ASSOCIATE TABLES WITH TABLE HEADERS
& FIX TABLES IN PDF

INTRODUCTION

Associating table cells with table headers in PDF documents is essential as it helps screen
readers convey the structure and relationships between data, making it easier for visually
impaired users to understand the content. Associating cells with headers provides context,
allowing users to interpret the data accurately and understand what each cell represents.
Proper associations enable users to navigate through tables more efficiently, enhancing their
overall experience and making it easier to find specific information.
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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' e k't View E-Sign Window Help
Home Tools Licensees as of Jun...

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

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 PDFpdf

Title: IAdding Table of Content Links in PDF B

Author: |

Subject: I

4. Ifthereisno 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 Meraara 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.

Deseription Security Fants m

| Léayout and Magnificatson
MNawngation tat: | Fage Only -
Fage layout: | Default ¥

Magnificatiore  |Default

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

Description Secunty Fonts  Inital View Custom  Advanced
| Layoutand Magnification

Mavigation tat: | Page Only =
Page layout | Single Page -

Magneficatione | Default

Ogen to page: |1 of 11

| Windew Optiens

| [ Resize windemw to initisl page
[ Center windaw on sereen
] Gpren in Full Screen mode

File Namwe

[ Hige tool bars

[ Hicte windeiw controts
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SerTinG THe Lancuace v 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.

Description Security Fonts  Initiad View. Custo
POF Settings

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

“English.”

TR S (0 S (RTH TN S N S [T TN A S O R T R A T O [ 0 S T 7 ...

Description  Security Foets  Initial View Cumlom Advanced

PDF Senings

Base URL: |

Search Index | Browse.. Chear

Trapped: | Unknown

Accessibility

POF/UA Complipnce: | None

Print Dialog Presets

Default

Page Scaling: v
Simplex
O

—

Detault =~

DuplexMode:
Paper Source by Page Site:
Print Page Range:
Numiber of Capies:
Reading Options
Binding: |Left Edge

on

NSt WIth Arabic support
Englich with Hebrew suppart
Estonian
Finnesh
I French
French (Morocee)
German
Greek

Profected Mode:

Help

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.

= Metw (YT Wnpect and Fix Woed D

Alltools Edit Corvert  ESign

All tools x
B combine files
A create s PoF

Crganize pages

Edit a PDF

D
£

are 3 form

B b
g
i
=
3
o
2

Compare files

Prepare for accessibility I

Pl

Export 3 PDF

Add comment s

@ Request e-signatures
5| Sean & OCR

04 Protect a POF
2. Click on Check for accessibility

= Menu (R 7T Inspectand FixWord

Alltools  Edt  Comwert  ESign

£ Prepare for accessibility *

E% Automatically tag PDF

EB change reading options

I @ Check for accessibility I

@‘I‘; Dpen accessibility report
3 identify form fields

B Add alternate text

+%, Use setup assistant

S #creading 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
All 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.

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

®  Accessibility Checker

3 Document (2 issues)
b Page Content

b Forms

3 Alternate Text

3 Tables

> Lists

3 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

@ 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.

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

ccessibility

Accessibility Checker

=] ~

5> Document (2 issues)

' 5> Page Content (2 issues)
5> Forms
5> Alternate Text (1 issue)
5> Tables

Page 10



AssociaTe TasLe Cece with Heapers ix Newer Versions or Anose Acrosat

Locating ThE TasLe Enitor Oprion

Accessibility tools will read table headings and ids, so this makes setting up tables correctly
very important. First access the Table Editor by using the Reading Order tool and right clicking
inside a table in the document.

1. Open the PDF document and click on the “Prepare for accessibility” panel.
52 EditaPDF
@ Prepare a form

Compress a PDF

® Prepare for accessibility

[ compare files

2. Click on the “Fix reading order” tool icon in the Prepare for accessibility tool pane on the
left side of the screen.

€ Prepare for accessibility X

l}) Automatically tag PDF

Change reading options
@ Check for accessibility
(% Open accessibility report
34 Identify form fields

EY Add alternate text

+ Use setup assistant

¢ Fix reading order
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3. Right click in the table to display the pop-up menu.

63 . 64 - 65 Reference (q)
I 82 l 83 84

101

[ v Show reading order panel
[ Show page content groups > g
[ Display like elements in a single box i
[ + Show table cells
[ v Show tables and figures
[ [ Table Editor
[ Edit Table Summary I

53
I_I Clear page structure
272 I“""ll iy

4. Choose “Table Editor” from the pop-up menu.

63 [l 64 [ 65 Reference (qg)
IE. 83 84

|

[ v Show reading order panel
[ Show page content groups » r
[ Display like elements in a single box i
[ + Show table cells
[ v Show tables and figures

Fi—— |
B '

Edit Table Summary

53
I_I Clear page structure
272 I“""ll iy

Help

Help
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Taceing TasLe Heapers

Using table heading rows in Adobe Acrobat is essential for accessibility. They help screen
readers interpret data, provide context for columns, and improve navigation in complex tables.
By defining header rows, users can better understand relationships between data points,
enhancing overall comprehension. By implementing heading rows, you enhance the usability
of your documents for individuals with disabilities, making information more accessible to
everyone and to meet ADA requirements. Use the Table Editor Options to set the header rows.

