WCAG 2.0 A) when used with
G135: Using the accessibility API features of a technology to expose names and

notification of changes%.
= Understanding 4.1.2 Name, Role, Value!%.

ISO 32000 - 1:2008 and ISO 14289 - 1:2014

There is no free version of either first iteration of the ISO PDF standards..

ISO 32000 - 1:2008.

12.7.3.2 Field Names.

Accessible Form Controls

Tooltips provide information on the question associated with the specific form control.
For example, “First and Last Name — Required”. The ToolTip must also contain any
formatting information such as date or birthdate, number of words or character limits,
format and so forth.

190 PDF 12 Providing name, role, and value information for form fields in PDF documents, W3C:

https://www.w3.org/WAI/WCAG22/Techniques/pdf/PDF12
101 Success Criteria 1.3.1 Info and Relationships, W3C: https://www.w3.org/TR/WCAG22/#info-and-

relationships

102 Understanding 1.3.1 Info and Relationships, W3C:
https://www.w3.0org/WAI/WCAG21/Understanding/info-and-relationships

103 Success Criteria 4.1.2 Name, Role, Value, W3C: https://www.w3.org/TR/WCAG22/#name-role-value
104 Guideline 135 Using the accessibility API features of a technology to expose names and notifications
of changes: https://www.w3.org/WAI/WCAG21/Techniques/general/G135

105 Understanding 4.1.2 Name, Role, Value, W3C:

https://www.w3.org/WAI/WCAG21/Understanding/name-role-value
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There are attributes for form controls such as required or read-only (typically used in
calculated forms). While adding the word “required” to the ToolTip provides valuable
information that might otherwise only be available visually, the identification of a form
control as read-only is typically part of the overall attributes of a calculated form
control or a form control that repeats information on each page.

As stated in a previous topic related to PDF forms, avoid using Microsoft 365 form
controls even for Word based forms. They are not accessible in Word and do not
transfer to PDF forms. Create a clean template in Word that avoids using symbols and
lines to indicate data entry. These elements are added in the PDF form without
requiring remediation or awkward sizing of form controls to cover them up.

Adobe Acrobat Pro DC
Adding a ToolTip

Once a type of form control is chosen and added to the PDF form, you can click on the
“All Properties” link in the yellow pop-up.

This opens the Properties dialog.

Figure 205 Text form control pop-up (Adobe Acrobat Pro DC).

|

[ Required field All Properties

It is recommended that you give the form control a meaningful name that matches the
content of the question. Only a few key words are necessary. This avoids having form
control annotations such as “Text1, Text2, Text3 and so forth. There are no spaces in
the names of form controls.

Click on All Properties in the yellow pop-up.

You can make the form control required in the Properties dialog.
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Figure 206 ToolTip area of the Properties dialog (Adobe Acrobat Pro DC).

Text Field Properties n

General  Appearance Position Options Actions Format Validate Calculate

Hame: |Name

Tooltip: |First and last name|

Cornmon Properties
Eorm Field: | Wisible ~ [JRead Onlky

Orientation: | 0 ~ | degrees CRequired

[Locked Clase

The ToolTip is the question. If you have the corresponding Word form template open,
you can copy and paste the question into the ToolTip.

For long questions, it is acceptable to summarize the question. This avoids those using
screen readers listening to long reams of text for each form control that might be
related to a single question. For example, check boxes or radio button. Text form
controls asking for an abstract can also be summarized, however, it is essential that a
specific format, word or character limit is included in a ToolTip and the full text of the
question is tagged correctly in the Tags Tree.

Note: If the form control is required, make sure you check the
“Required” check box in the Properties dialog. You will also need to
add the word “required” to the ToolTip. For example, “First and Last
Name - Required. Writing the full word avoids confusing. It is
recommended that the full word be written even if an asterisk is used
to indicate required fields to optimize accessibility and usability.

A ToolTip must be provided for each form control or group of radio buttons.

Move to and Activate the Close button.

Page 201 of 326



Adding the Form Controls to the Tags Tree

Once the form controls are in place using the Prepare Form tools, close the Prepare
Form tools and move to the Tags Tree. Locate the first question, in our example, it is
First and Last Name.

Make sure Tag Annotations are turned on in the Tags Tree.

Figure 207 Tag Annotations in the Options context menu of the Tags Panel (Adobe Acrobat Pro DC).

E-©

Mew Tag...

Find...

Edit Class Map...
Edit Role Map...

v Tag Annotations

v Document is Tagged FDF

1. Open the <> Tag.

With the <P> Tag open, select the text that is the question.
Right-click and choose New Tag.

Choose the Form Tag from the list or type Form with a capital F.

Activate the OK button. You don’t need a Title.

U S o

The<Form> Tag is nested just below the text for the question.

7. Select the <Form> Tag, right-click and choose Find.
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Figure 208 Find in the Options context menu of the Tags Panel (Adobe Acrobat Pro DC).

Eind...

In the Find dialog, choose Unmarked Annotations.
Choose Find or Find Next.

As each form control is found, check it visually in the PDF form and then click Tag
Element.

Figure 209 Find Element dialog in Tags Panel Adobe Acrobat Pro DC.

Find Element nl

Find: Unmarked Annotations

Type:  Mone

(®) Search Page () Search Document

Eind Tag Elermnent Close

The form control annotation is nested under the <Form> Tag and is associated with the
text that is the question.
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Figure 210 Sample of a correctly tagged form question with the <Form> Tag and its annotation nested
with the question text (Adobe Acrobat Pro DC).

v First and last name (required)

= First and last name (requi

\j FirstLastMame - OBJR

I had to separate the Tags Tree from the PDF because the Adobe user-interface uses
such small fonts in the Tags Tree, it is often difficult to work with. We’ve asked for
larger fonts in the Tags, Order and Content Panels since Acrobat 6!

Determining a Value for Form Controls

There are a couple of form controls that you may need to add values for. These are
date and birthdate form controls, dropdown lists, or combo list form controls and
calculated fields.

For date and birthdate form controls, ensure that the format you want is part of the
written question in the text as well as in the ToolTip. For example, Date (yy-mm-dd).

Once you have typed in the ToolTip (including whether this is a required form control
or not), Press Ctrl + Tab to move to the Format tab in the Properties dialog.

Choose the format, in this example “Date”.

Choose the Date format you want. A visual example appears in the lower left of the
Properties dialog.

You can also use the Date button in the Prepare Form Toolbar to add a Date form
control. The date format is a default. It will need to be checked and adjusted to match
the date format identified in the question.
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Figure 211 Format tab in the Text Field Properties dialog showing date settings (Adobe Acrobat Pro DC).

Text Field Properties ﬂl
General Appearance Position Options Actions Format Validate Calculate

Select format category:  Date ~

Date Options

d-mmm-yyyy

dd-mmm-yy

dd-mmm-yyyy
'
yyyy-mm-dd

mmm-yy

Example of current format: 24-02-16

() Usethe Date format category te display only the date
v or both date and time values. Use the Time format
category to display only the time,

[ Locked Close

For dropdown lists, while the Properties dialog is open, press Ctrl + Tab to move to the
Options tab.

Add each of the options for the question. As each one is added, press Alt + A to add
them to the list of possible choices.
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Figure 212 Dropdown Properties dialog showing entries for a dropdown list (Adobe Acrobat Pro DC).

Dropdown Properties n

General Appearance Position Options  Actions Format Validate Calculate

Item: |Fu||T|me Add

Export Value: |

ltem List (VR Delete

Part Time
Continuing Education

Down

I [ Sort items
() Allow user to enter custom text
Check spelling

() Commit selected value immediately

Select an item in the list to make it the
default choice.

v

Once an entry has been added, the text remains in the Item edit area. Type the next
entry over that text and press Alt + A to add it to the list of choices.

The default value can be chosen by pressing Tab to move to the list of possible
answers and selecting the one that you want to be the default. For example, if you
know that most students filling out a question on student status will be Full-Time
students, making it the default will speed up filling out the form by end-users.

Press Alt + C to close the Dropdown Properties dialog.

When people are filling out the form, if you want them to be able to add a custom
answer, Tab to the “Allow user to enter custom text”. (Alt + W) and check the check
box to allow custom answers.
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Figure 213 Dropdown Properties dialog showing a list of choices and the "Allow user to enter custom
text" option (Adobe Acrobat pro DC).

Dropdown Properties n

General Appearance Position Options  Actions Format Validate Calculate

Item: |Fu||T|me Add

Export Value: |

ltem List (VR Delete

Part Time
Continuing Education

Down

I [ Sort items

I () Allow user to enter custom text
Check spelling

() Commit selected value immediately

Select an item in the list to make it the
default choice.

v

When a Combo List is added to a PDF form, the default can be blank to allow the end-
user to fill in something. However, think about this strategy before implementing it.

Although you want to give people the option to fill in their own answers, the intent is
that you haven’t thought of all possibilities. Taking the example of student status, if the
default is blank, you will have people filling out the form, adding the elements you
added to save time.

For example, if you think most of the students filling out the form will be Full-Time
students, making Full Time the default lets them skip to the next question. Some
people filling out the form may start typing Full Time without looking at the list of other
options.

If you want the default to be blank, the technique is to put a space in the Items area of
the Options dialog and add it to the list, then select it as the default.
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Figure 214 Object Properties dialog showing a blank option for a Combo List (Adobe Acrobat Pro DC).

Dropdown Properties nl

General Appearance Position Options  Actions Format Validate Calculate

Item: | Add

Export Value: |

Item List: | fyll time Delete

part time
continuing education

[ Sort items
Allow user to enter custom text
B Check spelling

() Commit selected value immediately

Select an item in the list to make it the
default choice.

v

[ Locked Close

In the PDF form, once we either Preview the form or Close the Prepare Form tools, the
form control looks like a Text form control. This can be confusing to those who see the
dropdown indicator on the right but don’t see any choices. Those using screen readers
will be told this is a Combo list and will press Alt + Down Arrow to open the list.

Figure 215 Combo list in a PDF document with no default choice (Adobe Acrobat Pro DC).

When someone Tabs to the form control, they will see the space if they aren’t using a
screen reader but are a keyboard user. This might be visually confusing.

Figure 216 Combo list in a PDF form in edit mode showing the space used to create the default blank
entry (Adobe Acrobat Pro DC).

‘I‘ -
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Use Combo lists wisely and anticipate that even if someone types in “Full Time” there
are several ways of typing those two words. You’ll need to sort through them as the
form comes in. This takes even more work if just the data is sent to you.

A caveat about using the custom text option is that people filling in the form can add
any text to the dropdown list.

Checkbox form controls have a value of checked or unchecked. This information is
available to those using adaptive technology. You don’t need to do anything to identify
the state/value of a checkbox. You do need to ensure that each checkbox has a
ToolTip.

When calculated form controls are added, there are three tabs to consider:
= The Options tab to determine alignment.
= The Format tab to determine currency or number.
= The Calculate tab to create the calculation.

If you have a calculated form control based on user input information, you can
designate the form control as Read Only. This avoids end-users inputting information
in those form controls.

For Text form controls, the alignment can be changed from Left to Centre or Right in
the Options tab of the Text Field Properties dialog.

When a calculated form control is added, the number entries are typically placed to
the right in the form control. Once on the Options tab, press Alt + A to move to the
Alignment list and choose the one you want.
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Figure 217 Options tab in the Text Field Properties dialog showing the Alighment options (Adobe
Acrobat Pro DC).

Text Field Properties nl

General Appearance Position Options Actions Format Validate Calculate

Alignment: w o
Default Value:
Field is used for file selection
Password

B Check spelling
Multi-line
@ scroll long text

Allow Rich Text Formatting

[ Limnit of 0 characters
Comb of 0 characters

Note: For long text entries, avoid using Full Justification! This creates
an accessibility barrier. The default should be Left aligned.

When working with calculated form controls, it is essential to determine the format of
the numbering. This includes any currency information.
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Figure 218 Format tab in the Text Field Properties dialog showing the Select Format Category item
(Adobe Acrobat Pro DC).

Text Field Properties nl

General Appearance Position Options Actions Format Validate Calculate

Select format categony:

Decimal Places: 2 ~

Separator Style:  1,234.56 e
Currency Symbol:  § ~
Symbol Lecation:  Before with space ~

Negative Number Style: [ ] Show parentheses

|_| Use red text

Example of current format: -§4123.03

\? Use the Number format category to display numbers,

including currency styles.

|_JLocked Close

While in the Text Field Properties dialog, press Ctrl + Tab to move to the Format tab.
Press Alt + F to move to the Select Format Category dropdown list.
Choose Number.
If the number is a currency, press Alt + C for Currency Symbol. This is a dropdown list.
Other options in the Format tab are:

= Alt + D for Decimal Place.

= Alt +Y for Separator Style.

= Alt + S for Symbol Location.

= Alt + G for Negative Number Style. There are two check boxes associated with
this option:

= Alt + N for Show Parentheses.

= Alt + S for Use Red Text.
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If you are working on a calculated form control, the next step is to press Ctrl + Tab to
move to the Calculate tab.

Figure 219 Calculate tab in the Text Field Properties dialog showing a Simplified field notation (Adobe
Acrobat Pro DC).

Text Field Properties nl

General Appearance Position Options Actions Format Validate Calculate

(O Value is not calculated

(D) Value is the sum (+)

(e ] Simplified field notation:

TshirtQuantity*15 Edit... I

() Custom calculation script:

Close

The best reason for giving form controls a meaningful name is when calculated form
controls are in a form. The meaningful names allow you to pick the ones you want for
calculations.

Figure 220 Field Selection dialog in Calculate tab of Text Field Properties dialog (Adobe Acrobat Pro DC).

Field Selection x

Select Fields for Calculation

O Select Al

O Verify

&
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Z

(] TetalDellarAmount

10 (
o
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Fan

() Registration
[ Province

(] PrintFullName

0K I Cancel

Once all the attributes for the Text form control have been added, press Alt + C to
Close the Text Field Properties dialog.
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Remember to test the calculated form controls before you publish the form!

Foxit PDF Editor
Adding a ToolTip

The Form tools are found on the Forms Ribbon in the Foxit PDF Editor.

Figure 221 Form Ribbon (Foxit PDF Editor).

Accessible PDF Form Sample 2019 - Foxit PDF E

File Home Convert Edit Organize Comment View Form Protect Foxit eSign Share Accessibility Help Q

T B @ @ m = U
Hand Select Run Form Field & 2| [ Page Add Form to JavaScript
- o -

Recagnition Templates Tooltip sheet™

Once you’ve been working on a form and want to test the form controls, go to the Form
Ribbon, and choose the Hand Tool. Pressing the Escape key while in Edit mode will
also exit Edit mode.

To return to “Edit” mode for form controls, go to the Form Ribbon and choose Select
Tool, then Select Annotations.

Figure 222 Form Ribbon, Select Tool, Select Annotation (Foxit PDF Editor).

G BEEalhDC &Iy

File Home Convert Edit Organize Comment View Form
Oy =2 ©® % o
Hand Se\vect Run Form Field ER B2 Page

Recognition Templates
Tl:x Select Text and Image

Start [‘(_||:i e COnEETe = PDF Form Samp...

