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1 - Introduction

1.1 Background and objectives

By default PDF documents are not accessible to certain users with disabilities. Among the users
affected, there are, for example:

- Blind users:
Blind people use their computers with screen readers. These devices use software which either
read the information displayed on the screen (with a voice synthesizer) or convert it to Braille (with
a Braille terminal). With this type of software, it is difficult to understand the contents of a PDF file
if it is not structured with tags. The reading order is not always logical, the information contained in
images is not read, and the absence of a title structure makes navigating such a document long
and complicated.

- Partially sighted users:
Customizing the display of a PDF document in Adobe Reader often poses difficulties. Changing
the text or background colour in order to improve readability does not always work. For example,
some background colours cannot be modified.

- Users with a motor disability:
The rigid linear navigation imposed on those who read PDF documents exclusively with the aid of
a keyboard makes it difficult to navigate in the document. For example, the tab order of links or
form fields is not always logical.

The solution for making PDF documents accessible is to structure them with the appropriate tags.
Currently, this solution is rarely implemented, specifically for the following reasons:

- The concept of a structured or tagged document is not widely known by those who produce PDF
files.

- There is no good quality documentation for learning how to tag documents.

In France, as part of their policy for people with disabilities, more and more large companies want the
PDF documents they publish to be accessible. For this reason nine French companies came together
to form the AcceDe project to increase the accessibility of PDF documents.

One of the objectives of AcceDe’ was to create educational guides and manuals for those who want to
make their PDF documents accessible.

The aim of this guide, “Making PDF documents accessible with Adobe Acrobat Pro”, is to
provide all the practical information you need to learn how to tag a PDF document?. Currently,
tagging requires the use of Adobe Acrobat Pro. This guide also provides the necessary
information to check the tagging of a PDF document.

! The three objectives of the AcceDe project are to:

1. Create, and freely distribute, guides and manuals for those who wish to make their PDF documents accessible.

2. Increase awareness about PDF document accessibility and the growing interest of companies in this area among
communication professionals.

3.  Offer an initial directory of communication professionals who are committed to and capable of producing tagged PDFs
from the documents they create.

2 Forms are not explained in this first version of the guide.
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1.2 Who should read this guide?

This guide is aimed at:

- all those who want to learn how to tag PDF documents,

- project managers who want to integrate tagging when creating their PDF documents®.

1.3 Required skills for learning how to tag

Tagging does not require any technical skills (knowledge of computer languages, DTP software, etc.),
nor an in-depth knowledge of Adobe Acrobat Pro (all the functionalities used for tagging are presented
and described in this document).

Tagging does however require a great deal of rigour and logic.

While knowing the basics of HTML may speed up the tagging learning process, it is by no means
indispensible.

In the framework of the AcceDe project, for example, we have trained people with the following
profiles to tag PDF documents:

- lay-out artists / graphic designers / DTP operators,

- HTML developers and webmasters,

- marketing assistants,

- project managers,

- editors and documentation managers,

- managers of graphic design departments,

1.4 How should you use this guide and the accompanying
exercise book

1.4.1 Introductory note: Adobe Acrobat Pro is required

All the tagging procedures described in this document require the use of Adobe Acrobat (Pro or Pro
Extended” version). To use this software you need to acquire the corresponding license.

For the descriptions of procedures, examples and screenshots, this guide is based on Adobe Acrobat
9 Pro (version 9.3.0).

Itis also possible to use the older versions 7 and 8 of Adobe Acrobat or the new Adobe Acrobat X.
Certain functionalities may, however, have different names or be presented differently. In this case, it
is a good idea to use the online help supplied with the software for any difficulties (press |F1{in
Acrobat).

3 By following this guide you can communicate to a third party the level of tagging you require and the procedures that need to
be followed. In addition section “11 - Checking the accessibility” (page 86) enables project managers to carry out quality checks
so that they can assess the quality of tagging carried out by a third party.

