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IDENTIFY AND FIX ERRORS
INPDF DOCUMENT

INTRODUCTION

Identifying and fixing accessibility issues in PDF documents is important because it ensures all
users, including those with disabilities, have access and can engage with content, promoting
equal opportunities. By addressing accessibility issues, you create a more equitable and
effective communication environment for all users.
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SerTin Up THe DocuMent PropeRTIES

There are three parts to setting the basic document properites:

1. Setting the Document Title
2. Setting PDF Metadata to Use the Document Title
3. Setting the Language in PDF

Performing these steps first when opening any PDF document will help resolve the most
common errors before you start the remediation process.

Document TiTee

SETTING THE DOCUMENT TITLE

First check if the document has a document title. If it doesn’t add the title. If the source
document (such as Word, Excel, or PowerPoint) includes a title, the PDF will typically carry it
over. Otherwise, you will need to add a title to the PDF. Follow the steps below to determine if
the document title has been set properly.

Older Versions of Adobe Acrobat

1. Click on “File” at the top of the menu bar.

IZ' g k't View E-Sign Window Help
Home Tools Licensees as of Jun...

2. Select "Properties” to open the Document Properties window.

Edit View E-Sign Window Help
D Open... Ctrl+=0

Protect Using Password

é}‘; Request E-signatures

m Share File
Close File / Ctrl+W
I Properties... Ctrl+D
& erint.. Ctrl+P

Page 2



Newer Versions of Adobe Acrobat
1. Click on "Menu” at the top left of the window.

Licensees as of June 4, 2019 Nev_

Alltools  Edit onvert  E-Sign

2. Select "Document Properties” to open the Document Properties window.

- ¢ Licenseesasof June 4, ]

Window >
Help >
Preferences... Ctri+K
Protection >

Document properties... Ctrl+D

Exit application Ctrl+Q

3. View the Description tab to determine if the document has a title and/or if the title is an
appropriate description of the document. If the title is accurate, proceed to next section. If
the title is not there or is not accurate, proceed to step 4.

Note: Steps 3 and 4 are the same in both older and newer versions of Adobe Acrobat

Description  Security Fonts  Initial View Custom Advanced

Description

File: Adding Table of Content Links PDFEpdf

Title: IAddingTable of Content Links in PDF B

Author: |

Subject: I

4. If there is no title, or if the title does not provide an accurate description of the document
click in the Title field and select any text in it. Type in the new accurate document title.
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Serting PDF Meranara To Use tre Document Timee

When adding a title to the document, the metadata must be updated to reflect the new
document title instead of the file name.

Note: These steps are the same in both older and newer versions of Adobe Acrobat.

1. Make sure you are still in the Document Properties. See last section for guidance.
2. Click on the “Initial View” tab.

Document Properties

Description  Security Fonts [ Initial Viey

stom  Advanced
Layout and Magnification

Navigation tab: | Page Only o
Page layout: | Default v
Magnification: | Default ~ ‘

3. If the "Show” dropdown menu is set to “File Name” change this to "Document Title”

Document Properties

Description Security Fonts  Initial View Custom Advanced

Layout and Magnification

Navigation tab: | Page Only ~
Page layout: | Single Page v
Magnification: |Default -

Open to page: |1 of 11

Window Options

[ Resize window to initial page

[ Center window on screen

[JOpen in Full Screen mode

Document Title v

ser Interfe

Show:

[ Hide menu bar
[ Hide tool bars

[ Hide window controls
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Sertine THe Lancuace in PDF

Screen reader technology will read the document to the user in the language set for the document.
A document can only have one language setting. The steps to set the correct language in a PDF

are:

Note: These steps are the same in both older and newer versions of Adobe Acrobat.

1. Click on the “Advanced” tab in the Document Properties window.

Document Properties

Description Security Fonts  Initial View Custo

PDF Settings

2. Choose the “Language dropdown” and change it to the correct language. In this case

“English.”