Once you’ve chosen a form control and added it to the form template, there will be a
pop-up.

I recommend giving the form control a meaningful name that uses words from the
question. For example, FirstLastName with no spaces. Using meaningful names for the

form controls provides information when you associate the form control with a
question in the Tags Tree.

Figure 223 Pop-up for a form control (Foxit PDF Editor).

e
Mame: FirstLastMame

El Required All Properties

Click on All Properties. The Properties dialog is where you’ll add the ToolTip.
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If the form control is required, this can be selected in the pop-up or the Properties
dialog.

Figure 224 Properties dialog showing ToolTip area highlighted (Foxit PDF Editor).

Text Field Properties *

General Appearance Position Options Format Validate Calculate Actions

Mame:  FirstLastMame

AL irst and last name (required))

Common Properties

Eorm Field:  Visible ~| [JRead Only
Orientation: 0 ~ | Degrees Required
() Locked Close |

For form controls that are required, the full word required is recommended. For
example: First and Last Name — Required. Using the full word instead of an
abbreviation or asterisk is more supportive for those using adaptive technology.
Avoiding the abbreviation is in line with WCAG 3.1.4. AA (PDF 8).

Adding the Form Controls to the Tags Tree
When all the form controls have been added to the PDF form, switch to the Tags Tree.

Right-click anywhere in the Tags Tree and make sure that Tag Annotations is checked
in the context menu.
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Figure 225 Context menu in the Tags Tree showing Tag Annotations checked (Foxit PDF Editor).

Mew Tag...

Cut
Delete Tag
Delete Empty Tags

Reading Order(x)

Find Tag from Selection
Create Tag from Selection
Find...

Copy Contents to Clipboard

Edit Class Map...
Edit Role Map...

I ¥ Tag Annotations I
« Document is Tagged PDF

¥ Apply Role Mapping to Tags
« Highlight Content

Properties...

Select the text nested under the <P> Tag for the question. In this example, it is First
and Last Name.

Right-click and choose New Tag.
Either type Form with a capital letter or open the list of Tags and choose Form.

You don’t need a title.

Figure 226 New Tag dialog (Foxit PDF Editor).

A
i Mew Tag >
Type | Fu:urml e
Title
oK Cancel

Activate the OK button.
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The <Form> Tag is nested under the <P> Tag and just below the text for the question.

Figure 227 New <Form> Tag in the correct position in the Tags Tree (Foxit PDF Editor).

T {P}

------ @ First and last

Select the <Form> Tag, right-click and choose Find in the context menu in the Tags
Tree.

Figure 228 Find option in the context menu in the Tags Tree (Foxit PDF Editor).

I MNew Tag...

Cut
Delete Tag
Delete Empty Tags

Reading Order(x)

Find...

Edit Class Map...
Edit Role Map...

¥ Tag Annotations

v Document is Tagged PDF

v Apply Role Mapping to Tags
¥ Highlight Content

Properties...

In the Find dialog, select Unmarked Annotations.

Select Find/Find Next. The choice will depend on how many form controls there are in
the form/on a page.

Select Tag Element.

The selection will move to the next form control. Until you are used to adding form
controls to the Tags Tree, you should add the form controls one at a time.

Close the Find dialog.
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Repeat the process of adding the <Form> Tag for the next question and then repeat the
Find, Unmarked Annotation, Find Next, Tag Element.

Figure 229 Find Unmarked Annotations in the Find dialog (Foxit PDF Editor).

|
Find Element X

Find: Unmarked Annotations v

Type: None

O Search Page (O Search Document

Find Next Tag Element Close

The form control annotation is nested correctly under its corresponding <Form> Tag,
which is nested correctly in its <P> Tag.

Figure 230 Correct nesting of the question, <Form> Tag and annotation in the Tags Tree (Foxit PDF
Editor).

T

=9 <P>
© First and last First and last name (required)

=® <Form>

First and last name (required)

© FirstLastNe «

Determining a Value for Form Controls

There are a couple of form controls that you may need to add values for. These are
date and birthdate form controls, dropdown lists, or combo list form controls and
calculated fields.

For date and birthdate form controls, ensure that the format you want is identified

both in the written text of the document and in the ToolTip. For example, Date (yy-mm-
dd).
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Figure 231 Text Field Properties dialog showing Format tab and date format selected (Foxit PDF Editor).

F
Text Field Properties *

General Appearance Position Options Format Validate Calculate Actions

Select format category: Date w

Date Opticns

m/dAyyyy
mm/dd/yy
mmy/dd/yyyy
iy
mm/yyyy
d-mmrmn
d-mmm-yy
d-mmm-yyyy
dd-mmm-yy

dd-mmm-
)

Example of current format:  24-02-07

Use the Date format category to display only the date or both
date and time values. Use the Time format categoery to display
only the time,

(7 Locked

For dropdown lists, while the Properties dialog is open, press Ctrl + Tab to move to the
Options tab.

Add each of the options for the question. As each one is added, press Alt + A to add
them to the list of possible choices.
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Figure 232 Text Field Properties dialog, Options tab with dropdown list entries showing a default entry
(Foxit PDF Editor).

s
Combo Box Properties *

General Appearance Position Options Format Validate Calculate Actions

Iterm: | Add

Exportvalue:  Full Time

el el Full Time

Part Time Delete
Continuing Education

Down

[ Sort items
] Allow user to enter custom text

(] Commit selected value immediately

[ Locked Close

| e

If you want people to be able to add their own value, check the check box to allow
customized entries.

A caveat to letting people add custom text to a Combo List is that they can add
anything to the list, whether it makes sense or not.
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Figure 233 Text Field Properties dialog with entries set showing check box for allowing custom text
entry (Foxit PDF Editor).

Combo Box Properties *

General Appearance Position Options Format Validate Calculate Actions

Item: | Add

Exportvalue:  Full Time

[y Full Time

Part Time Delete
Continuing Education

Down

[ Sort items

[C] Allow user to enter custom text I

|_| Commit selected value immediately

] Locked Close

The default value can be chosen by pressing Tab to move to the list of possible
answers and selecting the one that you want to be the default. For example, if you
know that most students filling out questions on student status will be Full-Time
students, making it the default will speed up filling out the form by end-users.

When a Combo List is added to a PDF form, the default can be blank to allow the end-
user to fill in something. However, think about this strategy before implementing it.

Although you want to give people the option to fill in their own answers, the intent is
that you haven’t thought of all possibilities. Taking the example of student status, if the
default is blank, you will have people filling out the form, adding the elements you
added to save time.

For example, if you think most of the students filling out the form will be Full-Time
students, making Full Time the default lets them skip to the next question. Some
people filling out the form may start typing Full Time without looking at the list of other
options.

If you want the default to be blank, the technique is to put a space in the Items area of
the Options dialog and add it to the list, then select it as the default.
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Figure 234 Object Properties dialog showing a blank option for a Combo List (Foxit PDF Editor).

Combao Box Properties *

General Appearance Position Options Format Validate Calculate Actions

Iterm: | Add

Export value:

Item list: |Full Time

Part Time Delete
Continuini Education
Up

[ Sort items
Allow user to enter custom text

) Commit selected value imrmediately

[ Locked

In the PDF form, once we either test the form or Close the Prepare Form tools, the form
control looks like a Text form control. This can be confusing to those who see the
dropdown indicator on the right but don’t see any choices. Those using screen readers
will be told this is a Combo list and will press Alt + Down Arrow to open the list.

Figure 235 Combo list in a PDF document with no default choice (Foxit PDF Editor).

d

When someone Tabs to the form control, they will see the space if they aren’t using a
screen reader but are a keyboard user. This might be visually confusing.

Page 221 of 326



Figure 236 Combo list in a PDF form in edit mode showing the space used to create the default blank
entry (Foxit PDF Editor).

I d

Use Combo lists wisely and anticipate that even if someone types in “Full Time” there
are several ways of typing those two words. You’ll need to sort through them as the
form comes in. This takes even more work if just the data is sent to you.

Checkboxes have a value of either checked or unchecked. This information is
available to those using adaptive technology. You don’t have to do anything to identify
the state/value of checkboxes. You do have to add a ToolTip for each question for
checkboxes.

For long questions, it is OK to summarize the question. This avoids those using screen
readers listening to long reams of text for each form control that might be related to a
single question. For example, check boxes or radio button. Text form controls asking
for an abstract can also be summarized, however, it is essential that a specific format,
word, or character limit is included in a ToolTip and the full text of the question is
tagged correctly in the Tags Tree.

When calculated form controls are added, there are three tabs to consider:
= The Options tab to determine alignment.
= The Format tab to determine currency or number.
= The Calculate tab to create the calculation.

After adding the Tooltip and identifying whether the form control is read-only or not,
move to the Options tab and choose an alignment. Typically, numbers are Right
aligned while the text is Left aligned. Do not use Full Justification on text! It creates an
accessibility barrier.
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Figure 237 Text Field Properties dialog, Options tab showing Alignment (Foxit PDF Editor).

ITex‘t Field Propertias *
General Appearance Position Options Format Validate Calculate Actions
Alignment:
|
Default Value:
B Scroll long text
Allow Rich Text Formatting
I [ Limit of 1 Characters I
Password
Field is used for file selection
8 Check spelling
Comb of Characters
Multi-line
Auto
[T Locked Close

The next step is to move to the Format tab and choose a number format and currency

as needed.
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Figure 238 Text Field Properties dialog, Format tab, Number and Currency format (Foxit PDF Editor).

ITex‘t Field Propertias *

General Appearance Position Options Format Validate Calculate Actions

Select format categony:

Mumber Options |
Decimal places: 2 e
Separator style: 1,234.56 ~
I Currency Symbaol: U.5. Dollar(8) i I
Megative number style: [l show parentheses
[l Use red text

Example of current format:  54,123.03

Use the Mumber format category to display numbers, including
currency styles.

[ Locked Close

The last step is to move to the Calculate tab and create the calculation.
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Figure 239 Text Field Properties dialog, Calculate tab showing Simplified Notation selected (Foxit PDF
Editor)

ITex‘t Field Propertias *

General Appearance Position Options Format Validate Calculate Actions

() Value is not calculated

(D) Value is the sum(+) «  of the following fields:

Pick...

| O Simplified field notation: |

(0 Custom calculation script:

[l Locked Close

If you choose to make minor calculations such as simple addition, subtraction,
multiplication or division, the option for “Value is the...” is the choice to make. This
lets you choose the amounts to be calculated by name.

The best reason for giving form controls a meaningful name is when calculated form
controls are in a form. The meaningful names provide a means to pick the ones you
want for calculations.
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Figure 240 Field Selection dialog showing a list of named form controls (Foxit PDF Editor).
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For some calculated form control, you won’t want the end-user to be able to modify
amounts. For these form controls, check the check box to make them Read-Only
(General tab).

When all the attributes for a form control are assigned, Click on the Close button.
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PDF 13: Providing replacement text using the
/Alt entry for links in PDF documents

Not all links need Alt Text. For example, if a link is text, it doesn’t require Alt Text on
the<Link> Tag. Consider a Table of Contents where the text is in the <TOCI> Tag
alongside the <Link> Tag. The “link” is already accessible, and the Heading text has
been used to create the <>TOCI Tag.

Another example of when a link doesn’t require Alt Text is for Footnotes, Endnotes,
and a Bibliography. The purpose of those links is to provide long web addresses as
citations and references.

WCAG Success Criteria
PDF13: Providing replacement text using the /Alt entry for links in PDF documents!%.

= Sufficient to meet 2.4.4 Link Purpose (In Context)!®” (WCAG 2.0 A) when used
with G91: Providing link text that describes the purpose of a link°8,

= Understanding 2.4.4 Link Purpose (In Context)°°,
= Sufficient to meet 2.4.9 Link Purpose (Link Only)'* (WCAG 2.0 AAA).

= Understanding 2.4.9 Link Purpose (In Only)!!.
ISO 32000 - 1:2008 and ISO 14289 - 1:2014

There is no free version of either first iteration of the ISO PDF standards..
ISO 32000 - 1:2008.
14.9 Accessibility Support.

14.9.1 General.

196 PDF 13 Providing replacement text using the /Alt entry for links in PDF documents, W3C:
https://www.w3.0rg/ WAI/WCAG22/Techniques/pdf/PDF13

107 Success Criteria 2.4.4 Link Purpose (In Context), W3C: https://www.w3.org/TR/WCAG22/#link-
purpose-in-context

108 Guideline 91: Providing link text that describes the purpose of a link, W3C:
https://www.w3.0rg/WAI/WCAG22/Techniques/general/G91

109 Understanding 2.4.4 Link Purpose (In context), W3C:

https://www.w3.0org/ WAI/WCAG22/Understanding/link-purpose-in-context.html

110 Success Criteria 2.4.9 Link Purpose (Link Only), W3C: https://www.w3.org/TR/WCAG22/#link-
purpose-link-only

111 Understanding 2.4.9 Link Purpose (Link Only), W3C:

https://www.w3.0rg/ WAI/WCAG22/Understanding/link-purpose-link-only.html
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Accessible Links in PDFs (and Other Digital Content
Types)

Links in documents and presentations have different purposes than links on webpages
or in HTML. Typically, links in the body of a document or presentation have Alt Text,
while reference links do not. However, when looking at presentations, the purpose of
the link during the presentation can differ from the purpose of the link in a handout.
Consider whether the audience is supposed to follow a link during a presentation.
Which will convey the purpose or “intent” of the link? The long web address means
that the audience can go to the link quickly during a presentation, whereas only having
the Alt Text available can lead audience members to different websites as they
struggle to find the right one. Then, when the presentation is being prepared for a
handout, Alternate Text can provide the context or purpose of a link in a handout. This
lets those reading the handout quickly locate and activate the link they want.

In documents and presentations, the context has many grey areas. Content authors
and PDF remediators must think about the context of a link and the end format of the
content. For example, if a document is going to be Brailed, the long web address
provides the link in context as the “Text to Display”, or Alt Text may not allow the link
to be identified as a link and, in Braille, it is essential to have the long web address,
even in the body of the document or presentation. This may be a remediation needed if
there is a request for Braille.

Not all links require Alt Text. For example, reference links in Footnotes, Endnotes and
Bibliography. Another example of links that do not require Alt Text are links in the
<TOCI> Tag in a Table of Contents. Links in the <TOCI> Tag are part of a structure
element containing text. Adding Alt Text to links in a <TOC> breaks the accessibility of
the Table of Contents.

Adobe Acrobat Pro DC

Add Alt Text to a <Link> Tag
Alt Text is added to the <Link> Tag in the Tags Tree.

Press the AppKey or right-click on the <Link> Tag and choose Properties.
In the Properties dialog, add the Alt Text. Avoid adding both Alt Text and Actual Text.

Avoid using preface text such as “Select this link to go to...” or “Go to...”. This type of
preface text prevents us from using first character navigation to quickly find a link by
its purpose. For example, Contact Karen can be accessed by getting a list of links and
pressing the letter C for Contact. If more than one link starts with C, the character is
repeatedly pressed until Contact Karen is found. This saves time as we look for
specific links in documents.
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Figure 241 Object Properties dialog showing Alternative Text area (Adobe Acrobat Pro DC).