1. Right click and drag across the row that should be a header row or hold down the Shift

key and click each cell to select them. Each cell selected will display a light-colored border

around it.
\ | \ |
f T f T

o o ol = ofraton 1o

Last First Middle [License No. Type IssueDate __ Date  Discipling |
— — = [ s — =
[rplers [TD|Derek ITD fTD| 9501 TDI iatrist irol_[ 7/15/1935 |1p|31/2014[7p)| 1
[TDlerson [TD|Belmont [TD| | W. (TD| 0051 |rpfliatrist (TDl_| 7/15/1981 |Tpf31/2019|TD)|
ﬁer’son ﬁ Blair TD| ITD| 0014 |rpfiatrist Dl | 7/15/1993 JTpf31/1993TD)| i
[TDlerson ITD|Zachary ITD | W. ITD| 2037 |rpfliatrist fTD| | 6/27/2018 |Tpf31/2019|TD)|
Fropini Frp|Michael Dl hrol 9902 frpliatrist brol | 7/15/1999 Frpfa1/201sfrp)
hok HrplJohn D D[9502__ |rpffiatrist ol | 771571355 frpf31/2015fp 1
oy ITD|Nathan TD| (TD| 0201 |rpfliatrist fTol_| 7/15/2002 |rpf31/2002|1D)|
[Tojrett ITD|James. TD| | A ITD| 2012 [rpliatrist ITo| | 6/18/2015 |rpf31/2019fTD)| 1
[TDjard [TD|Anna TDL L. TD| 2008 |Tpfiatrist [TDl_| 1/20/2015 |Tpf31/2015[TD)|
[TDpes ITD| Demetrius TD| | [TD| 2029 TDfiatrist us 8/7/2017 [rpf31/2019}T1D
hrofett T h D p[0903__ frpffiatrist hol_ | 3/2/2009_rpf31/2015}p 1
[TDinger [TD|Robert TD| [TD| 0037 TDfiatrist ITD| | 7/15/1988 |TD{31/20100TD)| 1
hroler T jami Tl [H- D[ 2015 frpffiatrist hol_|12/23/2015 frpf31/2019fp I
[TD| [TD| Cathy ITD| |A- [TD| 0042 TDpiatrist [TD| | 7/15/1975 |Tpf31/2019|TD)|
fTon ITD|Aaron ITD ITD| 1004 |pfiatrist ol [ 7/15/2010 fTpf31/2011fTD)| :
[TDin ITD|Harvey ITD| | K- [TD| 0025 TDjiatrist [TD| | 7/15/1973 |Tp{31/2016TD)|
moin TD|Jeffrey ITD| |K- [TD| 0101 TDiatrist ITD| | 7/15/2001 |Tpf31/2019|TD)|
ok pjGrant rol |- D[ 0504 frpfiatrist Tol | 3/23/2005 frp[31/2015f1p 1
TD|jamin ITD|Toni TD] ). [TDPH1401 [Tpyfliatric Hygienist [TD| | 12/22/2014 |Tp{31/2015[TD)|
[TDEsh TD|Arnold TD| [TD| 9401 TDiatrist ITD| | 7/15/1993 |Tpf31/19%4TD)| i
[TDEsh ITD|Sean ITD | M. ITD| 2027 |rpfliatrist D) 6/6/2017 |Tpf31/2018fTD)
TDpinger [TD| David ITD| |P- ITD| 1005 |Tpfiatrist ITD| | 3/30/2010 |Tpf31/2019|TD)|
[TDjison fTp|Henry e ITD[ 9402 |frpfiatrist Tol_[ 7/15/1934 |1p31/2016f7p)| 1
[TDloian [TD|Ronald ITD| |D. (TD| 0801 rpfliatrist fTp| | 2/20/2008 |Tpf31/2008|TD)|
Frpkia Fro|Anthony Dl frol 8901 frpliatrist brol | 7/15/1989 frpfai1/201sfrp) 1
[TDken [TD|Jason TD| [TD| 0601 |rpfliatrist fTol | 7/15/2006 |Tpf31/2007 ITD)|
ﬁgman hrplPeter TD L (TDL 1101 |rpfiatrist ur 1/3/2011 |ypf31/2019fT1p 1

from the pop-up menu.

2. Right-click on one of the selected

cells in the the table and select “Table Cell Properties”