4 You cannot manually tag a PDF document with the Standard version of Adobe Acrobat.
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1.4.2 Organization of this guide and overview of the related exercise book

Learning how to tag demands practice. This guide is illustrated with examples from a PDF document
entitled “Exercise book”.Both a tagged and an untagged version of this exercice book are available, so
that users of this manual can carry out the tagging procedures explained therein in Adobe Acrobat
Pro. The two versions of this document are:

- Untagged exercise book: untagged-exercise-book.pdf

- Tagged exercise book: tagged-exercise-book.pdf

These two exercise books are available on www.accede.info/en/manuals/.

This guide includes two types of content:
1. theoretical information,

2. procedures for the user to perform on the untagged exercise book.

Screen actions:

All the procedures presented in this guide for the user to follow are displayed in a greyed inset entitled
“Screen actions”.

1.4.3 Other associated documents
This guide is part of a set of two documents:

- Making PDF files accessible: Guidelines for the DTP creation phase
(available on www.accede.info/en/manuals/)

- Making PDF documents accessible with Adobe Acrobat Pro
(this document)

1.5 Use licence

This document is subject to the terms of the Creative Commons BY-NC-SA license.
You are free to:

- Copy, distribute, display, and perform the work

- Make derivative works

Under the following conditions:

- Mention of the authorship if the document is modified:

On the cover of the document you must include the Atalan and AcceDe logos and references,
indicate that the document has been modified, and add a link to the original work at
www.accede.info/en/manuals/.

You must specify the reuse of the document by sending an email to accede@atalan.fr including
the link to download the modified document.

You must not in any circumstances cite the name of the original author in a way that suggests that
he or she endorses you or supports your use of the work.

You must not in any circumstances cite the name of the partner companies (Air Liquide, AREVA,
BNP Paribas, Capgemini, LVMH, SNCF, Société Générale, SPIE et Thales), or the organizations
which have supported this initiative (Association des Paralysés de France (APF), Association
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Valentin Hauy (AVH), Coopérative AccessibilitéWeb, Institut Nazareth et Louis Braille, ParisTech,
Télécom ParisTech).

- No commercial use: you may not use this work for commercial purposes.

- Share alike: if you alter, transform, or build upon this work, you may distribute the resulting work
only under a licence identical to this one.

The Atalan and AcceDe logos and trademarks are registered and are the exclusive property of Atalan.

1.6 Contact

For any comment about this document, please contact Atalan, the coordinator of the AcceDe project,
at the following email address: accede@atalan.fr.

You can also find more information about the AcceDe project manuals at
www.accede.info/en/manuals/.

1.7 Credits

The icons used in this document for important notes and tips were designed by www.icojoy.com and
can be used free of charge.
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2 - Introduction to tagging

2.1 What is tagging?

Users with disabilities experience many problems with a PDF document, especially users of screen
readers or partially sighted people. Many of these problems can be fixed by a technique which is
called tagging (adding labels that are not visible to the readers of a document but which are used by

suitable reading tools such as screen readers).

Tagging involves adding semantic information called a tag to each content item of a document in order
to specify its characteristics. So there are specific tags for defining, for example, titles, subititles,
paragraphs, annotations, and lists. It is also possible to tag images to add alternate text, to tag tables
containing data in order to specify the row and column headings, etc.

When the content of a document is identified with the help of tags, screen readers can convey the
characteristics of the elements to users. It is possible, for example, for users of this software to
navigate from title to title so that they can quickly access the content they require, or to navigate within

a table containing data.

2.2 Main accessibility problems of a non-tagged document

Main accessibility problems

of a non-tagged PDF

Solutions to resolve problem

Absence of document title

The title of a document enables users to identify
the document, which is especially useful, for
example, when several documents are open.

The title is the first information read by screen
readers when opening the document.

Define the title in the document properties

Absence of language indication in the
document

The language is an important factor. It enables
the voice synthesizer in screen readers to
pronounce words with the correct accent.

Define the main language in the document
properties

Absence of content structure

Titles and, more generally, the structure of a
document are normally identified visually on the
page (position on the page, size, text colour...),
but this information cannot be conveyed by
screen readers.

Semantic tagging

Tagging makes it possible for screen readers to
identify paragraphs, titles, hyperlinks, lists, and
tables.

Blind and partially sighted users can then
discover the characteristics and structure of texts
which are read, and use this information to
navigate from item to item and get an overall
view and a better understanding of the
document.
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Main accessibility problems

of a non-tagged PDF

Solutions to resolve problem

Incorrect reading order

The reading order of different content items in a
document is sometimes incorrect when the
document is read with a screen reader.