Object Properties nl

Content  Tag Color

Type: |Link ~

Title:

Actual Text:

Alternate Description for Links:

|
|
s
Alternate Text for Images: r
|

10:

I Language: w

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

Close

Foxit PDF Editor

Add Alt Text to a <Link> Tag
Alt Text is added to the <Link> Tag in the Tags Tree.

Right-click on the <Link> Tag and choose Properties.
In the Properties dialog, add the Alt Text. Avoid adding both Alt Text and Actual Text.

Avoid using preface text such as “Select this link to go to...” or “Go to...”. This type of
preface text prevents us from using first character navigation to quickly find a link by
its purpose. For example, Contact Karen can be accessed by getting a list of links and
pressing the letter C for Contact. If more than one link starts with C, the character is
repeatedly pressed until Contact Karen is found. This saves time as we look for
specific links in documents.
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Figure 242 The Object Properties dialog shows the Alternative Text area (Foxit PDF Editor).

Object Properties nl

Content Tag Color

Type: | Link ~

Title:

Actual Text:

Alternate Text: I

1D:

Language: ~

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

e |

Word (Microsoft 365)
Add Alt Text to Links

In Word, the Alt Text for links is “Text to Display” and can be accessed in the Insert
Hyperlink dialog by pressing Alt + T. Press Alt + E to return to the Address edit area.

Press Ctrl + K to open the Insert Hyperlink dialog. If you want to use the Ribbon, go to
the Insert Ribbon, Link, Insert Link (Alt + N, letter I, letter I).

Figure 243 Insert Ribbon, Link, Insert Link option (Microsoft Word 365).

oy @ T /B3

Link |Bookmark Cross- Comment Header Footer  Page Text  Quick
A reference ~ ~ MNumber ~ Box~ Parts v

Recent ltems

(= https://www.w3.org/WAI/WCAG22/Understanding/link-purpose-link-...
https://fwww.w3.org/MWAIL/WCAGZ2/Understanding/link-purpose-link-only.html

|_<_<“1nser‘t Link...

When the Insert Hyperlink dialog opens, the focus is in the edit area where you can
paste or type in the long web address.

Avoid adding shortcuts to links such as “karlencommunications.com”. Most PDF
Editor conversion tools require long web addresses to create the accessible link.
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Figure 244 Insert Hyperlink dialog (Microsoft Word 365).
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oK Cancel

Once the text to display/Alt Text and the long web address is entered, press Enter
while the focus is in either area of the Insert Hyperlink dialog.

Avoid using preface text such as “Select this link to go to...” or “Go to...”. This type of
preface text prevents us from using first character navigation to quickly find a link by
its purpose. For example, Contact Karen can be accessed by getting a list of links and
pressing the letter C for Contact. If more than one link starts with C, the character is
repeatedly pressed until Contact Karen is found. This saves time as we look for
specific links in documents.

PowerPoint (Microsoft 365)

Add Alt Text to Links

On PowerPoint slides, the Alt Text for links is called “Text to Display” in the Insert
Hyperlink dialog.

Press Ctrl + K to open the Insert Hyperlink dialog. You can also press Alt + N, letter I,
letter I for the Insert Ribbon, Link, Insert Link.

Avoid adding shortcuts to links such as “karlencommunications.com”. Most PDF
Editor conversion tools require long web addresses to create the accessible link.

When all the information is entered, Tab to and activate the OK button. If the focus is
in either the Text to Display or Address edit areas, press Enter to close the Insert
Hyperlink dialog.
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Figure 245 Insert Hyperlink dialog with Text to Display and Address areas (Microsoft PowerPoint 365).
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Avoid using preface text such as “Select this link to go to...” or “Go to...”. This type of
preface text prevents us from using first character navigation to quickly find a link by
its purpose. For example, Contact Karen can be accessed by getting a list of links and
pressing the letter C for Contact. If more than one link starts with C, the character is
repeatedly pressed until Contact Karen is found. This saves time as we look for
specific links in documents.
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PDF 14: Providing running headers and footers
in PDF documents

Not all PDF documents require page Headers or Page Footers. This is not a
requirement for the ISO PDF standards. The presence of Page Headers and Page
Footers depends on the type of document. Some source documents don’t have page
numbers. For example, one-page memos, short documents less than 5 pages, and
some slide presentations. The addition of page numbers is up to the content author.

WCAG Success Criteria
PDF14: Providing running headers and footers in PDF documents''2.

= Advisory for 2.4.8 Location'® (WCAG 2.0, 2.1, 2.2 AAA)..

= Understanding 2.4.8 Location'*4.
= Advisory for 3.2.3 Consistent Navigation'"® (WCAG 2.0, 2.1, 2.2 AA).

= Understanding 3.2.3 Consistent Navigation®16,
ISO 32000 - 1:2008 and ISO 14289 - 1:2014

There is no free version of either first iteration of the ISO PDF standards..
ISO 14289 - 1:2014.

7.8 Page headers and footers.

ISO 32000 - 1:2008.

Page Labels.

In PDFs, Page Headers, Page Footers, and Page

Numbers are Artifacts

Page Headers and Page Footers are unavailable in the same sense that “running
headers” are in HTML web pages. Typically, Page Headers and Page Footers, as well
as page numbers, are not read as part of the overall body text of a document. In

112 PDF 14 Providing running headers and footers in PDF documents, W3C:

https://www.w3.0rg/ WAI/WCAG22/Techniques/pdf/PDF14

113 Success Criteria 2.4.8 Location, W3C: https://www.w3.org/TR/WCAG22/#location

114 Understanding 2.4.8 Location, W3C:
https://www.w3.org/WAI/WCAG22/Understanding/location.html

115 Success Criteria 3.2.3 Consistent Navigation, W3C: https://www.w3.org/TR/WCAG22/#consistent-
navigation

116 Understanding 3.2.3 Consistent Navigation, W3C:
https://www.w3.0rg/WAI/WCAG22/Understanding/consistent-navigation.html
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presentations, they are in accessible placeholders that can be accessed by adaptive
technology, if the default Header/Footer and Slide Number placeholders are used. In
word-processed and desktop publishing documents, they are “non-printing elements”
or Artifacts once the content is converted to tagged PDF. In Word, there is a keyboard
command to go into the Page Header or Page Footer and add content such as the
document name, page numbering or an organizational logo.

Complicating the use of Page Headers and Page Footers is that in word-processed and
desktop-published documents, there can be different information on odd and even
pages and different Page Header and Page Footer content for each section. There can
be preface pages in Roman Numerals with no page number assignment for the cover
page or back page of a document.

While in Microsoft Word or PowerPoint, someone using a screen reader can use a
keyboard command to determine that page or slide number they are on, in PDFs this is
available using Page Labels.

Avoid tagging page numbers!

Why not Tag Page Numbers in PDFs?

Page Labels are used instead of tagging page numbers in PDFs. If page numbers were
tagged, there would be additional accessibility barriers created.

For example, if a paragraph spans two pages, adding the page number in the middle of
the paragraph interrupts the ability to understand the content of the paragraph.

The dilemma then becomes how to add the page number if it is tagged: before the
paragraph or after the paragraph.

This dilemma is made worse when the PDF has a table that spans several pages. For
example, if a table spans 4 pages, do all page numbers get inserted into the Tags Tree
before or after the table? How can someone verify the page number they are on when
citing information in a table that spans 4 pages if all the page numbers are tagged
before or after the table?

Page Labels let everyone, including those using adaptive technology, quickly go to a
specific page in a document. For example, pressing Ctrl + Shift + N in Adobe Reader or
Adobe Acrobat Pro DC and typing in a page number takes you to that page. This is true
even if the page number is a Roman Numeral. Without using Page Labels in PDFs, if
the PDF has preface pages in Roman Numerals, someone can ask to go to page “iii”
they will be told there is no such page. It is only by using Page Labels to identify the
preface pages and page numbering in other sections of the PDF that accurate page
number information can be accessed by everyone.
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Additionally, both the JAWS (Job Access With Speech) and NVDA (Non-Visual Desktop
Access) screen readers have keyboard commands to read the Page labels.

Adobe Acrobat Pro DC

Implementing Page Labels
Go to the Pages Panel in the Navigation Pane in Adobe Acrobat Pro DC.

In this example, the PDF is a report with a cover page, two preface pages using Roman
Numerals as page numbers and the remainder of the PDF uses numbers starting at 1.

The first page in the sample document is the cover page. Typically, this page does not
have a page number. However, there are times when someone wants to get back to the
document's cover.

If Page Labels are not used, and anyone tries to go to one of the pages with a Roman
Numeral, they will get an error message.

Figure 246 Go To Page dialog (Adobe Acrobat Pro DC).

r
5o To Page X

Page: ii| of 21

I QK l Cancel

The following graphic illustrates an error message stating that there is no page “i” in
the PDF.

Figure 247 Adobe Acrobat dialog saying that the page with the Roman Numeral is not found (Adobe
Acrobat Pro DC).

Adobe Acrobat

.'6] There is no page numbered 'i' in this document.

In the Pages Panel, select the cover page and right-click to open the context menu.
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Figure 248 Pages Panel context menu showing Page Labels (Adobe Acrobat Pro DC).

Insert Pages 4
Extract Pages...

Replace Pages...

Delete Pages... Shift+Ctrl+D
Crop Pages...

Rotate Pages... Shift+Ctrl+R
Export Pages »

Page Transitions...

Cut Ctri+X
Copy Ctrl+C
Page Lapels...

Print Pages... Ctrl+P

Embed All Page Thumbnails

Remove Embedded Page Thumbnails

Reduce Page Thumbnails

Enlarge Page Thumbnails

Page Properties...

Choose Page Labels.

This opens the Page Labels dialog.

Page 236 of 326



Figure 249 Pages Panel and Page Label dialog (Adobe Acrobat Pro DC).
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By default, page numbering starts with page 1 as the first page of a document. It
doesn’t matter what the page numbering system is in the PDF until Page Labels are
implemented; the first page of a PDF is page 1.

In the Page Labels dialog, keep the “Selected” pages checked.

Move to the Numbering section of the dialog. In this example, I've kept the page
number as 1 as it is easier for people to think of the cover page as page 1.

However, I've added a prefix to distinguish it from the actual page 1 of the document.
The prefix I've added is the word Cover followed by a space. The space is important. If
space isn’t added, it won’t be added to the numbering system.

A sample of what the page numbering, or Page Label, will look like is in the lower left
of the dialog.

Once the OK button is activated, the Page Label or number is changed in the Pages
Panel, as shown in the following graphic.
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Figure 250 The cover page of a PDF once a Page Label has been implemented (Adobe Acrobat Pro DC).

M @ © O

The next step is to select the pages with Roman Numerals in the Pages Panel. This can
be done by clicking on one, holding down the Ctrl key and clicking the second page.
Clicking on one page with a Roman Numeral, holding down the Shift key and then
using the Down Arrow will also select the second page.

Figure 251 Two Roman Numeral pages in the pages Panel and the first page of the document content
(Adobe Acrobat Pro DC).

The following graphic illustrates the two selected pages and the page following the
Roman Numeral pages.
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With the mouse over one of the two pages that should be Roman Numerals (for
reference), right-click and choose Page Labels. The Page Labels dialog opens.

The Page Labels dialog opens.
Keep the Selection checked to apply the Page Labels to the two selected pages.

Remember to remove the preface text “Cover” And the space before you activate the
OK button.

In the list of Numbering Styles, choose the Roman Numerals.

You can check to make sure that the Page Labels are what you want them to be in the
lower left of the Page Labels dialog.

Figure 252 Page Label dialog showing a change in page numbering to Roman Numerals (Adobe Acrobat
Pro DC).
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OK l Cancel

Once the OK button is activated, the two pages will display the correct page Label of
Roman Numerals and the designation of Page 1 moves to the first page of the report
text in the PDF.

Although the Page Labels now look appropriate for the PDF, it is suggested that Page
Labels be verified for the remainder of the PDF if the rest of the page numbers start at
1 and end at the last page of the PDF.
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If the PDF has a back cover, it is up to the remediator whether the page is isolated and
given its own Page Label.

Figure 253 The pages panel showing the two pages with Roman Numerals and the start of the report text
on page 1 (Adobe Acrobat Pro DC).

The last step is to select the remaining pages. This can be done by putting focus on
Page 1 and pressing Ctrl + Shift + End.

Although the numbering starts at 1 by default, we want to ensure that the numbering
can be accessed using Ctrl + Shift + N and by the adaptive technology keyboard
commands. Ensuring this by using Page Labels takes a few seconds and eliminates any
remediation needed for page numbering.

With the remainder of the pages in the PDF selected, right-click and choose Page
Labels.

The Page Labels dialog opens.
Keep the Selected checked in the Pages section of the dialog.
Verify that the page numbering starts at page 1.

Activate the OK button.
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Figure 254 The Page Labels dialog shows page numbering starting at page 1 (Adobe Acrobat Pro DC).
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Save the PDF, exit Acrobat Pro DC, launch Acrobat Pro DC again and test the Page
Labels using Ctrl + Shift + N.

Once the Page Labels are added, Ctrl + Shift + N is pressed, and the Roman Numeral
“I” is entered, followed by pressing Enter. A person is taken to the page in the
document. Likewise, if someone wants to go to page 1 in the document, the first page
with content/the document's body, they can be taken to that page in the PDF.

This technique can be used to go to any of the other pages in the PDF to ensure that
they can easily be navigated.

When testing Page Labels with either JAWS or NVDA, ensure that the Tools Task Pane
and the Navigation Pane are closed/hidden. Press F4 to close or open the Navigation
Pane and Shift + F4 to close or open the Tools Task Pane.

The keyboard commands to read Page Labels are JawsKey + Page Down and
NVDA key + End.
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Figure 255 Page ii in a PDF once Page Labels were assigned (Adobe Acrobat Pro DC).
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Infrastructure

Conflict and humanitarian assistance

Foxit PDF Editor

“Format Page Numbers”

The Foxit PDF Editor uses the language “Format Page Numbers” instead of Page
Labels.

In the Pages Panel, select the cover page and right-click to open the context menu.
Choose Format Page Numbers.

This opens the Page Numbers dialog.
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Figure 256 Format Page Numbers in the Pages Panel (Foxit PDF Editor)

Copy
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Crop Pages...
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Rotate Pages...
Page Transitions

Format Page Numbers...

Print Pages...

Properties...

By default, page numbering starts with page 1 as the first page of a document. It
doesn’t matter what the page numbering system is in the PDF until Page Labels are
implemented using the Format Page Numbers; the first page of a PDF is page 1.

Figure 257 Pages Panel showing a cover page selected and the Page Numbers dialog (Foxit PDF Editor).
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In the Page Numbers dialog, keep the “Selected” pages checked.

Move to the Numbering section of the dialog. In this example, I've kept the page
number as 1 as it is easier for people to think of the cover page as page 1.

However, to distinguish it from the actual page 1 of the document, I’ve added a prefix.
The prefix I’'ve added is the word Cover followed by a space. The Space is important. If
space isn’t added, it won’t be added to the numbering system.
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A sample of what the page numbering, or Page Label, will look like is in the lower left
of the dialog.