’El @ ‘]T_H[ @l m mPiratim m ‘
Last First Middle |License No. Ty
DE! [TD|Susan ITD{ ). ITD| 0908 ﬂ?atns’f Table Cell Properties
plers ITD| Derek TD| hrp| 9501 frpiatrist -
Dlerson [TD| Belmont D[ [W. [TD| 0051 _ JTpfiatrist Table Editor Options
Dlerson ITD| Blair TD| ITD| 0014 TDfiatrist
plerson Irp|Zachary TD] [W- D[ 2037 |7 Auto Generate Header Cell IDs
Dmini ITD| Michael TD)| [TD| 9902 T
Dl hrpllohn Dl ol 9502y Frol [ 771571595 [Tpl3 172015} ]
Dby [TD| Nathan TD| [TD| 0201 TDfiatrist [TD|_| 7/15/2002 [Tpi31/2002{TD)
Dlrett [TD|James ITD| [A. ITD| 2012 TDliatrist (TD| | 6/18/2015 [rpf31/2013|TD| i
plard [TD|ANNa ITD| [L ITD| 2008 |Tpfliatrist (TD|_| 1/20/2015 [TDf31/2015{TD|
Dhes [TD| Demetrius TD| |- [TD| 2029 TDiatrist TD 8/7/2017 [TDf31/2013{TD|
Drett TD[Stephen D) [rp[ 0502 i (Tl | 3/2/2009 [rpl31/2018frp) 1
Dinger [TD|Robert TD)| ITD| 0037 (TD| | 7/15/1988 [TDf31/2010fTD| 1
pler fro|Benjamin Dl [H- frp| 2015 frpjliatrist frp| | 11/23/2015 frpf31/2018 frp) i
D ITD| Cathy. ITD A ITD 0042 |rpfliatrist fTp|_| 7/15/1979 [1pf31/2019§TD|
>l [TD|Aaron TD| ITD| 1004 |Tpfiiatrist (TD| | 7/15/2010 [Tpf31/2011fTD} il
Djn ITD|Harvey ITD| |K- [TD| 0025 TDliatrist (TD|_| 7/15/1973 [Tpf31/2016{TD)|
Djn ITD|Jeffrey TD| |K- ITD| 0101 TDfiatrist (TD| | 7/15/2001 [rpf31/2019fTD| I
ok Hp|Grant ol [ o[ 3/23/2005 fpl31/2015fp) I
Dljamin [TD| Toni TD| |- (TD|_[12/22/2014 [TDf31/2015{TD|
DEsh ITD|Arnold TD)| (TD| | 7/15/1993 [TDf31/1994|TD| i
DEsh [TD|Sean ITD| [ M. TD 6/6/2017 [TD31/2018{TD|
Dfinger ITD| David DI [P- ITD| | 3/30/2010 [Tp[31/2019|TD|
piison [T Henry il ITp|_| 7/15/1934 |yp31/2016 1D I
Dloian [TD|Ronald ITDL[D. ITD| 0801 |Tpfliatrist ITD|_| 2/20/2008 |TD{31/2002|TD| il
DEia [TD| Anthony TD)| ITD| 8901  |rpfliatrist (TD| | 7/15/1989 [rpf31/2019|TD) |
Dyen [TD|Jasen TD)| ITD 0601 D) (TD|_| 7/15/2006 |[Tpf31/2007 1D
DEman [TD\Peter TDLL. TDLL101__ |rpfliatrist TD 1/3/2011 |Tpf31/2018{TD) |
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3. The Table Cell Properties dialog box will appear. Check the Header Cell checkbox and
choose either Row, Column, or Both from the Scope drop-down menu depending on if the
table has row, column or both are used as header rows.

Table Cell Properties

Type
(O Data Cell
Attributes
Row Span: |1
Column Span: |1_
ID: I
Associated Header Cell IDs: *
=
Warning
& Conflicting values for the selected cells
Cancel
FalTr Frlnont  FreHiatrict I T a7Aannne -l Anno

4. The selected cells will become Table Header Cells.

Generating Heaer Ceet 1Ds

| Hi Hi TH H H Hpiration |TH|

Last First Middle || License No. Type Issue Date Date Disciplin
frolers frp|Derek Dl hrp[ 9501 [rplfiatrist hrol | 7/15/1995 |rp|31/2014}rp|
[TDlerson [TD|Belmont TD| [W. ITD| 0051 |rpfliatrist TD|_| 7/15/19281 |Tpf31/2018 fTD)|
[rplerson ITD|Blair TD| ITD| 0014 frpfiatrist ITD| | 7/15/1993 [Tpf31/1993|1D|
[TDlerson TD|Zachary ITDL | W- ITD| 2037 [rpjiiatrist ITD| | 6/27/2018 [Tpf31/2018 1D
[ - N PR . el oenn Eerhinencs -l [ 31cmoac balor matoknl

1. Select the header table cell(s) by clicking on the first header cell and dragging over all the

other header cells.

2. Right click and choose Auto Generate Header Cell IDs

u (Topiration 1)

'T Middle @ew.- Na, E Typee Issie Date — Date DEI-HI.‘]

oLl Tol0s08  [roiatrist 10/8/2008 [fpy31/2019f1 Table Cell Properties...

0y TOY 5500 [Tfiatrist | 7/15/1985 rg_iraumul; ;

o [w. Ty 0051 [Tpdiatrist 7/15/1%81 [Tplai/aoasiTos Table Editor Qptions...

o D (012 frpliarrist | 7157199 pf3y19sairn

g‘iv—" g ;';; m"ﬁ .ﬂ; Auto Generate Header Cell IDs
Tl l frp/ 9502 [ypiatrist * ENVESTE] 13

= o e e S Seyee—

Next, we need to make sure the Header Cell IDs auto generated make sense and are unique.
You may need to adjust the names.
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5. Right click the header cell(s) and choose Table Cell Properties from the pop-up menu.

TH ‘ oy | I | T H

. 0.

T DBS Table Cell Properties..f i
TDIEE Table Editor Options... L {TDf
TDerse L |TD

LESE L ITD!
TDlerst Auto Generate Header Cell |Ds B
TDmin TDY
ke =l -l azna e

6. Give the Cells a fitting ID name. In this case, we right clicked on the Last Name column
and need to verify that the ID indicates the column. As you can see, it provided last in the
ID, so we are good to go.

Table Cell Properties

Type
® Header Cell Scope: | None .
(O Data Cell

Attributes

Row Span: |1

Column Span:

ID: |R1C1_Last

Associated Header Cell IDs:

LT

If the ID is not complete, like in the example below, update it.

Span: |1

ID: |R1C?_E)(pirati

:Il IDs: | | [

Update the name. Make sure you can recongize it from a drop-down menu.