Document Properties

PDF Settings

Deseription Security Fonts  Initial View Custom Advanced

Base URL: I

Search Index: I

3 Trapped: | Unknown

Accessibility

Print Dialog Presets
Page Scaling:

DuplexMode:

Paper Source by Page Size:

Print Page Range:

Number of Copies:

Reading Options

Binding: | Left Edge

PDF/UA Compliance:

Browse... Clear

None ~

Default v

Simplex v

O

—

Default  ~

Language:

Protected Mode:  On

Estonian

(=D Finnish

French

English with Hebrew support

French (Morocco)

3. Click the “"OK button to save any changes to the PDF title or language.
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Fuit Accessisiity Creck on Document

Fuct Accessisiuity Cueck - Newer Versions o Anose

The first step is to conduct a comprehensive (full) Accessibility Check to identify any errors
that need to be addressed in the Content Tool in the All Tools Menu on the left. This menu is
displayed by default on the left side of the page.

1. Locate the All Tools menu on the left and click the Prepare for accessibility button.

= Menu ¢y ¥ Inspect and Fix Word Dx

Alltools  Edit  Convert  E-Sign

All tools x
B3 combine files
Create a PDF

Organize pages

0

Edita PDF

Prepare a form

Compress a PDF

Compare files

Ol|B b

Prepare for accessibility I

53]

Export a PDF
Add comments
Request e-signatures
[A scan&OCR

(3 Protecta PDF

2. Click on Check for accessibility

= Menu (R ¥ Inspectand Fix Word |

Alltools ~ Edit  Convert  E-Sign

< Prepare for accessibility x

[@ Automatically tag PDF

Change reading options

I @ Check for accessibility I

C'}E‘ Open accessibility report
[Z Identify form fields
B8 Add alternate text
N Use setup assistant

= rix reading order
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3. Verify that the Category drop-down is set to “Forms, Tables and Lists”.

Category: | Forms, Tables and Lists v

Document
[ All form {Page content
Forms, Tables and Lists
&4 Al form Alternate Text and Headings

[ TR must be a child of Table, THead, TBody, or TFoot

4. In the Accessibility Checker Options dialog box, under Checking Options, verify that it
shows (32 of 32 in all categories). Then click on Start Checking.

[ Checking Options (32 of 32 in all categories) ]

Category: | Forms, Tables and Lists “

Document

Page content

All form

LA Allform Alternate Text and Headings
[#] TR must be a child of Table, THead, TBody, or TFoot

[] TH and TD must be children of TR

Tables must have headers

[] Tables must contain the same number of columns in each row and rows in each column
[#] Tables must have a summary

LI must be a child of L

Lbl and LBody must be children of LI

Select All Clear All

Show this dialog when the Checker starts

Help Start Checking Cancel

5. The Accessibility Checker panel will appear on the right side of the document. Expand the arrows to see the
accessibility issues.

®  Accessibility Checker e
3 Document (2 issues)
> Page Content
> Farms
b Alternate Text
» Tables
> Lists
» Headings
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Fuct Accessisiuity Cueck Ouper Versions or Aoose Acroat

The first step is to conduct a comprehensive (full) Accessibility Check to identify any errors that
need to be addressed in the Content Tool on the left tool menu.

1. Use the Accessibility Tool on the right side of the document tool menu.

@ Accessibility

[#] Action Wizard
5= Edit PDF

Ia Prepare Form
“|] Organize Pages

2. Select the Accessibility Check tool in the Accessibility tool to see if there are any errors.

E% Autotag Document

Reading Options

@ Accessibility Check

@ Accessibility Report
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1. Verify that the Category drop-down is set to “Forms, Tables and Lists”.

Category: | Forms, Tables and Lists .

Document
[ All form {Page content
Forms, Tables and Lists
&4 Al form Alternate Text and Headings

[ TR must be a child of Table, THead, TBody, or TFoot

2. In the Accessibility Checker Options dialog box, under Checking Options, verify that it
shows (32 of 32 in all categories). Then click on Start Checking.

[ Checking Options (32 of 32 in all categories) ]

Category: | Forms, Tables and Lists “

Document

Page content

All form

LA Allform Alternate Text and Headings
[#] TR must be a child of Table, THead, TBody, or TFoot

[] TH and TD must be children of TR

Tables must have headers

[] Tables must contain the same number of columns in each row and rows in each column
[#] Tables must have a summary

LI must be a child of L

Lbl and LBody must be children of LI

Select All Clear All

Show this dialog when the Checker starts

Help Start Checking Cancel

3. The Accessibility Checker panel will appear on the left side of the document. Expand the arrows to see the
accessibility issues.