By default, screen reader software usually reads
information from left to right and from top to
bottom of the page. According to the documents
and the page layout adopted (columns, insets,
footnotes...), the visual order of different content
items in a document does not always correspond
to the reading order.

Correct the reading order

By rearranging the reading order you can choose
the sequence tagged elements are read by
screen reader software.

Missing a navigation summary

By default, it is difficult to navigate in a PDF file
apart from scrolling from page to page.

With screen reader software, it is not possible to
directly go to a precise spot on the page without
having listened to all the preceding content.

Addition of bookmarks

A clickable summary of the document can be
created and displayed beside the pages. It
means you can go directly to the main sections of
the document using links known as bookmarks

Adding internal links

Links and cross-references can be directly added
to page content so that users can navigate more
easily between sections.

These two solutions mean that people with
motricity disabilities can navigate more easily in a
PDF document solely by using the keyboard.

Missing alternate text for graphical elements

Graphical items such as images, pie charts, or
illustrations cannot be interpreted by screen
readers.

Tagging of graphical elements

Tagging makes it possible to associate alternate
text with images. In this way you can
communicate all the information conveyed in the
images.

The reading order of complex images such as
line charts can also be defined.

Missing structure in tables

The relationships between the elements of a
table, the column headings, the cells, the scope
of the headings are not defined and users of
screen readers cannot take advantage of their
screen reader’s ability to navigate the table
according to these relationships.

Tagging of tables

Tagging makes it possible to identify the heading
cells of a table and link them with the
corresponding table cells containing data. This
enables users of screen readers to navigate
within the table.
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Main accessibility problems

of a non-tagged PDF

Solutions to resolve problem

Poor content reflow

Reflow is an integrated functionality in Adobe
Reader, which changes the display of the
document to lines displayed in a single column.
This feature optimizes both text magnification on
the screen and changes to text and background
colour.

When a document is not tagged, various items
may no longer be readable, and there is a risk
that decorative items are displayed in the middle
of text following reflow.

Define the reflow order and identify the
artefacts

The reflow order makes it possible to define the
order of text is displayed when it is reflowed.

Decorative content can be defined as artefacts,
in which case it is not displayed when you reflow
the text and screen readers can safely ignore
these artefacts.
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3 - Getting to know Adobe Acrobat Pro

3.1 Content, Order and Tags navigation panels

You can display the navigation panels in Acrobat Pro by selecting the required option in the menu
View > Navigation Panels.

The three navigation panels used for tagging are:

- 3 Content — change the visual order objects are superimposed in reflow view
- Order — indicates the order in which content is shown in reflow view

- O Tags — view and edit the tags that are present in the document

We will mainly work with the Content and Tags navigation panels. In this manual we do not
recommend using the Order panel.

auntagged-enercise—honk,pdf - Adobe Acrobat Pro =18 il
File Edit | ¥igw Document Comments Forms Tools  Advanced  Window  Help x
LY - : .
| jJ Cnl GOy '1- @ - E Multimedia = _)} Corrment = * OK | m ﬁ; ‘% | @ g
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# oy i [ oAl 5 = = i e
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— 7 partnership with:
Air Liguide, AREVA, BNP Paribas, Capgemini, LVMH,
SNCF, Société Générale, SPIE, Thales.

With the cooperation of:
Association des Paralysés de France (APF),
Association Valentin Hady (AVH), Coopérative AccessibiltéWeb (Quebec),
Institut Nazareth et Louis Braille (Quebec),
ParisTech, Télécom ParisTech. ..

AcceDe project

Figure 1: open the Content, Order and Tags navigation panels by selecting the corresponding option
in the menu.

These three navigation panels show information in a tree structure.
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Note:

To make it easier to use Acrobat Pro, you can
dock the navigation panels in the navigation
pane on the left.

To do this for each of the three aforementioned
navigation panels, display the panel by clicking
View > Navigation panels, and then select
the required one.