ID: |R1CY7_ExpirationDate

[ n

Page 15



These steps will ensure that each header cell will be read correctly by assistive technology, and
it will also clear any errors the table had with headings. Next, associate the table data cells with
these new Header Cell IDs.

Associating TasLe Data Ceces with Tasie Heapers

While in the Table Editor, edit table cell properties by right clicking on a table cell(s) and
choosing Table Cell Properties.

| ES | MS | HS | ES | MS | HS | ES | N
1 1 ]ofolof1]o]

8 2M A " =77 177 15 “ 20 1

Table Cell Properties... |

Table Editor Options...

[N}

T

Auto Generate Header Cell |IDs '

[N

[U U T [U U0

To associate the table data with Header Cell IDs, follow these steps:

1. Click and drag to select the entire row/column.

H H H TH H H Hjpiration JTHj
Ik First Middle || License No. Type Issue Date Date Discipli

froks Susan Dl |)- ITDl 0908 |ypfiiatrist fTDl_| 10/8/2009 |1pf31/2019fTD)
TDlers WD Derek ITD| ITD| 9501 [TDfliatrist ITD|_| 7/15/1995 |TDf31/2014fTD|
TDlerson fib|Belmont 7Dl [w. 1Dl 0051 frpliatrist trol | 2/15/1981 |rpfa1/2019ftp)
Tplerson bl Blair Dl trpl 00124 frpfiatrist trol [ 7/15/1993 |rpf31/1983}rp 1
Tplerson WD\ Zachary ITD [W. TD| 2037 [TDfliatrist ITD|_| 6/27/2018 |TD{31/2018|TD|
[TDmini b Michael 7Dl 1Dl 9902 frpliatrist irol | 7/15/1999 |rpfa1/z019}Tp)
Dk fiblJohn Dl Tl 9502 frpfiatrist trol_[ 7/15/1395 |rpf31/201frp) 1
TDlby | Nathan ITD ITD| 0201 [TDfliatrist ITD_| 7/15/2002 |Tpf31/2002{TD)| 1
TDJrett (b[1ames Tl |2 Tol 2012 frpliatrist irol | 8/18/2015 |rpf31/2018}Tp) 1
Tplard fgb[Anna oL L iTpl 2008 frpftiatrist irol_[ 1/20/2015 |rpf31/201s|rp)|
TDhes ib| Demetrius ITD| [ ITD| 2029 [TDfliatrist ITD| | 8/7/2017 |tpf31/2018§TD| 1
TDfett gb|steph 7Dl 10l 0903 frphiatrist 1ol | 3/2/2009 |rpf31/2018f1p) 1
TDinger 1 Dl iTp 0037 fypfiatrist trol_| 7/15/1988 |rpf31/2010fTp)
TDler L 7Dl [H. Tl 2015 frpfiatrist brol_[11/23/2015 |rpf31/2018}rp) 1
ﬂ L ITD| |A. ITD| 0042 [TDfliatrist ITD| | 7/15/1979 [TDf31/2019|TD)| 1
TDin 1 Dl Tp 1004 frpfiatrist brol_[ 7/15/2010 |rpf31/2011frp)
TDin i 7Dl k- 10l 0025 frpfiatrist iTol_| 7/15/1973 |rpf31/2016f1D) 1
ﬂn ITD| |K- ITD| 0101 [TDffiatrist ITD| | 7/15/2001 [TDf31/2019|TD)| 1
TDk Hb|Grant ol L. iTpl 0904 frpfliatrist lrol_| 3/23/2009 |rpf31/2019}rp)|
ﬂ]am’m WD| Toni TD| |- ITDPH1401 [TDffiatric Hygienist TD| | 12/22/2014 [TDf31/2015|TD)| 1
TDksh fb[Arnold Dl iTD[ 9401 fypfiatrist brol_[ 7/15/1993 |rpf31/199a}rp) |
TDEsh #b/sean 7Dl M. 10l 2027 frpffiatrist iTol | 6/6/2017 |rpf31/2018frp|
ﬂ'\nger | David ITD| |P- ITD| 1005 [TDffiatrist ITD| | 3/20/2010 [TDf31/2019|TD)| 1
TDHson (fb[Henry ol - Tl 9402 frpfliatrist brol_| 7/15/1354 |rpf31/2016}rp)|
TDloian Ronald frol - fTp| 0801 |rpfiiatrist ITp|_| 2/20/2008 |rpf31/2008fTD|
ﬁia WD/ Anthony ITD ITD| 8901  [TDfliatrist ITD| | 7/15/1989 [TD(31/2019|TD)| 1
TDken fblJason 7Dl 1ol 0601 frpfiatrist rol_| 7/15/2006 |rpf31/2007|1p)|
Eﬁman [Th|Peter fTDL [ TD[ 1101 [ypjfiatrist ftol_|_1/3/2011 frpf31/2018f1D| 1
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2.

3.

Right click and choose Table Cell Properties

Click on the plus icon to the right of the “Associate Header Cell IDs” box.

Table Cell Properties

TH H H H H
Last First Middle || License No.

