HEADINGS IN DOCUMENTS

INTRODUCTION

Headings are vital for accessibility because they provide structure, helping users navigate the
document easily. They enable screen readers to identify sections, allowing efficient jumps to
specific content. Headings also give context to topics, enhancing comprehension. Properly
formatted headings improve visual organization, benefiting all users, including those with
cognitive disabilities. Overall, using headings significantly enhances document accessibility and
usability.
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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.
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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. 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.

Deseription Security Fants m

Layout and Magnificatson

MNawngation tat: | Fage Only -
Page layout | Default »~

Magnificatiore  |Default

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

Description Secunty Fonts  Initial View Custam  Advanced
Layout and Magnification

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

Magneficatione | Default

Ogen to page: |1 of 11

Window Optiang
[ Resize window ta initial page
[ Center window on sereen
] Oren in Full Screen mode

File Namwe

[T Hiche menu bas
[ 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  Initial View  Custo

POF Settings

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

“English.”

Description  Security Foets  Initial View Cumlom Advanced

|  PDF Settings

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

3. Click the “OK button

Protected Mode: On

Base URL: |

Search Index | Browse.. Chear
Trappedt | Unknawn “
Accessibility
POF/UA Complipnce: | None -
Print Dialog Presets
Page Scaling: | Default
Duplexhode: | Simplex -
Paper Source by Page Size: [

Print Page Range:

Numiber of Copies. | Default =

Reading Options

Binding: |LeftEdge  ~

QST WITh Aral

Englich with Hebrew suppart
Estonian
Finnesh

I French
French (Morocee)

Help

German
Greek

to save any changes to the PDF title or language.

Page 5



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)
> Page Content

> Forms

by 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

@ 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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3. 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

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 left side of the document. Expand the
arrows to see the accessibility issues.

I Accessibility

@ Accessibility Checker
R

by Document (2 issues)
@ > Page Content (2 issues)
@ b3 Forms

b3 Alternate Text (1 issue)
B b3 Tables
=3 > Lists

S Headings
1o
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Lever 1 Heapings

Using a heading level 1 (H1) is essential for accessibility as it establishes a clear document
hierarchy, indicating the main topic or title of the document. This helps users, especially those
using screen readers, understand the layout and flow of content. Setting an H1 gives users
immediate context about the content, making it easier to grasp the purpose of the document at
a glance.

Please note that the Accessibility Checker may not always detect if a document is
missing a level 1 heading, but it is essential for every document to include one.

This is a manual review item, as automated checks cannot identify all accessibility
issues; some must be assessed by a person. If your document does not have a level 1
heading, identify one at the top of the first page.

To add a Level 1 Heading to a page:

1. Click on “Prepare for accessibility” or Accessibility depending on the version of adobe you
are using.

Newer Versions of Adobe Acrobat

® Prepare for accessibility

Appears on the left side of the screen

Older Versions of Adobe

O Protect

@ Accessibility

@ Prepare Form

Appears on the left side of the screen
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Select the Reading Order tool

Newer Versions of Adobe Acrobat

Add alternate text

W Use setup assistant

=2 Fix reading order

Older Versions of Adobe Acrobat

Set Alternate Text

*:\ Setup Assistant
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3. In the Reading Order dialog box make sure that Structure types are selected. This will
allow you to see the structure of the document.

i m———— ———— — — - ——

Reading Order

Draw a rectangle around the content then click one of
the buttons below:

Text/Paragraph Figure
Form Field Figure/Caption
Heading 1 Heading 4 Table
Heading 2 Heading 5 Cell
Heading 3 Heading 6 Formula
Reference (q) Mote (z) Background/Artifact
[ Table Editor
t Show page content groups [ |

() Page content order

(@ Structure types i

Show table cells [

] Display like elements in a single block

Show tables and figures [ ]
l
I Clear Page Structure.__ Show Order Panel
¥
Help Close
[
T I & Aage Jars
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4.

5.

Right-click the text that should be the level 1 heading and choose “Tag as heading 1” from

the pop-up menu.

o Shoyy reading order panel

Shaw page content groups

R"les for Ls'tate PerS()nj Display [ike elements in a single box
Administration '

«  Show tables and figures

Delete Selected e Structure
Clear page stryeture

Tag as tegt/paragraph

Tag as background/artifact
Tag as figure

Tag as figure/caption

Tag as gell

Tag as form field

Tag as formula

Tag as heading 2

Tag as heading 3

Tag as heading 4

Tag as heading 3

Tag as heading &

Tag as reference (g)

Tag as note (z)

Run full accessibility check to see if issue has been resolved.

Lever 2 Heapines

For longer documents, adding level 2 headings provides key benefits for accessibility and
usability. They create clear sub-sections, helping users understand the information hierarchy.

Screen readers can easily identify these headings, allowing efficient navigation. Level 2

headings break content into manageable sections, enhancing comprehension and retention.
They also improve visual layout, making it easier for all users, including those with cognitive
disabilities, to follow the content. Consistent heading structures promote better readability and
accessibility.

To add a Level 2 Heading to a page:

1.

2.