Once the OK button is activated, the Page Label or number is changed in the Pages
Panel.

Figure 258 Pages Panel showing "Cover 1" as the cover page number (Foxit PDF Editor).
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Return to the Pages Panel and select the preface pages in Roman Numerals (as per the
example). Use the Ctrl key and click on each preface page.

Right-click and choose Format Page Numbers.
Keep the “Selected” checked.
In the Numbering Style area, choose Roman Numerals.

Remember to remove the preface text “Cover” and the space before you activate the
OK button.

A sample of what the Page Label will look like is shown in the lower left of the page
Numbering dialog.

Activate the OK button.

Once the OK button is activated, the two pages will display the correct page Label of
Roman Numerals and the designation of Page 1 moves to the first page of the report
text in the PDF.
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Figure 259 Page Labels in the Pages Panel showing the cover page and preface pages (Foxit PDF Editor).

Pages
fe & = [e

The last step is to select the remainder of the pages in the document. Although these
pages will now have the Page Labels starting at 1, itis always a good idea to apply the
Page Labels to ensure this is true.

Although the Format Page Numbers now look appropriate for the PDF, it is
recommended that Format Page Numbers be verified for the remainder of the PDF if
the rest of the page numbers start at 1 and end at the last page of the PDF.

If the PDF has a back cover, it is up to the remediator whether the page is isolated and
given its own Page Label.
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Figure 260 Page Numbers dialog showing the selected pages will have Roman Numeral Page Labels
(Foxit PDF Editor).
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In the Foxit PDF Editor, standard keyboard commands for selecting from the first
selected item to the end of the items, in this case, the pages, do not work. You will
need to select the page for Page 1, hold down the Shift key and then use the Down
Arrow for the entire list of pages in the Pages Panel. An alternative is to use the mouse
to select the rest of the pages.

With the remainder of the pages in the PDF selected, right-click and choose Format
Page Numbers.

The Format Page Numbers dialog opens.
Keep the Selected checked in the Pages section of the dialog.
Verify that the page numbering starts at page 1.

Activate the OK button.
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Figure 261 Page Numbers dialog showing the pages in the body of the PDF starting at page 1 (Foxit PDF
Editor).
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I couldn’t find a keyboard command to go to a specific page for Windows. The
keyboard command on a Mac is Command + G, which doesn’t work, even if the
Command key is translated to the Windows platform. To test this, you’ll need a
different PDF Editor/Reader.

When testing Page Labels with either JAWS or NVDA, ensure that the Tools Task Pane
and the Navigation Pane are closed/hidden. Press F4 to close or open the Navigation
Pane and Shift + F4 to close or open the Tools Task Pane.

The keyboard commands to read Page Labels are JawsKey + Page Down and
NVDA key + End.

Page 247 of 326



PDF 15: Providing submit buttons with the
submit-form action in PDF forms

PDF forms can be submitted in several ways. They can be downloaded, filled out and
e-mailed or printed and sent in by snail mail, or they can have a submit button on the
form itself to allow easy form submission.

Typically, there are three buttons on a form, one for Submit, one for Print, and one for
Reset. The same checkpoints should apply for all buttons on PDF forms.

WCAG Success Criteria
PDF15: Providing submit buttons with the submit-form action in PDF forms!'’.

= Sufficient to meet 3.2.2: On Input''® (WCAG 2.0 A) when used with G80:
Providing a submit button to initiate a change of context!?®,

= Understanding 3.2.2 Input!?,
ISO 32000 - 1:2008 and ISO 14289 - 1:2014

There is no free version of either first iteration of the ISO PDF standards..

ISO 32000 - 1:2008.
12.6 Actions.
This topic has several sub-topics covering various types of actions..

All PDF Form Buttons Must be Accessible

Any button on a PDF form that results in an action must have clear labelling to let the
person filling out the form know what to expect when the button is activated. The
button must also be capable of keyboard activation. This is typically pressing the
Spacebar or the Enter key while the button has focus.

117 PDF 15 Providing submit buttons with the submit-form action in PDF documents, W3C:
https://www.w3.org/ WAI/WCAG22/Techniques/pdf/PDF15

118 Success Criteria 3.2.2 Input, W3C: https://www.w3.org/TR/WCAG22/#on-input

119 Guideline 80, Providing a submit button to provide a change of context, W3C:
https://www.w3.0rg/WAI/WCAG22/Techniques/general/G80

120 Understanding 3.2.2 Input, W3c: https://www.w3.org/WAI/WCAG22/Understanding/on-input.html
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Adobe Acrobat Pro DC
Add a Submit Button to a PDF Form

On the Prepare Form Toolbar, select the Button form control.
Move the mouse over the PDF and draw the area for the button form control.

When the mouse button is released, type a meaningful name for the form control.
There should be no space in the name.

Click on All Properties.

In the Button Properties dialog, type the Tooltip. Even though you’ll be adding a label
to the button, it is essential to add the Tooltip. The ToolTip will be read to those using
adaptive technology. The “Label” will be visually available to everyone else.

Figure 262 General tab in the Button Properties dialog showing the Tooltip (Adobe Acrobat Pro DC).

Button Properties nl

General Appearance Position Options Actions

Mame: |SubmitButton

Tooltip: |Submitthe Form @

Common Properties

Form Field:  Visible ~ [CJRead Only

Orientation: 0 ~  degrees Required

[JLocked Close

The next step is to go to the Appearance tab in the Button Properties dialog and choose
Auto for the font size. This will adjust the text size to fit the button. Be aware of
spacing and the size of text on buttons. Ensure that the button can be easily targeted,
and the label is clear.

You can add a customized label with a bit more text than the word “submit”. In the
example shown here, I’'ve added the label “Submit the Form” to provide more context
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for those with disabilities not using adaptive technology. I used the same text for the
Tooltip to be consistent.

Figure 263 Appearance tab in the Button Properties dialog showing Font size set to Auto (Adobe Acrobat
Pro DC)

Button Properties n

General Appearance Position Options Actions

Borders and Colors

Border Colon &) Line Thickness:  Thin

Fill Coler: [ Line Style:  Solid
Text
Font Size: M| w~ Text Color:
Font:  Helvetica Bold L
[ Locked

Cloze

The next step is to move to the Options tab.

In the Options tab of the Button Properties dialog, add the text that will be the visual
label for the button.

If the label text is not added, the button will appear as a grey square with no context.
This means that someone using a screen reader or Text-to-Speech tool will hear the
ToolTip but for those looking at the form, the “button” will just be a square with no
context.
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Figure 264 Options tab in the Button Properties dialog showing the label text added (Adobe Acrobat Pro
DC).
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The final step in the process of making the Submit button accessible has two steps.
Move to the Actions tab in the Button Properties dialog.

The first thing to change is the “Select Trigger” to Mouse Enter.

Then in the “Select Action” area, set the action to “Submit a Form”.

Click on the Add button.

When the Add button is activated, another dialog opens.
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Figure 265 Action tab in the Button Properties dialog (Adobe Acrobat Pro DC).
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The first thing to do in the “Submit Form Selections” dialog is to add an e-mail address.
In this scenario, the information from the form will be sent using e-mail.

There are two ways to do this: just send the data or send the entire PDF document.

In this example, we’ll send the entire PDF document.

In the area for “Enter a URL for this link “, type an e-mail address, making sure that the
prefix “mailto:” is added. An example would be the “mailto:email-address”. There are
no spaces in this text.

In the Export area, check “PDF the complete document”.

Activate the OK button.

Activate the Close button to Close the Button Properties dialog and return to the form.
Go into Preview mode and test the Submit form control.

When you switch to Edit mode, ensure that you clear the form data using the Tools
menu in the Tools Task pane.
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Figure 266 Submit Form Selections dialog in Button Form Properties Action tab (Adobe Acrobat Pro DC).
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through unchanged.

oK ‘ Cancel

When the” Submit this Form” form Control is activated, another dialog opens asking
for an e-mail client to be used.

Figure 267 Sample Submit button in a PDF form (Adobe Acrobat Pro DC).

Submit the Form

Once the e-mail client is chosen and the Continue button is activated, the form is
submitted.
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Figure 268 Send Email dialog once a Submit button is activated (Adobe Acrobat Pro DC).

Send Email >

Send Using
© Default email application (Microsoft Outlook)
() Use Webmail

Select

[CJ Remermber my choice

Continue ] Cancel

In testing this button, the PDF and the following message were sent to my e-mail
account.

“Form Returned: Submit ButtonAcrobat.PDF.”
“The attached file is the filled-out form. Please open it to review the data.”

The “Send Email” dialog has a check box to “Remember my choice”.

Foxit PDF Editor
Add a Submit Button to a PDF Form

The first step in adding a form control with an action, such as a Submit button, is to go
to the Form Ribbon and click on the icon for an action-based form control.

Draw the area for the submit button.
When the mouse is released, a pop-up will appear with the form control.

Give the button a meaningful name. In this example, I’ve used “SubmitForm” This is
not the Tooltip. We still need to add a ToolTip in the Button Properties dialog.

Click All Properties.
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Figure 269 Button form control showing the pop-up to provide a meaningful name (Foxit PDF Editor).

SubmitButton

=
Mame: SubmitButton
Label:

Required All Properties

Click on All Properties and add the ToolTip. In this example, itis “Submit the Form”.

Figure 270 Button Properties dialog showing a Tooltip in the General tab (Foxit PDF Editor).

Button Properties ¥

General Appearance Position Options  Actions

Mame:  SubmitButton

Tooltip:  Submit the FormI

Common Properties

Form Field:  Visible ~  [JRead Only
Qrientation: 0 ~  Degrees Required
[ Locked Close |

The next step is to go to the Appearance tab in the Button Properties dialog and set the
Font size to “Auto”.

No other changes in the Appearance tab are needed.
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Figure 271 Button Properties dialog, Appearance tab showing font size set to "Auto" (Foxit PDF Editor).

Button Properties X
General Appearance Position Options Actions
Borders and Colors
Line Style:
Thickness:  Thin w
Border Color: ﬂ Fill Color:
Text
Font Size: m i Text Color: !
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Direction: @ Left-to-right () Right-to-left
(O Locked Close |

Move to the Options tab and provide the label for the button.

The Tooltip will be read by those using adaptive technology. If a label is not provided,
the button will look like a shaded square on the page. The label is to allow those
visually accessing the form to know what the button is for.
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Figure 272 Button Properties dialog showing the label text filled in (Foxit PDF Editor).
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The final step in the process has two steps: identifying the action and then setting the
method the form information is submitted.

In the Button Properties dialog, move to the Actions tab.
Choose the “Select Trigger” to “mouse Enter”.
Choose the “Select Action” to “Submit a Form”.

Click the Add button.
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Figure 273 Button Properties dialog showing the "Mouse Enter" and "Submit a Form" options set (Foxit
PDF Editor).
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Actions
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When the Add button is activated, another dialog opens where the method of
submitting the form is set.

In this example, we’ll choose “PDF (whole file)”, which means the entire completed
PDF form will be sent instead of individual pieces of data from the form.

Once the option to send the entire file is set, ensure the “Submit to” is set to “Email
Address”.

Include the text mailto:EmailAddress with no spaces.
Once the submission methods are set, Click the OK button.
In the Form Ribbon, Click the Hand tool and test the submit button.

Remember to return to the Form Ribbon and clear the form data once you’ve tested the
form.

To return to editing the form, in the Form Ribbon choose Select, Select Annotations.
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Figure 274 Button Properties dialog showing the submit form settings as the entire PDF to be sent by e-
mail (Foxit PDF Editor).
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The following graphic shows the finished submit button in the PDF form.

Figure 275 Finished Submit button in a PDF (Foxit PDF Editor).

Submit the Form
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PDF 16: Setting the default language using the
/Lang entry in the document catalog of a PDF
document

Using plain language, this technique means that a PDF must have a core language set
in the Document Properties of the PDF.

ISO 32000 - 1:2008 and ISO 14289 - 1:2014 both state that the ISO codes for country
language is to be used to identify languages in PDFs. The problem is that if I say the
language for a PDF is “en-US” and I’m using a synthesized language that is British
English, I'm forced to change the synthesizer language to American English and read
the PDF with a pronunciation I'm not used to. The same is true if I put the language in
the Document Properties Advanced tab as “en-UK”; someone using a different
synthesized voice, such as Australian English, American English, or Canadian English,
will be forced to listen to the PDF in the localized language designation.

WCAG Success Criteria
PDF16: Setting the default language using the /Lang entry in the document catalog of a

PDF document*?'.

= Sufficient to meet 3.1.1: Language of Page!?? (WCAG 2.0, 2.1, 2.2 A).

= Understanding 3.1.1 Language of Page!?3,
ISO 32000 - 1:2008 and ISO 14289 - 1:2014

There is no free version of either first iteration of the ISO PDF standards..
ISO 14289 - 1:2014.
7.2 Text.

7.3 Graphics.

121 PDF 16 Setting the default language using the /Lang entry in the document catalog of a PDF
document, W3C: https://www.w3.org/WAI/WCAG22/Techniques/pdf/PDF16

122 Success criteria 3.1.1 Language of Page, W3C: https://www.w3.org/TR/WCAG22/#language-of-page
123 Understanding 3.1.1 Language of Page, W3C:

https://www.w3.0rg/ WAI/WCAG22/Understanding/language-of-page.html
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Core Language Identification is Essential in PDFs

The solution has always been, whenever possible, to use plain vanilla language
choices such as English, French, German, Portuguese and so forth. This allows the
person who is using a screen reader or Text-to-Speech tool to read the PDF using the
synthesized localized language of their choice.

Under the hood of the PDF, in the dictionary entries, the code for language may still be
“en-x” but as far as the synthesizers are concerned, the language is English and can be
read using the localized language synthesizer preferred by the end user.

Note: PDF 10 Specifying the language for a passage or phrase with the
Lang entry in PDF documents deals with language changes for parts,
phrases, and words in PDFs.

Adobe Acrobat Pro DC

Set the Core Language of a PDF
In Adobe Acrobat Pro DC, press Ctrl + D to open the Document Properties dialog.

Press Ctrl + Tab to move to the Advanced tab and verify the language attribute.

We’ve always advocated for using plain language in the language attribute so that
someone using a specific localized language synthesizer can read the PDF using the
pronunciation they are used to. As someone who uses the British voiced synthesizer,
having a PDF open and have the language of my synthesized voice switch to a localized
language such as “en-US” forces me to listen to the PDF with pronunciations I’m not
used to hearing. It takes a few pages to get used to the different pronunciations.

I leave it to you to decide whether to use localized language designations or not.
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Figure 276 Document Properties dialog showing the Advanced tab Language setting (Adobe Acrobat Pro
DC).

Document Properties X

Description  Security Fonts  Initial View Custom Advanced

PDF Settings

Base LRL: |

Search Index: | Browse. Clear

Trapped:  Unknown

Accessibility

PDE/UA Compliance:  None ~

Print Dialog Presets
PageScaling:  Defeult
DuplexMode:  Simplex v

Paper Source by Page Size: [

Print Page Range:
Number of Copies:  [IEZIIN -

Reading Options

Binding: LeftEdge -
Language: | English v

Protected Mode:  On

Help oK ] Cancel

Check the language to ensure that one is assigned and that it is the correct language
for the core content of the document.