Dks = : - Dliat
%em Table Cell Properties... g fa:'
erson 1atl
TDlerson Table Editor Options... Dfiat
m“!f‘-‘o" Diiati
ﬁ[)i'nini Diiati
Dl Auto Generate Header Cell |Ds Difiat
IT_D|b¥ T E— 1 Too=oe Dfiati
TDlrett TDlJames ol [A. TDl 2012 frpfiat
frplard TDlAnNa ol [L. Tl 2008 frpfiat
TDhes TDlDemetrius il Dl 2029 frpliat
TDlett TD|Stephen D Dl 0203 frpliat
mnger TD|Robert TD TD[ 0037  JTDHiat
@er TDIBenjamin ol [H TDl 2015 |rpliat
D TD|Cathy TD| [A TD| 0042  JTDHiati
mn TD|[Aaron TD TD[ 1004 JTDHiat
fpln TDIHarvey ol [k TDl 0025 frpliat
TDln TDlJeffrey ol [k ol 0101 frpiat
ok TD|Grant TD| [L- TD| 0204  JTpfiat
TDljamin TDlToni Dl . TDPH1401 frpliat
Frrksh TrlArnold TN Tl 9401 Irndiat

Type

Attributes

@ Data Cell

() Header Cell

Column Span:

Associated Header Cell IDs:

Scope: |None

Row Span: |1

ID: |

Cancel

—
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4. Assign the cells to the corresponding table header ID using the dropdown menu. In this
case we are choosing R1C7_ExpirationDate.

- ~ . . psi
able Cell Properties *

Type
(O Header Cell Scope: | None
T @DatacCell

Attributes

Add Table Header ID

Header ID: |R1C8_Discipli ‘ -

[ —
R1C5_Type
R1C4_License =
R1C3_Middle

R1C2_First
R1C1_Last

OK Cancel

e T N e A Sy Il Tanimamaaa alha ranac A I

5. Repeat these steps for every column in the table.

Note:

If your table has header rows instead of header columns, select the rows instead of
the columns and associate the data cells with appropriate header row.

It is NOT recommended to have both a header row and a header column in a table.
However, if your table has both you will need to associate both the rows and the
columns with both headers.

Now that all these steps are done, the entire table is completely accessible and will be read
correctly by assistive technology.
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AssociaTe TasLe Ceee with Heaoens in Ouper Versions oF Anose AcRoBAT

Locatin THE TasLe Enitor Oprion

Accessibility tools will read table headings and ids, so this makes setting up tables correctly
very important. First access the Table Editor by using the Reading Order tool and right clicking
inside a table in the document.

1. Open the PDF document and click on the Accessibility panel. If your copy of Adobe Acrobat
isn’t displaying the Accessibility panel review the procedure Adding the Accessibility Panel

to Tools Menu in Older Versions of Adobe Acrobat.

Comment

=i Scan & OCR

O Protect

@ Accessibility

@ Prepare Form

2. Click on Reading Order

Set Alternate Text

'\ Setup Assistant

E.,‘P Reading Order
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https://ada.nv.gov/uploadedFiles/adanewnvgov/content/home/features/ADAClasses/AddingAccessibilityPanelToToolsMenu.pdf
https://ada.nv.gov/uploadedFiles/adanewnvgov/content/home/features/ADAClasses/AddingAccessibilityPanelToToolsMenu.pdf

3. Right click in the table to display the pop-up menu.

63 . 64 - 65 Reference (q)
I 82 l 83 84

101

[ v Show reading order panel
[ Show page content groups > g
[ Display like elements in a single box i
[ + Show table cells
[ v Show tables and figures
[ [ Table Editor
[ Edit Table Summary I

53
I_I Clear page structure
272 I“""ll iy

4. Choose “Table Editor” from the pop-up menu.

63 [l 64 [ 65 Reference (qg)
IE. 83 84

|

[ v Show reading order panel
[ Show page content groups » r
[ Display like elements in a single box i
[ + Show table cells
[ v Show tables and figures

Fi—— |
B '

Edit Table Summary

53
I_I Clear page structure
272 I“""ll iy

Help

Help
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Taceing TasLe Heapers

Using table heading rows in Adobe Acrobat is essential for accessibility. They help screen
readers interpret data, provide context for columns, and improve navigation in complex tables.
By defining header rows, users can better understand relationships between data points,
enhancing overall comprehension. By implementing heading rows, you enhance the usability
of your documents for individuals with disabilities, making information more accessible to
everyone and to meet ADA requirements. Use the Table Editor Options to set the header rows.

1. Rightclick and drag across the row that should be a header row or hold down the Shift key and click each cell to
select them. Each cell selected will display a light-colored border around it.