Then drag the tab of the displayed panel to the
navigation pane to the left of the screen. See
figure 2 or use the menu View > Navigation

Panels > Dock All Panels ([Alt]+ [V}, [N, K).
The button which corresponds to this panel is
then displayed in the toolbar, so you can
access it more quickly.

Figure 2: Drag a navigation panel to the
toolbar on the left by selecting the tab.

It is also possible to use keyboard shortcuts to open the navigation panels.
For example, use IEI + , , for the “Tags” navigation panel (replace the last letter with |§| for

“Order” and E pour “Content”).

3.2 Document pane

As its name suggests, the document pane is the area where the document is displayed. It is, for
example, possible to select text in this pane in order to tag it, or to highlight an object that was

previously tagged in order to visualize it.
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Document pane

Figure 3: The Tags navigation panel is shown on the left; on the right you can see the document pane
of the file “tagged-exercises-book.pdf”.
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3.3 TouchUp Reading Order dialog box

Not to be confused with the “ E Order” navigation panel, this dialog box makes it possible to assign
tags to content and to tag figures and tables containing data.

To display this dialog box, open the Advanced menu, and then select Accessibility > TouchUp
Reading order.

TouchUp Reading Order |
Draw a rectangle around the content
then click one of the buttons below:
Text | Figure |
Form Field | Figure/Caption |
Heading 1 | Table |
Heading 2 | Cell |
Heading 3 | Formula |
Background |
Tt Edits |
¥ Show page content order u
¥ Show table cells u
¥ Show tables and figures .
Clear Page Structure... | Show Order Panel ]
Help | Close 1

Figure 4: TouchUp Reading Order dialog box

Notes:

Unlike the navigation panels, it is not possible to dock this dialog box in the navigation pane on the
left of the screen.

You can, however, access this dialog box by clicking on a button in the Advanced Editing toolbar.
To display this toolbar, click View > Toolbars > Advanced Editing.

Advanced Editing X

ST I - WY ] e

Figure 5: TouchUp Reading Order button in the “Advanced Editing” toolbar.

You can drag this toolbar to the top of the screen in order to dock it in the main toolbar or use

View > Toolbars > Dock Toolbars ([Ctri |+ [F8 Jor |ait}+ ], [T]. [D)).
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3.4 Content reflow

Reflow is a temporary view that shows the content of a PDF document in a single column taking up
the entire width of the document pane. In this view, you can magnify text size and it will wrap to the
next line as it gets larger remaining in the document pane, so you do not need to use the horizontal
scroll bar to read it. It also improves readability on mobile devices.

When this view is selected in a non-tagged document, Adobe Reader or Adobe Acrobat temporarily
tags the document. However, the Acrobat user guides recommend that you tag the document yourself
in order to optimize the reflow.®

To activate the reflow, select View > Zoom > Reflow or use the keyboard shortcut +l4JonaPC

or [Cmd] + [] on a Mac.
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The visuals for this document were created from documents
published by the founding partners of the AcceDe project. This
exercise book is subject to the terms of the Creative Commons
BY-NC-SA license

reflow view - tagged version

B- AcceDe project

standard view

Figure 6: on the left is page 8 of the exercise book in the standard view. In the middle, a non-tagged
version of page 8 of the exercise book is shown in reflow view. Note that the chart is no longer in the
correct position, and the page layout is preserved so if you magnify the text size the document will
overflow the screen. On the right a tagged version of page 8 of the exercise book is shown in reflow
view. Note that only the data in the chart is shown, and the information is displayed in a logical order.

® “Acrobat temporarily tags an untagged document before reflowing it. As an author, you can optimize your PDFs for reflow by
tagging them yourself. Tagging ensures that text blocks reflow and that content follows the appropriate sequences, so readers
can follow a story that spans different pages and columns without other stories interrupting the flow.” Source “Reflow a PDF”,
Adobe (http://help.adobe.com/en_US/Acrobat/9.0/Standard/WS58a04a822e3e50102bd615109794195ff-7d19.w.html).
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4 - Getting started with tagging

4.1 Checking for the presence of tags in the document

Some PDF documents already have tags that were generated when the PDF file was created from the
original document. According to whether there are tags or not, the procedure for tagging using Adobe
Acrobat Pro may be different.