If the document has more than one language, the change in language attribute can be
applied to a Tag or to the <Span> Tag if a word or phrase is in a different language
within a sentence.

Foxit PDF Editor
Set the Core Language of a PDF

I’'m not sure why developers designing the user experience tend to use unreadable text
(light text on a white background), but there you are. The text in the Foxit user-
interface is difficult to see and read.

In the Foxit PDF Editor, press Ctrl + D then move to the Advanced category.
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Figure 277 Document Properties area showing the Advanced tab Language setting (Foxit PDF Editor).
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Batch Print
Language English

Index

Share

Check the language to ensure that one is assigned and that it is the correct language
for the core content of the document.

We’ve always advocated for using plain language in the language attribute so that
someone using a specific localized language synthesizer can read the PDF using the
pronunciation they are used to. As someone who uses the British voiced synthesizer,
having a PDF open and have the language of my synthesized voice switch to a localized
language such as “en-US” forces me to listen to the PDF with pronunciations I’'m not
used to hearing. It takes a few pages to get used to the different pronunciations.

I leave it to you to decide whether to use localized language designations or not.

If the document has more than one language, the change in language attribute can be
applied to a Tag or to the <Span> Tag if a word or phrase is in a different language
within a sentence.
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PDF 17: Specifying consistent page numbering
for PDF documents

In PDFs, page numbers are not tagged. They are part of Page Headers and Footers.
Unlike HTML content, Page Headers and Page Footers in PDFs are called “non-
printing” elements and are not tagged as part of the “body of the content”

WCAG Success Criteria

PDF17: Specifying consistent page numbering for PDF documents®*.

= Sufficient to meet 1.3.1 Info and Relationships'®*® (WCAG 2.0, 2.1, 2.2 A).

= Understanding 1.3.1 Information and Relationships!?®.
= Advisory for 2.4.8 Location'?” (WCAG 2.0, 2.1, 2.2 AAA).

= Understanding 2.4.8 Location!?,
= Advisory for 3.2.3 Consistent Navigation'* (WCAG 2.0, 2.1.2.2 AA).

= Understanding 3.2.3 Consistent Navigation!®°.
ISO 32000 - 1:2008 and ISO 14289 - 1:2014

There is no free version of either first iteration of the ISO PDF standards..
ISO 32000 - 1:2008.
12.4.2 Page Labels.

Page Labels Identify Page Numbers in PDFs

Likewise, in word processing applications such as Microsoft Word, while Page
Headers and page Footers can exist, they are not read as part of the document by

124 PDF 17 Specifying consistent page numbering for PDF documents, W3C:

https://www.w3.0rg/ WAI/WCAG22/Techniques/pdf/PDF17
125 Success Criteria 1.3.1 Info and Relationships, W3C: https://www.w3.org/TR/WCAG22/#info-and-

relationships

126 Understanding 1.3.1 Info and Relationships, W3C:
https://www.w3.org/WAI/WCAG22/Understanding/info-and-relationships.html

127 Success criteria 2.4.8 Location, W3C: https://www.w3.org/TR/WCAG22/#location

128 Understanding 2.4.8 Location, W3C:
https://www.w3.0org/WAI/WCAG22/Understanding/location.html

129 Success Criteria 3.2.3 Consistent Navigation, W3C: https://www.w3.org/TR/WCAG22/#consistent-
navigation

130 Understanding 3.2.2 Consistent Navigation, W3C:
https://www.w3.org/WAI/WCAG22/Understanding/consistent-navigation.html
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adaptive technology such as screen readers and Text-to-Speech tools. The focus is on
the main content area of the document.

Think about how you read a document with Page Headers and Page Footers. Do you
consciously stop at the end of the content on a page, divert your attention to the Page
Footer, read all the content in the Page Footer, then move on and read all the content in
the Page Header before returning to the main content of the document?

If someone not using adaptive technology finds this annoying, imagine being forced to
listen to every Page Header and Footer in a document while trying to understand what
the content in the document is about.

The other accessibility barrier with tagging Page Header and Footer information,
especially Page Numbers, is where to put that information in the Tags Tree.

If a paragraph, list or table spans more than one page, and according to the ISO PDF
standards, all of the paragraph content is to be together in a single <P> tag, all of the
list items are to be kept together in a single parent <L> and all of the parts of a table are
to be kept in a single <Table> tag, where would tagged page numbers go? You can’t
interrupt the reading of the paragraph, list, or table to insert a page number. That
negatively affects the readability and ability to understand what someone is reading.

Consider hearing “page x, page y, page z followed by table that spans 3 pages. It makes
no sense.

See the potential frustration?

So, what do we do with page numbers? It is important for everyone to be able to goto a
specific page in a document and have accurate information about the page number
you’re on, especially if a PDF has preface pages in Roman Numerals.

Both JAWS and NVDA have keyboard commands for identifying the page number or
Page Labels. To use the keyboard commands, you must have the Navigation Pane and
the Tools Task pane closed. Press F4 to show or hide the Navigation Pane; and Shift +
F4 to show or hide the Tools Task pane.

= JawsKey + Page Down with both the Navigation Pane and Tools Task Pane
closed.

= NVDA key + End with both the Navigation Pane and Tools Task Pane closed.

Page Labels are identified in the PDF once the source document has been converted to
tagged PDF.
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In the example for this chapter, I'm using a PDF with a cover page, two preface pages
with Roman Numerals and the remainder of the document starts at page 1 and there
are no further page number changes.

Adobe Acrobat Pro DC

Implementing Page Labels
In Adobe Acrobat Pro DC, go to the Pages Panel in the Navigation Pane.

In this example, the PDF is a report with a cover page, two preface pages using Roman
Numerals as page numbers and the remainder of the PDF uses Arabic numbers
starting at 1.

The first page in the sample document is the cover page. Typically, this page does not
have a page number. However, there are times when someone wants to get back to the
document's cover.

If Page Labels are not used, if anyone tries to go to one of the pages with a Roman
Numeral, they will get an error message.

Figure 278 Go To Page dialog (Adobe Acrobat Pro DC).

r
Go To Page x

Page: ii| of 21
oK I Cancel

{332

The following graphic illustrates an error message stating that there is no page “i” in
the PDF.

Figure 279 Adobe Acrobat dialog saying that the page with the Roman Numeral is not found (Adobe
Acrobat Pro DC).

Adobe Acrobat

'.6-' There is no page numbered 'ii" in this document.

In the Pages Panel, select the cover page and right-click to open the context menu.
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Figure 280 Pages Panel context menu showing Page Labels (Adobe Acrobat Pro DC).

Insert Pages 4
Extract Pages...

Replace Pages...

Delete Pages... Shift+Ctrl+D
Crop Pages...

Rotate Pages... Shift+Ctrl+R
Export Pages »

Page Transitiong...

Cut Ctri+X
Copy Ctrl+C
Page Labels...

Print Pages... Ctrl+P

Embed All Page Thumbnails

Remove Embedded Page Thumbnails

Reduce Page Thumbnails
Enlarge Page Thumbnails

Page Properties...

Figure 281 Pages Panel and Page Label dialog (Adobe Acrobat Pro DC).

Page Thumbnails X

E- @ ; [N @] Page labels X

Pages
Oan
O selected

O From: 1 Jo: |1 of 21

Numbering

MmO OB

© Begin new section

&

Stle 1,23, -

Prefix:  |Cover
— Start: |1

(0 Extend numbering used in preceding section to selected pages

Sample:  Cover 1, Cover 2, Cover3, ...

Choose Page Labels.

This opens the Page Labels dialog.
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By default, page numbering starts with page 1 as the first page of a document. It
doesn’t matter what the page numbering system is in the PDF until Page Labels are
implemented; the first page of a PDF is page 1.

In the Page Labels dialog, keep the “Selected” pages checked.

Move to the Numbering section of the dialog. In this example, I’ve kept the page
number as 1 as it is easier for people to think of the cover page as page 1.

However, to distinguish it from the actual page 1 of the document, I’ve added a prefix.
The prefix I've added is the word Cover followed by a space. The space is important. If
space isn’t added, it won’t be added to the numbering system.

A sample of what the page numbering, or Page Label, will look like is in the lower left
of the dialog.

Once the OK button is activated, the Page Label or number is changed in the pages
Panel as shown in the following graphic.

Figure 282 The cover page of a PDF once a Page Label has been implemented (Adobe Acrobat Pro DC).

The next step is to select the pages with Roman Numerals in the Pages Panel. This can
be done by clicking on one, holding down the Ctrl key and clicking the second page.
Clicking on one page with a Roman Numeral, holding down the Shift key and then
using the Down Arrow will also select the second page.

The following graphic illustrates the two selected pages and the page following the
Roman Numeral pages.
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Figure 283 Two Roman Numeral pages in the pages Panel and the first page of the document content
(Adobe Acrobat Pro DC).

=
‘

With the mouse over one of the two pages that should be Roman Numerals (for
reference), right-click and choose Page Labels. The Page Labels dialog opens.

The Page Labels dialog opens.
Keep the Selection checked to apply the Page Labels to the two selected pages.

Remember to remove the Prefix text “Cover” and the space before activating the OK
button.

In the list of Numbering Styles, choose the Roman Numerals.

You can check to ensure that the Page Labels are what you want them to be in the
lower left of the Page Labels dialog.
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Figure 284 Page Label dialog showing a change in page numbering to Roman Numerals (Adobe Acrobat
Pro DC).

Page labels .t
Pages
Al
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) From: 1 TJo: |2 of 21
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© BEegin new section

s AT

Prefix: |

Start: |1

() Extend numbering used in preceding section to selected pages

Sample: i, ii, i, ..

OK l Cancel

Once the OK button is activated, the two pages will display the correct page Label of
Roman Numerals and the designation of Page 1 moves to the first page of the report
text in the PDF.

Although the Page Labels now look appropriate for the PDF, it is recommended that
Page Labels be verified for the remainder of the PDF if the rest of the page numbers
start at 1 and end at the last page of the PDF.

If the PDF has a back cover, it is up to the remediator whether the page is isolated and
given its own Page Label.
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Figure 285 The pages panel showing the two pages with Roman Numerals and the start of the report text
on page 1 (Adobe Acrobat Pro DC).

The last step is to select the remaining pages. This can be done by putting focus on
Page 1 and pressing Ctrl + Shift + End.

Although the numbering starts at 1 by default, we want to ensure that the numbering
can be accessed using Ctrl + Shift + N and by the adaptive technology keyboard
commands. Ensuring this by using Page Labels takes a few seconds and eliminates any
remediation needed for page numbering.

With the remainder of the pages in the PDF selected, right-click and choose Page
Labels.

The Page Labels dialog opens.
Keep the Selected checked in the Pages section of the dialog.
Verify that the page numbering starts at page 1.

Activate the OK button.
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Figure 286 The Page Labels dialog showing page numbering starting at page 1 (Adobe Acrobat Pro DC).
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Save the PDF, exit Acrobat Pro DC, launch Acrobat Pro DC again and test the Page
Labels using Ctrl + Shift + N.

Once the Page Labels are added, Ctrl + Shift + N is pressed, and the Roman Number “I”
is entered, followed by pressing Enter, a person is taken to the page in the document.
Likewise, if someone wants to go to page 1 in the document, the first page with
content/the document's body, they can be taken to that page in the PDF.

This technique can be used to go to any of the other pages in the PDF to ensure that
they can easily be navigated to.

Both JAWS and NVDA have keyboard commands for identifying the page number or
Page Labels. To use the keyboard commands, you must have the Navigation Pane and
the Tools Task pane closed. Press F4 to show or hide the Navigation Pane; and Shift +
F4 to show or hide the Tools Task pane.

= JawsKey + Page Down with both the Navigation Pane and Tools Task Pane
closed.

= NVDA key + End with both the Navigation Pane and Tools Task Pane closed.
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Foxit PDF Editor

“Format Page Numbers”

The Foxit PDF Editor uses the language “Format Page Numbers” instead of Page
Labels.

Figure 287 Format Page Numbers in the Pages Panel (Foxit PDF Editor)

Copy

Enlarge Page Thumbnails

Reduce Page Thumbnails

Embed All Page Thumbnails
Remove Embedded Page Thumbnails

Insert Pages... 4
Delete Pages...

Extract Pages...
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Replace Pages...

Rearrange Pages...

Swap Pages...

Duplicate Pages...

Move Pages...

Split Document...

Crop Pages..
Resize pages...
Rotate Pages...

Page Transitions

I Format Page Mumbers... I

Print Pages...

Properties...

In the Pages Panel, select the cover page and right-click to open the context menu.
Choose Format Page Numbers.
This opens the Page Numbers dialog.

By default, page numbering starts with page 1 as the first page of a document. It
doesn’t matter what the page numbering system is in the PDF until Page Labels are
implemented using the Format Page Numbers; the first page of a PDF is page 1.

In the Page Numbers dialog, keep the “Selected” pages checked.

Move to the Numbering section of the dialog. In this example, I’'ve kept the page
number as 1 as it is easier for people to think of the cover page as page 1.
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However, to distinguish it from the actual page 1 of the document, I’ve added a prefix.
The prefix I've added is the word Cover followed by a space. The space is important. If
space isn’t added, it won’t be added to the numbering system.

Remember to remove the Prefix text “Cover” and the space before activating the OK

button.

A sample of what the page numbering, or Page Label, will look like is in the lower left

of the dialog.

Once the OK button is activated, the Page Label or number is changed in the Pages
Panel as shown in the following graphic.

Figure 288 pages Panel showing a cover page selected and the Page Numbers dialog (Foxit PDF Editor).
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Figure 289 Pages Panel showing "Cover 1" as the cover page number (Foxit PDF Editor).
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and development

Cover 1

Return to the Pages Panel and select the preface pages in Roman Numerals (as per the

example).

Right-click and choose Format

Page Numbers.
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Keep the “Selected” checked.
In the Numbering Style area, choose Roman Numerals.

A sample of what the Page Label will look like is shown in the lower left of the page
Numbering dialog.

Activate the OK button.

Once the OK button is activated, the two pages will display the correct page Label of
Roman Numerals and the designation of Page 1 moves to the first page of the report
text in the PDF.

Figure 290 Page Numbers dialog showing the selected pages will have Roman Numeral Page Labels
(Foxit PDF Editor).
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The last step is to select the remainder of the pages in the document. Although these
pages will now have the Page Labels starting at 1, itis always a good idea to apply the
Page Labels to ensure this is true.
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Figure 291 Pages Panel showing the cover page number and two pages with Roman Numerals (Foxit
PDF Editor).

Although the Format Page Numbers now look appropriate for the PDF, it is
recommended that Format Page Numbers be verified for the remainder of the PDF if
the rest of the page numbers start at 1 and end at the last page of the PDF.

If the PDF has a back cover, it is up to the remediator whether the page is isolated and
given its own Page Label.