\ | \ |
f T f T

o o S o ropraton o

Last First Middle [License No. Type IssueDate __ Date  Discipling |
— — — = [ s — =
[rplers [TD|Derek ITD fTD| 9501 TDI iatrist irol_[ 7/15/1935 |1p|31/2014[7p)| 1
[TDlerson [TD|Belmont [TD| | W. (TD| 0051 |rpfliatrist (TDl_| 7/15/1981 |Tpf31/2019|TD)|
[TDlerson ITD| Blair TD| ITD| 0014 |rpfiatrist Dl | 7/15/1993 JTpf31/1993TD)| i
[TDlerson ITD|Zachary ITD | W. ITD| 2037 |rpfliatrist fTD| | 6/27/2018 |Tpf31/2019|TD)|
Fropini Frp|Michael Dl hrol 9902 frpliatrist brol | 7/15/1999 Frpfa1/201sfrp)
hok HrplJohn D D[9502__ |rpffiatrist ol | 771571355 frpf31/2015fp 1
oy ITD|Nathan TD| (TD| 0201 |rpfliatrist fTol_| 7/15/2002 |rpf31/2002|1D)|
[Tojrett ITD|James. TD| | A ITD| 2012 [rpliatrist ITo| | 6/18/2015 |rpf31/2019fTD)| 1
[TDjard [TD|Anna TDL L. TD| 2008 |Tpfiatrist [TDl_| 1/20/2015 |Tpf31/2015[TD)|
[TDpes ITD| Demetrius TD| | [TD| 2029 TDfiatrist us 8/7/2017 [rpf31/2019}T1D
hrofett T h D p[0903__ frpffiatrist hol_ | 3/2/2009_rpf31/2015}p 1
[TDinger [TD|Robert TD| [TD| 0037 TDfiatrist ITD| | 7/15/1988 |TD{31/20100TD)| 1
hroler T jami Tl [H- D[ 2015 frpffiatrist hol_|12/23/2015 frpf31/2019fp I
[TD| [TD| Cathy ITD| |A- [TD| 0042 TDpiatrist [TD| | 7/15/1975 |Tpf31/2019|TD)|
fTon ITD|Aaron ITD ITD| 1004 |pfiatrist ol [ 7/15/2010 fTpf31/2011fTD)| :
[TDin ITD|Harvey ITD| | K- [TD| 0025 TDjiatrist [TD| | 7/15/1973 |Tp{31/2016TD)|
moin TD|Jeffrey ITD| |K- [TD| 0101 TDiatrist ITD| | 7/15/2001 |Tpf31/2019|TD)|
ok pjGrant rol |- D[ 0504 frpfiatrist Tol | 3/23/2005 frp[31/2015f1p 1
TD|jamin ITD|Toni TD] ). [TDPH1401 [Tpyfliatric Hygienist [TD| | 12/22/2014 |Tp{31/2015[TD)|
[TDEsh TD|Arnold TD| [TD| 9401 TDiatrist ITD| | 7/15/1993 |Tpf31/19%4TD)| i
[TDEsh ITD|Sean ITD | M. ITD| 2027 |rpfliatrist D) 6/6/2017 |Tpf31/2018fTD)
TDpinger [TD| David ITD| |P- ITD| 1005 |Tpfiatrist ITD| | 3/30/2010 |Tpf31/2019|TD)|
[TDjison fTp|Henry e ITD[ 9402 |frpfiatrist Tol_[ 7/15/1934 |1p31/2016f7p)| 1
[TDloian [TD|Ronald ITD| |D. (TD| 0801 rpfliatrist fTp| | 2/20/2008 |Tpf31/2008|TD)|
Frpkia Fro|Anthony Dl frol 8901 frpliatrist brol | 7/15/1989 frpfai1/201sfrp) 1
[TDken [TD|Jason TD| [TD| 0601 |rpfliatrist fTol | 7/15/2006 |Tpf31/2007 ITD)|
ﬁgman hrplPeter TD L (TDL 1101 |rpfiatrist ur 1/3/2011 |ypf31/2019fT1p 1

5. Right-click on one of the selected cells in the the table and select “Table Cell Properties”
from the pop-up menu.
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ERC ] I i ot i
Last First Middle |License No. Ty
DE: [TD|Susan TD{ . [TD 0308 ﬂ?at”ﬁ Table Cell Properties,
plers ITD| Derek TD| hrp| 9501 frpiatrist -
Dlerson [TD| Belmont D[ [W. [TD| 0051 _ JTpfiatrist Table Editor Options
Dlerson ITD| Blair TD| ITD| 0014 TDfiatrist
plerson Irp|Zachary TD] [W- TD| 2037 fypjiatrist Auto Generate Header Cell IDs
Dmini ITD| Michael TD)| [TD| 9902 TDHiatrist
Dl hrpllohn Dl hrp[ 9502 frppiatrist Frol [ 771571595 [Tpl3 172015} ]
Dby [TD| Nathan TD| [TD| 0201 TDfiatrist [TD|_| 7/15/2002 [Tpi31/2002{TD)
Dlrett [TD|James ITD| [A. ITD| 2012 TDliatrist (TD| | 6/18/2015 [rpf31/2013|TD|
plard [TD|ANNa ITD| [L ITD| 2008 |Tpfliatrist (TD|_| 1/20/2015 [TDf31/2015{TD|
Dhes [TD| Demetrius TD| |- [TD| 2029 TDiatrist TD 8/7/2017 [TDf31/2013{TD|
Drett TD[Stephen D) D[ 0503 |ypfiatrist (Tl | 3/2/2009 [rpl31/2018frp)
Dinger [TD|Robert TD)| ITD| 0037 TDfiatrist (TD| | 7/15/1988 [TDf31/2010fTD|
pler fro|Benjamin Dl [H- frp| 2015 frpjliatrist frp| | 11/23/2015 frpf31/2018 frp)
D ITD| Cathy. ITD A ITD 0042 |rpfliatrist fTp|_| 7/15/1979 [1pf31/2019§TD|
>l [TD|Aaron TD| ITD| 1004 |Tpfiiatrist (TD| | 7/15/2010 [Tpf31/2011fTD}
Djn ITD|Harvey ITD| |K- [TD| 0025 TDliatrist (TD|_| 7/15/1973 [Tpf31/2016{TD)|
Djn ITD|Jeffrey TD| |K- ITD| 0101 TDfiatrist (TD| | 7/15/2001 [rpf31/2019fTD|
ok Hp|Grant ol [ D[ 0504 frpfiiatrist o[ 3/23/2005 fpl31/2015fp)
Dljamin [TD| Toni TD| |- [TDPH1401 |pfiiatric Hygienist (TD|_[12/22/2014 [TDf31/2015{TD|
DEsh ITD|Arnold TD)| ITD| 9401 TDfiatrist (TD| | 7/15/1993 [TDf31/1994|TD|
DEsh [TD|Sean ITD| [ M. ITD| 2027 |Tpfliatrist TD 6/6/2017 [TD31/2018{TD|
Dfinger ITD| David DI [P- ITD| 1005 TDE rist ITD| | 3/30/2010 [Tp[31/2019|TD|
piison [T Henry il ITD| 9402 Jrpfliatrist ITp|_| 7/15/1934 |yp31/2016 1D
Dloian [TD|Ronald ITDL[D. ITD| 0801 |Tpfliatrist ITD|_| 2/20/2008 |TD{31/2002|TD|
DEia [TD| Anthony TD)| ITD| 8901  |rpfliatrist (TD| | 7/15/1989 [rpf31/2019|TD)
Dyen [TD|Jasen TD)| ITD 0601 |rpfliatrist (TD|_| 7/15/2006 |[Tpf31/2007 1D
DEman [TD\Peter TDLL. TDLL101__ |rpfliatrist TD 1/3/2011 |Tpf31/2018{TD)