To check for the presence of tags in a PDF, open the Tags navigation panel. If there are tags, the tree
structure of the tags can be seen in the navigation panel. If there are no tags, the message “No Tags
available” is displayed.

B4 <Part> Cover
E!J <Figure >
47 «H>

= EXERCISE BOOK for tagging a PDF documen

=49 <p>
=9 <p>
B¢ Project coordinated by Atalan.
=9 <p>
=9 <p>

Figure 7: the “Tags” panel displays the tree Figure 8: the “Tags” panel indicates that no tag
structure of tags in the document. is available.

4.2 Tagging techniques

4.2.1 Tagging a document manually with Adobe Acrobat Pro
You can tag an untagged document entirely using Adobe Acrobat Pro.

This is the method taught in this guide and the two accompanying exercise books. It is important to
understand and master tagging before editing the tags in documents that are already tagged.

4.2.2 Editing existing tags

& It is always advisable to consider accessibility requirements from the beginning, when you
create the original source document (for example, in Microsoft Word or Open Officee). Tags can
then be generated automatically when exporting the document to PDF format.

® The AcceDe web site offers resources for adding accessibility to documents created in authoring tools such as Microsoft Word,
Open Office or Adobe InDesign: www.accede.info/en/ressources/.
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If you do this, you will often need to make some limited changes in Acrobat Pro, but you will reduce
the total time needed to tag the document.

Nevertheless, for learning purposes, we recommend that you tag the first accessible PDFs you create
entirely from scratch. When you have successfully learned how to tag an untagged document, you can
easily edit a document that already has tags.

Note:

When you create a PDF from some authoring tools, the generated tags have the name of styles used
in the original document rather than standard tag names. This is notably the case with Adobe
InDesign. For more information, refer to the appendix “12.3 Role map” (page 93).

4.2.3 Tagging a document automatically with Acrobat Pro

Acrobat Pro has a functionality for automatically tagging an untagged PDF document. You can run this
tool by selecting the option Advanced > Accessibility > Add tags to document.

With this functionality, Acrobat Pro automatically inserts tags into the document, and generates a
report (called a Recognition Report) including a confidence rating of the generated tags and the tasks
you must perform manually (like, for example, adding alternative text to images).

Note:

You can also use this to overwrite existing tags, by unchecking the option Document is Tagged PDF
from the properties dialog (see section “10.3 Marking the document as tagged” on page 82).
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Figure 9: the Add tags to document functionality
and the recognition report generated by Acrobat Pro.

Tests show that tagging created in this way is usually of a very poor quality, and subsequently
requires a great deal of manual fixes. Moreover, in some documents there are display problems, when
background and foreground elements are inverted. These must be identified and corrected manually.

For these reasons, we recommend that you do not use this functionality but do one of the following:

1. either modify the tags generated when exporting the document to PDF format (see section
“4.2.2 Editing existing tags” on page 16);

2. or tag the document entirely manually (see section “4.2.1 Tagging a document manually with
Acrobat Pro” on page 16).

However, in some cases automatic tagging in Adobe Acrobat may be useful with simple documents,
composed mainly of text and images that cannot be made accessible in the authoring software. With
experience of tagging PDF documents, you can rapidly assess the quality of the generated tagging

(the confidence rating detailed in the Acrobat report also gives an idea of the quality of the automatic

tagging).

Note:

When a user of a screen reader opens an untagged PDF in Adobe Reader, the document is
automatically tagged. The user is then asked to choose a reading mode, with, for example, a reading
order from top to bottom and left to right, or an order determined by Adobe Reader. The automatic
tagging system used by Adobe Reader when it detects the presence of a screen reader is the same
as that of Adobe Acrobat, with the same limitations we have just mentioned.
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4.3 Proposed method: manual tagging

This manual describes a step-by-step method for tagging documents.

To begin with, we will work on an untagged document, untagged-exercise-book.pdf. We will consider
the properties that need to be defined for the document as a whole. Then, page by page, we will tag
the content and define the reading order. When all the pages are tagged, we will test the content
reflow (used to optimize text magnification on the screen or to improve readability on mobile
telephones). We will finish by carrying out several tasks to finalize the document.