Click on “Prepare for accessibility”

® Prepare for accessibility

Select the Reading Order tool

B8 Add alternate text

+{ Use setup assistant

E¢ Fix reading order
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3. In the Reading Order dialog box make sure that Structure types are selected. This will
allow you to see the structure of the document.

i m———— ———— — Ty - - —

Reading Order

Draw a rectangle around the content then click one of
the buttons below:

Text/Paragraph Figure
Form Field Figure/Caption
Heading 1 Heading 4 Table
Heading 2 Heading 5 Cell
Heading 3 Heading 6 Formula
I Reference (q) Mote (z) Background/Artifact
[ Table Editor
t Show page content groups [ |

() Page content order

(@ Structure types i

Show table cells [

] Display like elements in a single block

Show tables and figures [ ]
l
I Clear Page Structure.__ Show Order Panel
¥
Help Close
[
T I & Aage Jars

Page 14



4. Right-click the text that should be the level 1 heading and choose “Tag as heading 1” from
the pop-up menu.

Farrm Fleld

o Shoyy reading order panel }‘

Shaw page content groups >

K"lesjor ;s‘tate Pers‘)nl Display [ike elements in a single box t

« Show table cglls

Administration «  Show lables and figures

Delete Selected e Structure

Clear page strycture
Tag as tegt/paragraph
Tag as background/artifact
Tag as figure

Tag as figure/caption
Tag as gell

Tag as form field
Tag as fopmula

Tag as heading 1

o a5 heading
Tag as heading 4
Tag as heading 3
Tag as heading &

Tag as reference (g)

Tag as note (z)

5. Run full accessibility check to see if issue has been resolved.

Lever 3-6 Heabines

Adding level 3 to level 6 headings is not recommended due to accessibility challenges. Too
many heading levels can complicate the document structure, making navigation harder. Some
screen readers may misinterpret these headings, causing confusion. Additionally, excessive
levels can clutter the layout, hindering focus, especially for users with cognitive disabilities.
Inconsistent use of headings can disrupt the reading experience. To enhance accessibility, it's
best to limit heading levels to 1 and 2 for clarity and effective navigation.
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IncorrecT Heaping ISSuEs

CAUSE OF INCORRECT HEADING ISSUES

This is often caused by heading levels being used out of order, formatted without the correct
styles leading to a lack of or confusion about the content structural hierarchy.

EXAMPLES OF INCORRECT HEADINGS

The examples below illustrate a level <H3> heading used immediately after a level <H1>
heading, without an intervening level <H2> heading, and a level <H4> heading following a
level <H2> heading, without a level <H3> heading in between. Headings must follow a proper
order, which is often the source of these issues. To meet ADA requirements, headings cannot be
used out of order.

> ﬂ <P>

RTANT#*
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FIXING INCORRECT HEADING ISSUES

To fix this problem, change the structure of the element:

1. Right-click on the element under the Appropriate Nesting — Failed message and choose
“Show in Tags Panel” from the drop-down menu. This will highlight the problem element in
the tags panel.

A 3 g

X  Accessibility Checker Q
5 Document (2 issues) DE
> Page Content [—D
> Forms
3 Alternate Text
» Tables Ia
> Lists z
v Headings (1issue) . @

v @ Appropriate nesting - Failed

e Skip Rule
Element .
Explain
Show in Content Panel
Show in Tags Panel
Check Again
Show Report

Options
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Review the content of the tag and its surrounding elements to determine if the tag should
be changed to a paragraph <P> tag, or if another type would be more appropriate.

In this case, the word “Important” should not be a heading, so we would change it to a
<P> tag by following the steps below.

LS VERHS, NEVAUR 3Y1UD

Phome: T01-486.-5445 Fax: T02-486.5430
E-mail: beltea@beltea.nv.gov v ] o
Website: http:/beltea.nv.gov

3 f Spans
CHANGE/ADDITION OF FACILITY > @ <o
> @ Som>
wr licanse balangs to you! By assuming the position o a dmlnmralnf of a facility, you
the total respensibility of insuring the proper operations o ity at all times, > o>
i 654.181 prowides that each person icensed as a nursing tacdity administrator o a3 > 4 e
1m writing any time hefshe changes hiser contact information including home address, p b 1| cSeer
isher affiliation with a facdity within 15 days after such an event, A Licensees will besuhectw afiri Bl — |
ol adhered to,
y § 2
, NAC 654 250,58 requine i i or an admini of a residential facity for group e
| nat kater than 15 calendar days atter hennma“nv his or her affiliation with a named faciity for any reason. L ~ @

for the first vielation and at least $1,000.00 for a second or subsequent viclation, but will not exceed 510,000
] IMPORTANT *

uests for licenses namina a facilite cannot be lssued until the license from the S

a. Right-click the element’s tag and choose Properties from the pop-up menu

> §
> §

> ‘5 v Document is Tagged PDF
@ <Sect>

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

Tag Annotations

~ Apply Role Mapping to Tags

vgH Highlight Content
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the appropriate tag from the list. Then click the close button.

Object Properties

Content Tag Color

Type: |Paragraph -
Paragraph H
Title: [Part
Quote
Actual Text:  |Reference
Section
Span
Alternate Text for Images: Teble
Table Data Cell
Table Header Cell
Table Of Contents hd
Alternate Description for Links:
1D: I
Language: | e
Edit Tag_. Edit Attribute Objects Edit Attribute Classes

Change the tag to a <P> tag by clicking on the Type field drop-down menu and select

Perform a complete accessibility check to determine if the issue has been resolved. Please
note that fixing one issue can sometimes result in the total number of issues remaining
the same or even increasing, as this may disrupt the order of other elements. Continue
addressing each issue until the total decreases and remember to run a full accessibility

check after each fix.
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