6. The Table Cell Properties dialog box will appear. Check the Header Cell checkbox and
choose either Row, Column, or Both from the Scope drop-down menu depending on if the
table has row, column or both are used as header rows.

Table Cell Properties

Type

(O Data Cell

H Attributes

Warning

(@) Header Cell

Column Span:

Scope:

Row Span:

Associated Header Cell IDs:

ID: I

9r

1 & Conflicting values for the selected cells

Cancel

T T Tl rnont  FeeHinrrct -l T alnianno Fala1 1000 b
7. The selected cells will become Table Header Cells.
| Hi Hi TH H H Hpiration |TH|
Last First Middle || License No. Type Issue Date Date Disciplin
TD|Derek D) D 9501 |ypliiatrist trol_| 7/15/1995 |rpf31/2014fip)|
[TD|Belmont TD| [W. ITD| 0051 |rpfliatrist TD|_| 7/15/19281 |Tpf31/2018 fTD)|
ITD|Blair TD| ITD| 0014 frpfiatrist ITD| | 7/15/1993 [Tpf31/1993|1D|
TD|Zachary ITDL | W- ITD| 2037 [rpjiiatrist ITD| | 6/27/2018 [Tpf31/2018 1D
N PR . el oenn Eerhinencs -l [ 31cmoac balor matoknl
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GeneraTing Heaper Cert 1Ds

1. Select the header table cell(s) by clicking on the first header cell and dragging over all the

other header cells.

8. Right click and choose Auto Generate Header Cell IDs

Table Cell Broperties...

Table Editor Qptions...
Auto Generate Header Cell |DS

Next, we need to make sure the Header Cell IDs auto generated make sense and are unique.

You may need to adjust the names.

9. Right click the header cell(s) and choose Table Cell Properties from the pop-up menu.

T | JRE| | JRE|

Table Cell Properties..f

Table Editor Options...

Auto Generate Header Cell 1Ds

H

T8
TDH
TDd
T8
TDH
TDd

e | S P | - =l azna

i

10.Give the Cells a fitting ID name. In this case, we right clicked on the Last Name column
and need to verify that the ID indicates the column. As you can see, it provided last in the

ID, so we are good to go.
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Table Cell Properties

Type
® Header Cell Scope: |None .
(O Data Cell

Attributes

Row Span: |1

Column Span:

ID: |R1 C1_Last

Associated Header Cell IDs:

LT

If the ID is not complete, like in the example below, we will update the name.

Span: ||

ID: |R1C?‘_Expirati

:Il IDs: | | o

Update the name. Make sure you can recongize it from a drop-down menu.

ID: |R1CY7_ExpirationDate

[ n

These steps will ensure that each header cell will be read correctly by assistive technology, and
it will also clear any errors the table had with headings. Next, associate the table data cells with
these new Header Cell IDs.
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Associating TasLe Data Ceces with Tasie Heaners

While in the Table Editor, edit table cell properties by right clicking on a table cell(s) and

choosing Table Cell Properties.

HS | ES

MS

HS | ES

e

: T o

177

15 “ 20

Table Editor Options...