In the Foxit PDF Editor, standard keyboard commands for selecting from the first
selected item to the end of the items, in this case, the pages, do not work. You will
need to select the page for Page 1, hold down the Shift key and then use the Down
Arrow for the entire list of pages in the Pages Panel. An alternative is to use the mouse
to select the rest of the pages.

With the remainder of the pages in the PDF selected, right-click and choose Format
Page Numbers.

The Format Page Numbers dialog opens.
Keep the Selected checked in the Pages section of the dialog.

Verify that the page numbering starts at page 1.
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Activate the OK button.

Figure 292 Page Numbers dialog showing the pages in the body of the PDF starting at page 1 (Foxit PDF

Editor).
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I couldn’t find a keyboard command to go to a specific page for Windows. The
keyboard command on a Mac is Command + G, which doesn’t work, even if the
Command key is translated to the Windows platform. To test this, you’ll need a

different PDF Editor/Reader.

When testing Page Labels with either JAWS or NVDA, ensure that the Tools Task Pane
and the Navigation Pane are closed/hidden. Press F4 to close or open the Navigation

Pane and Shift + F4 to close or open the Tools Task Pane.

The keyboard commands to read Page Labels are JawsKey + Page Down and

NVDA key + End.
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PDF 18: Specifying the document title using the
Title entry in the document information
dictionary of a PDF document

This is another simple thing to do, but it sounds difficult.
In PDFs, the Document title would be the equivalent of the title on each website page.

WCAG Success Criteria

PDF18: Specifying the document title using the Title entry in the document information

dictionary of a PDF document*®’.

= Sufficient to meet 2.4.2: Page Title'®? (WCAG 2.0, 2.1, 2.2 A) when used with
G88: Providing descriptive titles for Web pages'®?,

= Understanding 2.4.5 Page Title34.
ISO 32000 - 1:2008 and ISO 14289 - 1:2014

There is no free version of either first iteration of the ISO PDF standards..
ISO 32000 - 1:2008.
12.7.2 Viewer Preferences.

Table 150: Entries in a viewer preferences dictionary (continued).

The Document Title Combined with the Initial View
Setting

Adding the Document Title is typically done in the authoring application such as
Microsoft Word or Microsoft PowerPoint. If it is missed, usually an accessibility
checker in the PDF environment will pick it up and flag it for you.

There are two parts to using the Document Title in PDFs.

The first step is to make sure that the title of the document is present in the Document
Properties for the document.

131 PDF 18 Specifying the document title using the Title entry in the document information dictionary of
a PDF document, W3C: https://www.w3.org/WAI/WCAG22/Techniques/pdf/PDF18

132 Success criteria 2.4.2 Page Title, W3C: https://www.w3.org/TR/WCAG22/#page-titled

133 Guideline 88, Providing descriptive titles for Web pages, W3C:

https://www.w3.org/ WAI/WCAG22/Techniques/general/G88

134 Understanding 2.4.3 Page Title, W3C: https://www.w3.org/WAI/WCAG22/Understanding/page-
titled.html
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The second is to make sure that in the Document Properties dialog, the Initial View tab
has “Document Title” set to show.

This means that when someone using adaptive technology has more than one PDF
open in a PDF Editor or Reader, they will hear the document title instead of the
Filename as the Ctrl + Tab to put the focus on a specific PDF.

In fact, using the Document Title attribute combined with the Initial View to show the
Document Title instead of the filename helps everyone keep track of which PDF they
are currently reading.

Adobe Acrobat Pro DC

Add the Document Title in Document Properties.
With the PDF document open, press Ctrl + D or go to the File, Document Properties.

In the Properties dialog, on the Description tab, enter the document title.

Figure 293 Document Properties dialog, Description tab with Document title entered (Adobe Acrobat
Pro DC).
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Created: 2021-08-119:31:37 AM Additional Metadata
Modified: 2023-02-22 4:15:14 PM

Application:  Microsoft® Word for Microsoft 363

Advanced
PDF Producer:  Microsoft® Word for Microsoft 365

rsion: 1.7 (Acrobat 8.

cation:  D:\Documents\Sample Word Document 202342027\
File Size: 335.24 KB (343,283 Bytes)
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Tagged PDF:  Ves Fast Web View: No

Help oK ] Cancel

Before you close the Properties dialog, verify that the Initial View is set to Show
“Document Title”.

Set the Initial View to Show the Document Title

Press Ctrl + D or go to File, Document Properties and then go to the Initial View tab.

Choose to “Show” Document Title” instead of Filename.
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Figure 294 Document Properties dialog, Initial View tab showing Document Title to be shown (Adobe
Acrobat Pro DC).

Document Properties X
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Foxit PDF Editor

Add the Document Title in Document Properties.
In the Foxit PDF Editor, press Ctrl + D to open the Properties settings.

In the Description area, ensure the document's title is present.

Figure 295 Properties, Description area, Document Title present (Foxit PDF Editor).

Create General
Open D DI File le Word Document 2023\2021\WordSample2021 CheckTO!
PDF Version PDF-1.7
Fast Web View No
Save As ~
(7] Security Tagged PDF Yes
PDF Optimizer . Page Size [850* 11.00inch]
Font B 10
Action Wizard o _
33 Advance Tide
Export

Subject

While you are in the Properties area, check the Initial View is set to show the
Document Title.

Set the Initial View to Show the Document Title
Press Ctirl + D to open the Properties area in Foxit PDF Editor.

Click on the Initial View area and ensure the Initial View is set to Show the Document
Title instead of the filename.
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Figure 296 Properties area, Initial View set to Show Document title (Foxit PDF Editor).
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Add the Document Title to the Document Properties

With a Word document open, press Alt + F, letter I, Q, S for the File Backstage area,
Info tab, and Properties.

Choose the Advanced Properties which opens the Advanced Properties dialog.

I find that this is the most efficient way to get all the metadata or attributes converted
correctly over to the PDF version.
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Figure 297 Advanced Properties dialog in Word showing Document title entered.

Using the WCAG 25tandardsForPDF.docx Pro.. 7 X
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Company:
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Comments:

Hyperlink
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[_) save Thumbnails for All Word Docwments

Ok ] Cancel

The Microsoft 365 ability to save the document as a tagged PDF will automatically
ensure that the Initial View is set to show the Document Title. You may need to check
this if you’ve used the Adobe Acrobat Pro DC tools to export to a tagged PDF.

Microsoft PowerPoint 365

Add the Document Title to the Document Properties

With a PowerPoint presentation open, press Alt + F, letter I, Q, S for the File Backstage
area, Info tab, and Properties.

Choose the Advanced Properties which opens the Advanced Properties dialog.

I find that this is the most efficient way to get all the metadata or attributes converted
correctly over to the PDF version.
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Figure 298 Advanced Properties dialog in PowerPoint showing the title of the document entered.

GloballinclusiveEducationStandard October20... ? >
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The Microsoft 365 ability to save the document as a tagged PDF will automatically
make sure that the Initial View is set to show the Document Title. You may need to
check this if you’ve used the Adobe Acrobat Pro DC tools to export to a tagged PDF.
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PDF 19: Specifying the language for a passage or

phrase with the Lang entry in PDF documents
In PDF 16, we looked at how to set the default language for an entire PDF.

There are times when we need to set the language for specific parts, phrases,
organizational names, or words within the text of a PDF.

We make those language changes in the Tags Tree of a PDF Editor.

WCAG Success Criteria

PDF19: Specifying the language for a passage or phrase with the Lang entry in PDF
documents**®.

= Sufficient to meet 3.1.1 Language of Page'*® (WCAG 2.0, 2.1, 2.2 A).

= Understanding 3.1.1 Language of Page!®”.
= Sufficient to meet 3.1.2 Language of Parts'® (WCAG 2.0, 2.1, 2.2 AA).

= Understanding 3.1.2 Language of Parts!3°,
ISO 32000 - 1:2008 and ISO 14289 - 1:2014

There is no free version of either first iteration of the ISO PDF standards..

ISO 14289 - 1:2014.

7.2 Text.

Language Changes for Parts and Phrases in PDFs

In Canada, because we are a bilingual country, our federal government will often have
one language down the right side of a page and another language down the left side of
the page as illustrated in the following graphic.

135 PDF 19 Specifying the language for a passage or phrase with the Lang entry in PDF documents, W3C:
https://www.w3.0rg/ WAI/WCAG22/Techniques/pdf/PDF19

136 Success Criteria 3.1.1 Language of Page, W3C: https://www.w3.org/TR/WCAG22/#language-of-page
137 Understanding 3.1.1 Language of Page, W3C:

https://www.w3.0org/ WAI/WCAG22/Understanding/language-of-page.html

138 Success criteria 3.1.2 Language of Parts, W3C: https://www.w3.org/TR/WCAG22/#language-of-parts
139 Understanding 3.1.2 Language of Parts, W3C:

https://www.w3.0rg/ WAI/WCAG22/Understanding/language-of-parts.html
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Figure 299 Sample document showing one language on the left and another on the right.

Multilingual Document Sample

What is the logical reading order?

English Text Francais Texte

Video provides a powerful way to help La vidéo fournit un moyen puissant pour
you prove your point. When you click vous aider & prouver votre point. Lorsque
Online Video, you can paste in the embed vous cliquez sur vidéo en ligne, vous

code for the video you want to add. You pouvez coller dans le code embed pourla
can also type a keyword to search online vidéo que vous souhaitez ajouter. Vous
for the video that best fits your document. pouvez également taper un mot-clé pour
Ta make your decument look rechercher en ligne la vidéo qui
professionally produced, Word provides correspond le mieux 3 votre document.
header, footer, cover page, and text box Pour rendre votre document look

designs that complement each other. For professionnellement produit, Word
example, you can add a matching cover fournit en-téte, pied de page, couverture,
page, header, and sidebar, et des conceptions de zone de texte qui se

complétent les uns les autres. Par
exemple, vous pouvez ajouter une page de
couverture, un en-téte et une barre
latérale correspondantes.

Click Insert and then choose the elements
vou want from the different galleries.
Themes and styles also help keep your
document coordinated. When you click

Design and choose a new Theme, the Cliquez sur Insérer, puis choisissez les
pictures, charts, and SmartArt graphics éléments souhaités dans les différentes
change to match your new theme. When galeries. Les thémes et les styles aident

— — i ;

This technique is used throughout the entire ten-page document. The remediation is to
put the English text in one <Part> Tag and the French text in another <Part> Tag with
the French language attribute on the <Part> tag for the corresponding content.

This means that all the Tags nested under the <Part> Tag containing the French text
will inherit the French language of the <Part> Tag.

With all the same language nested under their respective <Part>> Tags, someone
reading this text can read all of one language without interruption.

When it comes to a change of language within a sentence, the <Span> Tag is used to
isolate the text and the language attribute is applied to the <Span> Tag (not the text
directly). The text will inherit the language identified for the <Span> Tag.

Adobe Acrobat Pro DC

If you’re using the JAWS screen reader with the Eloquence speech synthesizer, you
can test the PDF, and the language will change. If you use a natural phoneme/natural-
sounding voice, you may need to download and install additional language packs.

Changing the Language on a Grouping Tag or Single Tag
In the first example, the PDF has several pieces of content that require a change in
language.

If the example includes several structure elements (Headings, graphics, lists, tables
and so forth), the first step is to put all the structure elements that require the same
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language attribute in a <Part> Tag IF this makes sense in terms of logical reading order.
The example provided in the preface of these instructions is such an example.

If the change in language is for a single paragraph, the language attribute is provided
for the <P> Tag.

In this example, I am using a multilingual document in English and French, as shown
in the preface to the instructions.

Figure 300 Multilingual PDF showing <Part> Tag for French and context menu (Adobe Acrobat Pro DC).

Accessibility tags x
BE- ©®

v ) Tags
v @ <Documents
> ¢<H1>
> ﬂ <P>
> § P>
o @ [

> 5‘*‘
> 9 <P

P U P b w R

New Tag...

Autotag document

€ <P cut

«q <p|  Delete Empty Tags

>
> § <P| Delete Tag
>
>

9P| Reading Order

Find Tag from Selection

Create Tag from Selection

Eind...

Copy Contents to Clipboard

Edit Class Map...

Edit Role Map...

¥ Tag Annotations

A

Document is Tagged PDF

<

Apply Role Mapping to Tags

<

Highlight Content

Properties.

Whatis the logical reading order?

English Text

Video provides a powerful way to help
you prove your point. When you click
Online Video, you can paste in the embed
code for the video youwant to add. You
can also type a keyword to search online

Multilingual Document Sample

[Feides Tommit an moy e pUSSAREpou |
us aider 3 prouver votre point. Lorsque
us cliquez sur vidéo en ligne, vous

ouvez coller dans le code embed pour la
déo que vous soubaitez ajouter. Vous

for the video that bestfitsy
To make your document look
professionally produced, Word provides
header, footer, cover page, and text box
designs that complement each other. For
example, you can add a matching caver
page, header, and sidebar,

Click Insert and then choose the elements
youwant from the different galleries.
Themes and styles also help keep your
document coordinated. When you dlick
Design and choose a new Theme, the
pictures, charts, and Smartart graphics
change to match your new theme, When
you apply styles, your headings change to
match the new theme. Save time in Word
with new buttons that show up where you
need them.

To change the way a picture fits in your
document, click it and a button for layout
options appears next to it. When you
work on a table, click where you want to
add arow or a column, and then click the
plus sign. Reading is easier, too, in the
new Reading view. You can collapse parts
of the document and focus on the text you
want. If you need to stop reading before
you reach the end, Word remembers

‘mot-clé pour
fechercher en ligne a vidéo qui
orrespond le miews & votre document.
our rendre votre document lock
brofessionnellement produtt, Word

urnit en-téte, pied de page, couverture,
t des conceptions de zone de texte qui se
omplétent les uns les autres. Par
xemple, vous pouvez ajouter une page de
ouverture, un en-téte et une barre
térale ']

THUeE SUF THEETer, T
Jéments souhaités dans les différentes
Llerics. Les thémes et les styles aident
Egalement & maintenir votre document
oordonné. Lersque vous cliquez sur
Foncevoir et choisissez un nouveau
héme, les images, les graphiques et les
raphiques SmartArt changent pour
Forrespondre i votre nouveau théme.
orsque vous appliquez des styles, vos en-
{2tes changent pour correspondre au
ouveau thime. Gagnez du temps dans
ord avec de nouveaux boutons qui
14001 vous en avez besoin

In the Tags Tree, right-click and choose Properties.
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Figure 301 Object Properties dialog showing the language attribute (Adobe Acrobat Pro DC).

Object Properties nl

Content  Tag Color

Type: |Part w

Title: |

Actual Text: |

Alternate Text for Images:

D |

Language: RN v
Edit Tag... Edit Attribute Objects... Edit Attribute Clagses...
Close

In the Object Properties dialog, add the language attribute. In this example, it is
French. This vanilla language choice allows end-users to retain their French-
synthesized voice without switching to a localized version. Localized versions are
identified by codes such as “fr-CA” or “fr-FR”.

Activate the Close button.

Use the <Span> Tag to Change the Language of Phrase

There are times in PDFs when a word or phrase is in a different language within a
sentence.

The sample sentence used in this example is: “The Institut national canadien pour les
aveugles is a Canadian organization for people who are blind or visually disabled.”