I Accessibility

Accessibility Checker
Document (2 issues)
Page Content (2 issues)
Forms

Alternate Text (1 issue)

Tables

Lists

A A A . .

Headings

N D QS D
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InenTiFY AND Fix ErroRs IN DocuMent

Finoing art Errons on PDF Pace

Running the Accessibility checker will give results of all errors found throughout the entire
document. To make a document compliant, all errors must be corrected.

1. In the Accessibility Checker panel, click on the “element” or “Figure” and the PDF error will
be highlighted on the page.

Newer Versions of Adobe

> Page Content
> Forms
v Alternate Text (1 issue)
& v @ Figures slternate text - Failed
-—* Figure1
State of Nevada Nested alternate tex - Passed
Nevada called The Great Seal of the State of Nevada, the Associated with content - Passed

‘oreground, there must be two large mountains, at the base of

cated a quartz mill, and on the left a tunnel, penetrating the

niner running out a carload of ore, and a team loaded with ore Other elements alternate text - Passed
round, there must be emblems indicative of the agricultural
plow, a sheaf and sickle. In the middle ground, there must be
rge and a telegraph line extending along the line of the railroac > Lists

Hides annotation - Passed

> Tables

Older Versions of Adobe

@ 1t MDD OB - BT BLZLaDTQ

TAGGING IMAGES

All images, Tables and Unidentified content must be tagged in a PDF document to make it
compliant. Screen reader technology will read an image and the image description is what is
read back to the user.

1. In newer versions of Adobe, click on the Prepare for accessibility tool on the left side of
the screen. In older versions of Adobe, click the Accessibility button on the right side of
the screen.

Newer Versions of Adobe

@ Prepare for accessibility
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Older Versions of Adobe

@ Accessibility

2. In newer versions of adobe click on the “Fix reading order” tool in the Prepare for
accessibility panel on the left side of the screen. In older versions of Adobe, click on
“Reading Order” tool in the Accessibility panel on the right side of the screen.

Newer Versions of Adobe

¢ Fix reading order

Older Versions of Adobe

"%, Setup Assistant

The following steps are the same in both newer and older versions of Adobe

3. Click and drag with the mouse and draw a box to enclose the image until it is highlighted
by the light-colored box around the image.

E{ules Jor State Personnel
Administration

N
R/ f
S X A\
e -
x
= IS
** -n:*
* ‘j{f"ﬂ ouncmﬁ’ﬂ{ *
EVADD
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4. Right click and select “Tag as figure”.

Run Form Field Recognition

E{u!es for State Pers
Administratior  Delete Selected Item Structure

Clear page structure

m igure - No alternate te;
P == {  Tag as text/paragraph
4 - Tag as background/artifact

: Tag as figure »

Tag as figure/caption

Tag as table
Tag as cell
Tag as form field

Tag as formula

Tag as heading 1

Ctnfa af Naovvadd Tan ac heaadinn 2

ALTERNATIVE TEXT

Alternative text should be provided with all visual content: pictures, clip art, tables, shapes,
groups, charts, embedded objects, ink, and videos.

1. Right click on the figure

=&
N/ !
S X A\
= e
x
= S,
* -h;*
* 3
* WPOR ounotﬁi"ﬁ *
EVADE
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2. Select “Edit Alternate Text” from the pop-up menu.

N . B
Iﬂ Figure - No alternate text exists. @
=
Aba E
v Show reading order panel

1 kL

Show page content groups
Display like elements in a single box E

% v Show table cells

+ Show tables and figures

; Edit Alternate Text... P—
State of Nevada

wm of Human Resource.  Run Form Field Recognition
Department of Adminis

Clear page structure

3. Add a description in the Alternate Text box for the figure.

- mmm EFEsEEELETg

Alternate Text:

The Great Seal of the State of Nevada

L I

OK Don't Add Alt-Text

eERAR M

L1 PV

4. Select "OK” to save changes.

- mmm EFEsEEELETg

Alternate Text:

The Great Seal of the State of Nevada

| by ]

wt

VR N

LU TV o -

5. Run a full accessibility check to verify all issues have been resolved.

STATE OF NEVADA

- 0
GOVERNOR'S TECHNOLOGY OFFICE
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