-
4 Auto Generate Header Cell |IDs
A L T L
T T LL] L] T LLJ
To associate the table data with Header Cell IDs, follow these steps:
1. Click and drag to select the entire row/column.
E H H TH H H Hjpiration JTHj
Ik First Middle || License No. Type Issue Date Date Discipling
froks Susan Dl |)- ITDl 0908 |ypfiiatrist fTDl_| 10/8/2009 |1pf31/2019fTD)
TDlers WD Derek ITD| ITD| 9501 [TDfliatrist ITD|_| 7/15/1995 |TDf31/2014fTD|
TDlerson fib|Belmont 7Dl [w. 1Dl 0051 frpliatrist trol | 2/15/1981 |rpfa1/2019ftp)
Tplerson bl Blair Dl trpl 00124 frpfiatrist trol [ 7/15/1993 |rpf31/1983}rp
Tplerson WD\ Zachary ITD [W. TD| 2037 [TDfliatrist ITD|_| 6/27/2018 |TD{31/2018|TD|
[TDmini b Michael 7Dl 1Dl 9902 frpliatrist irol | 7/15/1999 |rpfa1/z019}Tp)
Dk John ITD ITD| 9502 |rpfiiatrist ITD|_| 7/15/1995 |Tpf31/2018§TD)|
TDlby | Nathan ITD ITD| 0201 [TDfliatrist ITD_| 7/15/2002 |Tpf31/2002{TD)|
TDlrett (b[1ames Tl |2 Tol 2012 frpliatrist irol | 8/18/2015 |rpf31/2018}Tp)
Tplard fgb[Anna oL L iTpl 2008 frpftiatrist irol_[ 1/20/2015 |rpf31/201s|rp)|
TDhes ib| Demetrius ITD| [ ITD| 2029 [TDfliatrist ITD| | 8/7/2017 |tpf31/2018§TD|
TDfett gb|steph 7Dl 10l 0903 frphiatrist 1ol | 3/2/2009 |rpf31/2018f1p)
TDinger #b[Robert Dl iTp 0037 fypfiatrist trol_| 7/15/1988 |rpf31/2010fTp)
TDler Benjamin ITDL[H. TD| 2015 [TDfliatrist ITD|_| 11/23/2015 [TD¥31/2018|TD)|
ﬂ Wb/ Cathy ITD| |A. ITD| 0042 [TDfliatrist ITD| | 7/15/1979 [TDf31/2019|TD)|
TDin (gb[Aaron Dl Tp 1004 frpfiatrist brol_[ 7/15/2010 |rpf31/2011frp)
TDin b[Harvey 7Dl k- 10l 0025 frpfiatrist iTol_| 7/15/1973 |rpf31/2016f1D)
ﬂn Jeffrey ITD| |K- ITD| 0101 [TDffiatrist ITD| | 7/15/2001 [TDf31/2019|TD)|
TDk Hb|Grant ol L. iTpl 0904 frpfliatrist lrol_| 3/23/2009 |rpf31/2019}rp)|
ﬂ]am’m WD| Toni TD| |- ITDPH1401 [TDffiatric Hygienist TD| | 12/22/2014 [TDf31/2015|TD)|
TDksh fb[Arnold Dl iTD[ 9401 fypfiatrist brol_[ 7/15/1993 |rpf31/199a}rp)
TDEsh #b/sean 7Dl M. 10l 2027 frpffiatrist iTol | 6/6/2017 |rpf31/2018frp|
ﬂ'\nger | David ITD| |P- ITD| 1005 [TDffiatrist ITD| | 3/20/2010 [TDf31/2019|TD)|
TDHson (fb[Henry ol - Tl 9402 frpfliatrist brol_| 7/15/1354 |rpf31/2016}rp)|
TDloian Ronald frol - fTp| 0801 |rpfiiatrist ITp|_| 2/20/2008 |rpf31/2008fTD|
ﬁia WD/ Anthony ITD ITD| 8901  [TDfliatrist ITD| | 7/15/1989 [TD(31/2019|TD)|
TDken fblJason 7Dl 1ol 0601 frpfiatrist rol_| 7/15/2006 |rpf31/2007|1p)|
TDEman [Th|Peter fTDL [ TD[ 1101 [ypjfiatrist ftol_|_1/3/2011 frpf31/2018f1D|
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2. Right click and choose Table Cell Properties

11.Click on the plus icon to the right of the “Associate Header Cell IDs” box.

Table Cell Properties

TH H H H H
Last First Middle || License No.

Dks = : - Dliat
%em Table Cell Properties... g fa:'
erson 1atl
TDlerson Table Editor Options... Dfiat
m“!f‘-‘o" Diiati
ﬁ[)i'nini Diiati
Dl Auto Generate Header Cell |Ds Difiat
IT_D|b¥ T E— 1 Too=oe Dfiati
TDlrett TDlJames ol [A. TDl 2012 frpfiat
frplard TDlAnNa ol [L. Tl 2008 frpfiat
TDhes TDlDemetrius il Dl 2029 frpliat
TDlett TD|Stephen D Dl 0203 frpliat
mnger TD|Robert TD TD[ 0037  JTDHiat
@er TDIBenjamin ol [H TDl 2015 |rpliat
D TD|Cathy TD| [A TD| 0042  JTDHiati
mn TD|[Aaron TD TD[ 1004 JTDHiat
fpln TDIHarvey ol [k TDl 0025 frpliat
TDln TDlJeffrey ol [k ol 0101 frpiat
ok TD|Grant TD| [L- TD| 0204  JTpfiat
TDljamin TDlToni Dl . TDPH1401 frpliat
Frrksh TrlArnold TN Tl 9401 Irndiat

Type

Attributes

@ Data Cell

() Header Cell

Column Span:

Associated Header Cell IDs:

Scope: |None

Row Span: |1

ID: |

Cancel

—
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12.Assign the cells to the corresponding table header ID using the dropdown menu. In this
case we are choosing R1C7_ExpirationDate.

si

Type
(O Header Cell Scope: | None
F  @DataCell

Attributes

Add Table Header ID

Header ID: |R1C8_Discipli

R1C5_Type
R1C4_License =
R1C3_Middle
R1C2_First
R1C1_Last
OK Cancel
— . | I iy ey e ey =) e B

13.Repeat these steps for every column in the table.

Note:

If your table has header rows instead of header columns, select the rows instead of
the columns and associate the data cells with appropriate header row.

Itis NOT recommended to have both a header row and a header column in a table.
However, if your table has both you will need to associate both the rows and the
columns with both headers.

Now that all these steps are done, the entire table is completely accessible and will be read
correctly by assistive technology.

STATE OF NEVADA

OFFICE OF THE CHIEF INFORMATION OFFICER
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