Hands-on Section 508 Workshop
Basic PDF Editing

How-To Manual

For more information about making PDFs accessible, please the PDF Techniques for WCAG 2.0 webpage
from W3C Working Group and the Adobe Acrobat documentation on making PDFs accessible.

Section I: Using the Adobe Pro Accessibility Checker
1. Open document in Adobe Acrobat 2017 (Pro).
2. Select Accessibility from the Tools bar.
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3. Toruna full accessibility check, select Full Check. In the dialog box, you will see all the elements
that the checker will review. It is a good practice to Select All, which will identify all accessibility
problems from Level A elements through optional Level AAA. To begin click “Start Checking.”
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4. Onthe right hand side, a new tool bar will appear that lists all of categoriesand elements that
Adobe has reviewed. Categories and elements with issues are bolded.

a. Inthis example thereare 2 Document issues, 1 Page Content issue, and 1 Alternative
Text issue.

b. Note thatitems that have passed have a green check markand items that require
attentionare bolded.

c. Itemsthat havea “?” indicate elements that need to be manually checked. Usually this
is for items such as reading order, color contrast, and links (which is what is shown in
this example). The user should evaluate these items by scanning the document to
ensure the colors appear correctly (and is readable), all navigational links within the
document are working and link to the appropriate location, and that the reading order is
logical (this is discussed laterin the document in more detail).
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Section II: Document Properties-Title
1. Document properties should include the document’s title. If this is absent, it will show up in the
accessibility report. In the example here the Title has failed.
2. Tofix this item simply right click on the failed element. Select “Fix”.
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Section III: Alternative Text
1. Allfigures, images, charts, etc. should have alternative text added. Click on the “Figures
alternate text—Failed” to open the list of all elements lacking alt text.
2. Rightclick on the first element, and select “Fix.”
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3. Adobe will highlight the image, and a new dialog box will open. Enterthe image’sdescription.
Descriptions should be brief, but provide enough information to convey the content of the

image or chart.
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Section IV: Bookmarks

Bookmarks only need to be present in documents that are over 20 pageslong. Additionally, it is good
practice to have bookmarks that mirror the Table of Contents and/or the section headings of a
document. The purpose of bookmarks is to provide a navigable structure for the document.

Bookmarks from Structure
1. Tocreate bookmarks using the document’s structure, go to the Bookmarks taband select the

drop down on the menu. Select the option for “New Bookmarks from Structure.”
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2. A new dialog box will open and list all of the tagsand elements within the document. Select
which elements you want to become bookmarks. To select more than on type, hold down the
Ctrl key and click multiple entries. Generallyit is recommended to use main tagsfor bookmarks
such as Titles, Table of Contents pages, Section headings (H1, H2, H3, etc.), and figures or tables.
Itis not recommended to use “Select All” since this will create a bookmark for every tagin the
document, including paragraphs, annotations, table cells, etc.
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3. Once all the elements are selected, click OK. The bookmarks will appear in the bookmark bar.



Manually creating Bookmarks
1. Click the Options menu on the Bookmark tab and select “New Bookmark.”
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2. A new Bookmark will appear in the tab. Enter the text you want toappear, i.e. Title Page, or
Cover.

3. Nextyou will need to link this bookmark to its corresponding page in the document. To do this,
first navigate to the correct page in the document. Then right click on the newly created
bookmark and select Set Destination.
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Section V: Reading Order
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4. You will be asked if you are “sure you want to set the destination of the selected bookmark to
the current location?” Click yes. Continue with these steps until all bookmarks have been

created.

1. Reading Order, refers to the order a screen reader will read document elements. To check the
reading order of a document, select the Reading Order icon from the menu on the left.

2. Inthe menu bar you will see that each pageis expandable. Under each page, every element is
assigned a number, this indicates it reading order. Additionally, you cansee the order of

elements in the document itself, with each element given a box, or container, indicating all of

the text that will be included in that element.
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3. Ifyou find items that are displaying out of order, you can simply click and drag elementsin the
Order menu on the left. The document and menu displays will automatically update.
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Section VI: Tagged Content

Tagged content can be found under the Page Content heading in the accessibility report. Tagged
content errors refer to elements in a document that do not have Tags associated with them. These
elements are not included in the reading order until atagis added/applied.

1. Identify the elements that are missing tags using the list found in the Accessibility Report.
2. Click on Reading Order in the right hand tool bar.
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a rectangle around the content...”

A new dialog box will appear. Select theicon in the upper right hand corner of the box to “Draw

Once the rectangle has been drawn you will have the option to select the type of tag to apply to

the content. Repeat this process for all un-tagged content. Ifthere are figures or logos, you will
need to ad alternative text to those elements once you have finished (see Section Ill).
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5. You may need to touch up the reading order of some of these tagsonce they have been
assigned (see Section V).
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