Figure 302 Correct Tags for the sentence containing the French text (Adobe Acrobat Pro DC).

A ——————
=) The

o O'<Span>}

g Institut national canadien

The [Institut national canadien pour les aveugles|is a Canadian organization for people who
are blind or visually disabled.

& isa Canadisn organizstion f

The first step is to isolate the words in the different language.
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Expand the <P> Tag (in this example).

Select the text nested under the <P> Tag. If you do not do this, the new Tag could be
anywhere in the Tags Tree.

With the content under the <P> Tag selected, right-click and choose New Tag.

In the New Tag dialog, either type Span or choose Span from the dropdown list.

Figure 303 New Tag dialog showing Span as the new Tag to be created (Adobe Acrobat Pro DC).

m
Mew Tag et

Span] v

Tpe:

Title: |

Ok l Cancel I

You do not need a title; activate the OK button to add the new Tag to the Tags Tree.
Using this method will put the new Tag close to where you need it.

Select the <Span> tag.
Using the Select Text tool, select the words in the different language in the PDF.

With the mouse over the <Span> Tag (for reference), right-click and choose Create Tag
from Selection.

The text that was selected in the PDF will be nested under the <Span> Tag.

Figure 304 Word or phrase in a different language in the <Span> Tag (Adobe Acrobat Pro DC).

= | Institut national canadien

= | is a Canadian ocrganization f

Once the word or phrase that is in a different language is in a <Span> Tag, right-click
on the <Span> Tag (not the text).

Choose Properties.

Page 288 of 326



Figure 305 The Object Properties dialog shows the language attribute (Adobe Acrobat Pro DC).

Object Properties nl
Content  Tag Color

Type: |Span w
Title: |
Actual Text: |

Alternate Text for Images:

D |

Langusge: |G -

Edit Tag... Edit Attribute Objects... Edit Attribute Clagses...
Close ]

When the Object Properties dialog opens, press Al t+1 to move to the Language
attribute area and ensure that the language is a plain vanilla one if possible. In this
example, the change in language is French.

Activate the Close button.

Foxit PDF Editor

I haven’t been able to test the use of the <Span> Tag for changes in language or
acronyms in the Foxit PDF Editor or Reader. I must switch to Adobe Acrobat Pro DC to
do the testing. If you’re using the JAWS screen reader with the Eloquence speech
synthesizer, you can test the PDF, and the language will change. If you use a natural
phoneme/natural-sounding voice, you may need to download and install additional
language packs.
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Changing the Language on a Grouping Tag
In the first example, the PDF has several pieces of content that require a change in
language.

If the example includes several structure elements (Headings, graphics, lists, tables
and so forth), the first step is to put all the structure elements that require the same
language attribute in a <Part> Tag IF this makes sense in terms of logical reading order.
The example provided in the preface of these instructions is such an example.

Figure 306 Tags Tree showing content in a different language in a <Part> Tag (Foxit PDF Editor).

H e
2 Tags
» <Document> Multilingual Document Sample
bsiatits What is the logical reading order?
T <P> English Text Francais Texte.
<Part>
® <H2>
T<P> i
professionally produced, Word provides Forrespond le mieux & votre document
T <P> header, footer, cover page, and text box our rendre votre document look
designs that complement each other. For professionnellement produit, Word
<P> example, you can add a matching cover fournit en-téte, pied de page, couverture,
page, header, and sidebar. e ptions de zone de texte qui se
<P>
Click Insert and then choose the elements
T <P> you want from the different galleries
T S T

If the change in language is for a single paragraph, the language attribute is provided
for the <P> Tag.

In this example, I am using a multilingual document in English and French, as shown
in the preface to the instructions.

With the content of the second language in a single <Part> Tag (using our example
PDF), select the <Part> Tag for the second language.

Right-click and choose Properties.

In the Object Properties dialog, add the language attribute.
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Figure 307 Object Properties dialog showing language attribute added (Foxit PDF Editor).

Object Properties nl

Content 1ag Color

Type: | Part -

Title:

Actual Text:

Alternate Text:

ID:

Language: | (EE]] ~

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

e

Activate the Close button.

Use the <Span> Tag to Change the Language of Phrase

There are times in PDFs when a word or phrase is in a different language within a
sentence.

The sample sentence used in this example is: “The Institut national canadien pour les
aveugles is a Canadian organization for people who are blind or visually disabled.”

Figure 308 PDF Tags Tree showing a phrase in a different language in a <Span> Tag (Foxit PDF Editor).

T <P> Here are two examples of how to use the <Span Tag in a PDF qocument

©The
b ] For changes in language:

Institut national can,

The [nstitut national canadien pour Ies aveugles is a Canadian organization
are blind or visually disabled.

© isa Canadian organiz

The first step is to isolate the words in the different language.
Expand the <P> Tag (in this example).

Select the text nested under the <P> Tag. If you do not do this, the new Tag could be
anywhere in the Tags Tree.

With the content under the <P> Tag selected, right-click and choose New Tag.
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In the New Tag dialog, either type Span or choose Span from the dropdown list.

Figure 309 New Tag dialog showing the Span Tag (Foxit PDF Editor).

B MNew Tag *

Type: ’m — |

Title:

oK l LCancel

You do not need a title; activate the OK button to add the new Tag to the Tags Tree.
Using this method will put the new Tag close to where you need it.

Figure 310 Object Properties dialog showing the language attribute changed (Foxit PDF Editor).

Object Properties nl
Content Tag Color

Type: | Span ~
Title:
Actual Text:
Alternate Text:
1D:

Lenguage: | EEEN] -

Edit Tag... Edit Attribute Objects... Edit Attribute Clagses..,
Close |

Select the <Span> Tag.
Using the Select Text tool, select the words in the different language in the PDF.

With the mouse over the <Span> Tag (for reference), right-click and choose Create Tag
from selection.

The text that was selected in the PDF will be nested under the <Span> Tag.

Once the word or phrase that is in a different language is in a <Span> Tag, right-click
on the <Span> Tag (not the text).

Choose Properties.
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Figure 311 Paragraph Tag in a PDF with a change in language in a <Span> Tag (Foxit PDF Editor).

5491 <P>

.

----- @ |nstitut national can

----- ® is a Canadian organiz

When the Object Properties dialog opens, press Al t+1 to move to the Language

attribute area and ensure that the language is a plain vanilla one if possible. In this
example, the change in language is French.

Activate the Close button.
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PDF 20: Using Adobe Acrobat Pro's Table Editor
to repair mistagged tables

A better name for this technique would be to ensure that merged cells are identified
using ColSpan and RowSpan. However, currently, this is only available using a tool
like the Table Editor in Adobe Acrobat Pro or Foxit PDF Editor.

This demonstrates a weakness in the PDF Editors that this is the only tool that allows
the assignment of ColSpan or RowSpan.

WCAG Success Criteria

PDF20: Using Adobe Acrobat Pro's Table Editor to repair mistagged tables'+.

= Sufficient to meet 1.3.1 Info and Relationships'! (WCAG 2.0, 2.1, 2.2 A).

= Understanding 1.3.1 Info and Relationships!42.
ISO 32000 - 1:2008 and ISO 14289 - 1:2014

There is no free version of either first iteration of the ISO PDF standards..

None of the ISO documents specifically identifies the Table Editor in a specific reader
to remediate tables.

ISO 32000 - 1:2008.
ColSpan and RowSpan are optional (Table 349 — Standard table attributes).
There is no further information on ColSpan or RowSpan in ISO 14289 - 1:2014..

ColSpan and RowSpan in PDF Tables

The first step in working with tables in PDFs is to ensure that if a table spans more
than one page, all the rows are in one parent <Table> Tag. If the table is divided into
several tables, one on each page, the data will be read to those using adaptive
technology as if they were separate tables. The relationship between the pieces of data
will be lost.

The second step is to ensure that column and row titles have <TH> Tags.

140 PDF 20 Using Adobe Acrobat Pro's Table Editor to repair mistagged tables, W3C:
https://www.w3.org/ WAI/WCAG22/Techniques/pdf/PDF20

141 Success Criteria 1.3.1 Info and Relationships, W3C: https://www.w3.org/TR/WCAG22/#info-and-
relationships

142 Understanding 1.3.1 Info and Relationships, W3C:
https://www.w3.org/WAI/WCAG22/Understanding/info-and-relationships.html
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Once those elements are checked, a tool like the Table Editor can be used to identify
ColSpan and RowSpan.

The following table is the one used for the examples of Adobe Acrobat Pro DC and
Foxit PDF Editor.

Table 1 Plants in my garden.

Plant Colour Around House Along Fence
Iris Blue 10 15
Purple 8 10
Yellow 7 8
Orange 10 6
Pink 15 10
Holly Hocks Purple 6 5
Yellow 25 15
White 15 20

Personalizing the Table Editor

In Adobe Acrobat Pro DC, the Reading Order Panel can be accessed by activating the
Accessibility Tools in the Tools Task pane and choosing Reading Order.

In Foxit PDF Editor, the reading Order Panel is accessed through a button on the
Accessibility Ribbon.

In either PDF Editor, once the Table Editor is active, the table takes focus. All cells are
outlined, and if you have the check box to identify the <TH> and <TD> cells, they will
be shown in the upper left of each cell.

Right-click anywhere in the table and choose Table Editor Options from the context
menu.

Figure 312 Table Editor mode showing context menu options.

_ Plﬂnt | m (11111\111‘ h—_|—|| .-11*;1111"
_ Iris Table Cell Properties...

Table Editor Options...

Auto Generate Header Cell 1Ds

1 1
| =

When the Table Editor is open, the colours for the types of cells are all shades of black.
I typically change these to colourful colours so that types of cells are easier to see.
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The options to check are:
= Show cells that span multiple columns or rows.

= Show cells with missing headers (table header cells are NOT the same as
Headings in the main part of the document).

= Show cell type (TH or TD).

Activate the OK button.

Figure 313 Table Editor Options dialog (Adobe Acrobat Pro DC on the left; Foxit PDF Editor on the right).

Table Editor Options b4 Table Editor Options X
Color Options Color Options
Border color ] Border color
Header cell color u Header cell color J
Data cell color u Data cell color ﬂ
e = Selection color 1
8 show cells that span multiple rows or columng L]
Show cells that span multiple rows or columns ﬂ
8 show cells with missing header |
8 Show cells with missing header ﬂ
Label Option
18 Show cell type (TH or TD)
Lakel Opticn
oK ] Cancel @ Show cell type (TH or TD)
|. QK Cancel
Using the Table Editor for ColSpan and RowSpan

Assignments
In the PDF, move to the page with the table.

Activate the Accessibility Panel in the Tools Task Pane.
Activate Reading Order Panel.
When the Reading Order Panel opens, use the Hand Tool to select the table in the PDF.

In the Reading Order Panel, activate the Table Editor button. It will not be active until a
table is selected.
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Figure 314 Reading Order Panel showing Table Editor (Adobe Acrobat Pro DC).

his table is an example¢
Editor of a PDF Editor.

Draw a rectangle around the content then click one of

4 1ble 1 Plants in my garden. the buttons below: %]
nt | “E Text/Paragraph Figure
IES Form Field Figure/Caption
1 Heading 1 Heading 4 Table
1¢ Heading 2 Heading 5 Cell
Heading 3 Heading & Formula
2sjolly Hocks /h;z
> Reference (g) Mote (z) Background/Artifact
3
Table Editor
8 Show page content groups | |

© Page content order
() Structure types
Show table cells O

(] Display like elements in a single block

8 Show tables and figures | |
Clear Page Structure... Show Order Panel
Help Close

The Table Editor launches, showing the table cells, <TH> and <TD> Tags.

Figure 315 Table Editor active (Adobe Acrobat pro DC).

_ Plant Colour Around House Al(mg Fence |

| Iris fio  Blue i 10 ™ 15 B
fro) Purple @ 8 o) 10 N
fio] Yellow @ 7 D 8 N
@ Orange @ 10 @ 6 ]

| fH o Pink i 15 m 10 ]
lll)-'H()cks fro) Purple @ 6 fro) 5 |
o Yellow 10 25 m 15
i White fro] 15 fro] 20 B

With the Table Editor open, right-click on a cell and choose Table Cell Properties from
the context menu. We’ve already looked at how to personalize the Table Editor
Options.
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Figure 316 Table Editor context menu (Adobe Acrobat Pro DC).

[ ™ Plant T AN P Fl Avoredd
_ Iris Table Cell Properties...

Table Editor Options...

H
Auto Generate Header Cell 1Ds

—— = —=

When the Table Editor opens, select the first cell in the series of cells that should be
spanned. In case it is the cell containing the word “Iris”.

Figure 317 Table Cell Properties dialog showing the RowSpan entries (Adobe Acrobat Pro DC).

Table Cell Properties *
Type
Otiwtercel  sccpe I -
() Data Cell
Attributes
Row Span: |5—
Column Span: |1_
D |
Associated Header Cell IDs: E'}l
=
Cancel

For this table, we are going to implement RowSpan. The topics of Iris and Holly Hocks
span multiple rows.

In the list of possible span options, choose Row.
In the Row Spans combo list, enter the number 5 for this example.
Leave the Column number as 1 (the RowSpan includes one column).

Activate the OK button.
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You will get a warning about changing the structure of the table. Say Yes. If you have
made a mistake: close the document without saving, open it again and start over.

Figure 318 Table Editor showing RowSpan for Iris and Holly Hocks (Adobe Acrobat Pro DC).

_ Plant Colour [rH Around House
_ Iris _@ Blue [0 10
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_ Yellow [ro
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Along Fence T
15 ]
10
8
6
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5
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20

~]
EEIEEIEEIEEE

Bl EEEIE
s

Once ColSpan and/or RowSpan are completed, press Escape to return to the full
Reading Order Panel.

Foxit PDF Editor

Using the Table Editor for ColSpan and RowSpan

Assignments
Activate the Reading Order Panel from the Accessibility Ribbon.

Using the Hand Tool, select the Table.

Activate the Table Editor button in the Reading Order Panel.
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Figure 319 Reading Order Panel showing Table Editor button active (Foxit PDF Editor).

) Touch Up Reading Order X
[E“ble 1 Plants in m
Draw a rectangle around the content then click
one of the buttons below: il
Text Figure
Form Field Figure/Caption

Heading 1 Heading 4 Table

Heading 2 Heading 5 Cell

—= ) -
0CKkS Heading 3 Heading & Formula
Reference(q) Mote(z) Background/Artifact
Table Editor
B Show page content groups |
© Page content order
() Structure types

B Show table cells | |
[ Display like elements in a single box

Show tables and figures

Clear Page Structure... Show Order Panel

Help l Close ]

When the Table Editor opens, select the first cell in the series of cells that should be
spanned. In case it is the cell containing the word “Iris”.

Figure 320 Table Editor showing context menu and Table Cell Properties selected (Foxit PDF Editor).

TH Plar—rl' | .r-‘nln'l'rl-
Table Cell Properties...

TH 1
Iri Table Editor Options...

Auto Generate Header Cell IDs

In the Table Cell Properties dialog, select Row for the Span options. This is a
dropdown list.

Choose 5 for RowSpan number. The ColSpan number remains at 1.

Page 300 of 326



Activate the OK button.

Figure 321 Table Cell Properties dialog showing Span option and RowSpan number (Foxit PDF Editor).

ITE|I::|Ie Cell Properties X

Type

O Header Cell Scopet  Row o

(O Data Cell
Attributes
Row Span: 5
Column Span: 1

{105

Aszociated Head Cell ID=:

QK ] Cancel

You’ll get a warning stating that the changes to the table will be structural and asking if
you want to Continue.

Activate the Yes button.
The table will reflect the changes in RowSpan made using the Table Editor.

The following graphic illustrates the changes in RowSpan for “Iris” and “Holly Hocks”.

Page 301 of 326



Figure 322 Table Editor showing the RowSpan applied to "Iris" and "Holly Hocks" (Foxit PDF Editor).

Table 1 Plants in my garden.
Plant Colour ound House Along Fence
] Iris Blue 10 15
Purple 8 10
Yellow 7 8
Orange 10 6
Pink 15 10
[th 1ly Hocks Purple 6 5
Yellow 25 15
White 15 20

To exit the Table Editor and Reading Order Panel, click anywhere off the table. Unlike
Adobe Acrobat Pro DC, where pressing Escape will return you to the Reading Order
Panel, pressing Escape in Foxit PDF Editor will also exit the Table Editor and the
Reading Order Panel.
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PDF 21: Using List Tags for lists in PDF
documents

This technique ensures that the correct Tags for lists are present in the Tags Tree. This
includes keeping list elements together when they span more than one page.

Neither Adobe Acrobat Pro nor Foxit PDF Editor have a tool for quickly tagging lists.

WCAG Success Criteria

PDF21: Using List Tags for lists in PDF documents™*.

= Sufficient to meet 1.3.1: Info and Relationships'** (WCAG 2.0, 2.1, 2.2 A).

= Understanding 1.3.1 Info and Relationships!#.
ISO 32000 - 1:2008 and ISO 14289 - 1:2014

There is no free version of either first iteration of the ISO PDF standards.
ISO 14289 - 1:2014.
7.6 Lists.
Correct List Structure (Tags)
Lists must be tagged manually.
The structure of the lists is as follows:
<L> as the parent List tag.
<LI> for each list item.

<Lbl> for bullets and numbers.
<LBody> for the text of a list item.

<LI> for each list item.

<Lbl> for bullets and numbers.
<LBody> for the text of a list item.

143 PDF 21 Using List Tags for lists in PDF documents, W3C:

https://www.w3.org/ WAI/WCAG22/Techniques/pdf/PDF21

144 Success Criteria 1.3.1 Info and Relationships, W3C: https://www.w3.org/TR/WCAG22/#info-and-
relationships

145 Understanding 1.3.1 Info and Relationships, W3C:
https://www.w3.org/WAI/WCAG22/Understanding/info-and-relationships.html
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If a list does not have a bullet or number, the <Lbl> Tag is unnecessary as it would be
an empty tag.

However, if there are paragraphs of text associated with a list item, the correct way to
Tag this is as a sub-list. There is an example of this scenario in this topic.

The following graphic illustrates a List structure in the Tags Tree and the
corresponding list in the PDF. The example is of a list spanning two pages. The two
lists were manually brought together.

Figure 323 List structure in the Tags Tree.

VOQL}

.................

) <j <LBody>
b O‘ <||=

The following is the Tags Tree for a list item with a sub-list as illustrated above.

<>
<LI>
<Lbl>
<LBody>
<L>
<LI>
<Lbl>
<LBody>
<LI>
<Lbl>
<LBody>
<LI>
<Lbl>
<LBody>

The following list Tags illustrate a multi-level list structure.
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Figure 324 Multi-list structure in a PDF (Adobe Acrobat Pro DC).

. @fE Fll Video provides a powerful way to help you prove your point. When you click Online
ideo, you can paste in the embed code for the video you want to add.

, @ <Body B [Youcan also type a keyword to search online for the video that best fits your
g Video provides a document. To make your document look professionally produced, Word

J provides header, footer, cover page, and text box designs that complement

v @ each other.

B [For example, you can add a matching cover page, header, and sidebar. Click
nsert and then choose the elements you want from the different galleries.

esign and choose a new Theme, the pictures, charts, and SmartArt graphics change

> @ < Fll Themes and styles also help keep your document coordinated. When you click
o match your new theme.

The preceding tagging technique is used when there are paragraphs of text with no
bullets or numbers associated with a list item. The paragraphs of text are in a list
structure.

The following is an example of a single list broken across pages that needs
remediation.

Figure 325 List that is broken across two pages in a PDF.

> 9 s s - n

s Bl Video provides a powerful way to help you prove your point. |

> @ & When you click Online Video, you can paste in the embed code for
> 9P the video you want to add.

L e

& You can also type a keyword to search online for the video that best

fits your document.

To make your document look professionally produced, Word
provides header, footer, cover page, and text box designs that

complement each other.

The remediation is to open both parent <L.> Tags and bring the <LI> Tags from the
second list into their logical place in the first list, as shown in the following graphic.
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Figure 326 Correct tagging of a list that spans two pages.

Accessibility tags X the document and focus on the text you want. If you need to stop reading
before you reach the end, Word remembers where you left off - even on
-0 another device.
v B Video provides a powerful way to help you prove your point. |
¥ @ <Oocument> When you click Online Video, you can paste in the embed code for
A the video you want to add.
> 9 You can also type a keyword to search online for the video that best
pYes fits your document.
> 9> To make your document look professionally produced, Word
b <= provides header, footer, cover page, and text box designs that
’ 2: complement each other.
> @<
> e <L
5 @<
> @<
> @<l
5> @ <>
> @<
> gy For example, you can add a matching cover page, header, and
> & sidebar.
> 9 Click Insert and then choose the elements you want from the
> 9 different galleries.

Themes and styles also help keep your document coordinated. |
When you click Design and choose a new Theme, the pictures,

charts, and SmartArt graphics change to match your new theme.
When you apply styles, your headings change to match the new

theme.
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PDF 22: Indicating when the user input falls
outside the required format or values in PDF
forms

This technique provides information to someone filling in a form that the information
they entered is incorrect regarding the answer format.

WCAG Success Criteria

PDF22: Indicating when user input falls outside the required format or values in PDF
formsS.

= Sufficient to meet 3.3.1 Error Identification!¥” (WCAG 2.0, 2.1, 2.2 A).

= Understanding 3.3.1 Error Identification#®.
= Sufficient to meet 3.3.3 Error Suggestion'® (WCAG 2.0, 2.1, 2.2 AA).

= Understanding 3.3.3 Error Suggestion?s°,
ISO 32000 - 1:2008 and ISO 14289 - 1:2014

There is no free version of either first iteration of the ISO PDF standards.
ISO 32000 - 1:2008.

12.6 Actions.

12.7 Interactive Forms.

Error Messages in PDF Forms

For example, if a date form control format (Calendar button on the Prepare Form
Toolbar) is yy-dd-mm and someone enters the information as dd-mm-yy, they should
get an error message that includes a reminder of the correct format.

This technique depends on two preexisting conditions:

146 PDF 22 Indicating when user input falls outside the required format or values in PDF forms, W3C:
https://www.w3.0rg/ WAI/WCAG22/Techniques/pdf/PDF22

147 Success criteria 3.3.1 Error Identification, W3C: https://www.w3.org/TR/WCAG22/#error-
identification

148 Understanding 3.3.1 Error Identification, W3C:

https://www.w3.0org/ WAI/WCAG22/Understanding/error-identification.html

149 Success criteria 3.3.3 Error Suggestion, W3C: https://www.w3.org/TR/WCAG22/#error-suggestion
150 Understanding 3.3.3 Error Suggestion, W3C:
https://www.w3.0rg/WAI/WCAG22/Understanding/error-suggestion.html
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1. The request for information is clear in the form. For example, the question is
written as “Date (yy-mm-dd)”.

2. The Tooltip includes the format. For example: “Date (yy-dd-mm)”.

Without identifying the format required in the written question and Tooltip, it is unfair
to those filling out the form to mandate a specific format.

These types of formats are present in form controls for dates and birthdates.

Date form control is one example of conforming to this PDF technique.

Adobe Acrobat Pro DC
Identifying the Format for Dates

To work on form controls, ensure you are in the Prepare Form tools.

The Format tab in the form control properties dialog sets the identification of an
accepted format.

To set the format for form controls, right-click on the form control.
Choose Properties from the context menu.
In the Properties dialog, go to the Format tab.

If you add a Date form control, there is a Corresponding icon in the Prepare Form
Toolbar. You can also use a Text form control and apply the date format.

Our example is for a date.

In the Format tab, activate the “Select Format Category”.
Choose Date.

This reveals the options for a date format.

If you’ve used a Date form control, the date format is predetermined, but you can
change it. You must coordinate the default date format with the format requested in
the form. This can mean changing the date format for the Date form control.

Once the date format is chosen, activate the Close button.
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Figure 327 Format tab in the Text Field Properties dialog showing date settings (Adobe Acrobat Pro DC).

Text Field Properties ﬂl

General Appearance Position Options Actions Format Validate Calculate

Select format category:  Date ~

Date Options

d-mmm-yyyy

dd-mmm-yy

dd-mmm-yyyy
'
yyyy-mm-dd

mmm-yy

Example of current format: 24-02-16

() Usethe Date format category te display only the date
v or both date and time values. Use the Time format
category to display only the time,

[ Locked Close

The ability to create a custom date format is at the end of the list of date formats.
Remember that the date format chosen in the Format tab must match the date format
in the question on the form and the ToolTip for the form control.

Foxit PDF Editor
Identifying the Format for Dates

While working on form controls, make sure the focus is on the Form Ribbon.

The Format tab in the form control properties dialog sets the identification of an
accepted format.

To set the format for form controls, right-click on the form control.
Choose Properties from the context menu.
In the Properties dialog, go to the Format tab.

If you add a date form control, there is a Date icon in the Form Ribbon. You can also
use a Text form control and apply the date format.

Our example is for a date.
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In the Format tab, activate the “Select Format Category”.
Choose Date.
This reveals the options for a date format.

If you’ve used a Date form control, the date format is predetermined, but you can
change it. You must coordinate the default date format with the format requested in
the written question on the form. This can mean changing the date format for the Date
form control.

Once the date format is chosen, activate the Close button.

Figure 328 Tex Field Properties dialog showing Format tab and date format selected (Foxit PDF Editor).

F
Text Field Properties *

General Appearance Position Options Format Validate Calculate Actions

Select format category: Date ~

Date Optiens

m/d/yyyy
mm,/dd/yy
mm/dd/yyyy
mm/yy
mm/yyyy
d-mmm
d-mmm-yy
d-mmm-yyyy
dd-mmm-yy

dd—mmm—w
)

Example of current format: 24-02-07

Use the Date format category to display only the date or both
date and time values. Use the Time format category to display
only the time,

[Locked

The ability to create a custom date format is at the end of the list of date formats.
Remember that the date format chosen in the Format tab must match the date format
in the question on the form and the ToolTip for the form control.
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PDF 23: Providing interactive form controls in
PDF documents

A distinction must be made between PDF forms (static forms) and XFA (dynamic
forms).

WCAG Success Criteria
PDF23: Providing interactive form controls in PDF documents®.

= Sufficient to meet 2.1.1 Keyboard!®? (WCAG 2.0 A).

= Understanding 2.1.1 Keyboard?!?3.

ISO 32000 - 1:2008 and ISO 14289 - 1:2014

There is no free version of either first iteration of the ISO PDF standards.
ISO 32000 - 1:2008.
12.6 Actions.

12.7 Interactive Forms..

PDF and XFA (Extensible Markup Architecture) Forms

XFA or Extensible Markup Language forms must be created in a tool like the old
LiveCycle Designer or the current iteration of that application, Form Designer. These
applications provide the ability to create a form from scratch, adding questions,
navigation, and form controls. They also provide the ability to add expanding form
controls. These form controls expand over a page or pages as the end-user enters
information.

Dynamic (XFA) forms cannot be validated using any of the accessibility checkers in a
PDF Editor environment, such as Adobe Acrobat Pro or Foxit PDF Editor. There are
currently no standards or accessibility standards for XFA forms. There is no
accessibility checker in tools such as Form Designer. I did see a prototype of an
accessibility checker for Form Designer, but it created a separate PDF with no
correlation to the error. For example, an error might have been “Missing Tooltip”, but
the accessibility checker didn’t identify which form control had the missing Tooltip.

151 PDF 23 Providing interactive form controls in PDF documents, W3C:
https://www.w3.org/ WAI/WCAG22/Techniques/pdf/PDF23

152 Success criteria 2.1.1 Keyboard, W3C: https://www.w3.org/TR/WCAG22/#keyboard
153 Understanding 2.1.1 Keyboard, W3C:
https://www.w3.org/WAI/WCAG22/Understanding/keyboard.html
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You had to toggle back and forth between the PDF and the form to figure things out.
This was a poor experience.

Static PDF forms are created from a template that is opened in a PDF Editor and
remediated to add the form controls.

Once the form controls are added, the form controls must be added to the Tags Tree.
They must be in the same <P> Tag as the question.

For example:
<pP>

First and Last Name:
<Form>
FirstLastName-OBJR

Figure 329 Correctly tagged form control in the Tags Tree.

vﬂﬁp:"

= | First and last name (requi

., <j <Form:>

7 FirstlastName - OBJR

The preceding graphic illustrates a correctly tagged form control in the Tags Tree.
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Summary

There is no substitute for knowing what accessible digital is and how to create and
remediate it. Both the PDF Techniques for WCAG 2.x and the ISO PDF standards can
provide some guidance, however, both leave out a lot of essential information about
creating accessible digital content as the default.

There is currently no standard on how to create word processed, presentation,
spreadsheet, or desktop published content to be accessible. Generally, I try to follow
publishing standards in terms of formatting and structure, then use the WCAG and ISO
standards to fill in any gaps in PDFs The PDF Techniques for WCAG do not represent
most of what makes a PDF accessible for those with disabilities, neither do the PDF
standards.

It is only through knowledge, understanding and keeping up with the research on how
people consume information, how adaptive technology works and what tools are
available in source applications to optimize content to be accessible, that we can
produce accessible digital content.

There is no “easy” button.
BUT...

That is why I love this field! It is not a static field. It is emerging and evolving with each
iteration of software and digital tools. If we understand how to create digital content
with structure and correct formatting, that IS our “easy” button. It becomes part of
how we create content (just like spell checking)!

I recently read an article by Jakob Neilson that put forth the concept that Al (Artificial
Intelligence) is going to be the panacea for those with disabilities. If we’ve learned
anything from our now decades of computer -based technology it is the adage:
“garbage in, garbage out”. If we don’t teach people how to create Al tools based on
human needs rather than easy machine coding, we will simply have Al that is eternally
not intelligent. We will be going down the same rabbit hole trying to fix problems that
we created.

The strength of our field is our knowledge and understanding and ability to transfer
concepts to formats and problems we encounter on a daily basis.
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