The last section of this manual describes some techniques used for checking the quality of the tags
created in the PDF document.

Add the title, document )

language, and root tag
(section 5) J
v
( )
Analyse the page contents and
define the tags to associate
with each content item
(section 8)
\_ J
( )
Manually tag page contents
For each page of the following the analysis
document (section 6)
\_ J
( )
Define
the reading order
of the page
(section 7)
. J
v
( )
Test Finalize
For each the reflow —> the document
page of the document (section 9) (section 10)
\ J
v
( )
Check
accessibility
(section 11)
. J

Figure 10: Proposed tagging method
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5 - Adding the title, document language, and tags root

5.1 Adding a document title

A meaningful title must be given to the document. This title must be representative of the content of
the PDF file. It is usually the same as the title which appears on the cover of the document.

To add a title, open the File menu, and then select Properties to open the Document Properties
dialog box. Then, on the Description tab, enter the required value in the Title field (you can also open
this dialog box by using the keyboard shortcut + D] on a PC or + D] on a Mac

Screen actions:

Document Properties ' il

Descriptian |Security| Fonts | Initial\n‘iewl Customl Advancedl

rDescription

File: tagged-exercize-book

Title: IExercise bk fortagging a PDOF docurment

Author: I

Subject: I

Keyniords:

Created: 01/12/2010 17:00:04 Additional Metadata...

Modified:  06/12/2010 13:41:38

Application:  Adobe InDesign €55 (7.0.3)

Advanced
POF Producer:  Adobe PDF Library 9.9
PDF Wersion: 1.6 {Acrobat 7.9
Location:  CihUsersvfrederichDesktopt,
File Size: 1,37 MB (1 440 873 Bytes)
Page Size: 5,83x8,27in Mumber of Pages: 8

Tagged PDF: Yes FastWeb View: Mo

Help | 0k I Cancel

Fill in the Title field in the Document Properties dialog box. For the exercise book, you could enter
“Exercise book for tagging a PDF document”.

Then, on the Initial View tab, change the value in the Show drop-down list from File Name to
Document title. This modification means that the title rather than the file name is displayed in the title
bar when consulting the document (in Adobe Reader for example).
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Screen actions:

Document Properties B

. Description | Securityl Faonts Custnr‘nl .&.dvancedl

~ Layout and Magnification

Mavigation tab: IPage Orly j
Page layout: IDefauIt j
kagnification: IDefauIt j
Oper to page: Il of 8
- Window Options

™ Resize window to initial page
[T Certer window on screen
" Openin Full Screen mode

Showe | Document Title vl

IEile Marne B
F

ile Marme

[ Hide menu bar
™ Hide tool bars
™ Hide window controls

Cancel

o | o |

Select the option to show the document title by default in the title bar when the file is opened.

Note:

To apply the change, you need to save the PDF file ([CTRL] + [S] on PC or + [s] on Mac).

a Exercise book for tagging a PDF document - Adobe Acrobat Pro

File Edit WYiew Document Comments Forms  Tools  Advanced  Window  Help

i ;J'_B Create = ;:;3 Caombine = &j = H“ Secure T /j Sigh = |%| Farms =

Figure 11: The document title is shown in the title bar.
For users of screen readers, this is the first information that is read when opening the document. It is
also the first information displayed in search engines results, and in computer navigation windows.
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5.2 Adding the main document language

Indicate the main document language in the document properties. By providing this information, voice
synthesisers in screen readers are able to correctly pronounce the document content.

Remaining in the Document Properties dialog box (File > Properties via the menu bar), select the
Advanced tag, and then select the language in the Language drop-down list near the bottom of the

dialog box.

Screen actions:

Document Properties L

.Descriptionl Securityl Farnts I Initial\fiewl Custam

 PDF Settings

Base LIRL: I

Search Index: I

Trapped:

Ma hd

Browse...

Clear

r Print Dialog Presets

Page Scaling: IDefauIt vl

Duplextdode: ISimpIex

Frint Page Range:

Paper Source by Page Size: [

—

Murber of Copies: IDefauIt vI

5

 Reading Options

Binding:

ILeﬂ: Edge vl

Language:

English =l

Czech -
Danish

Dutch

Estonian 1.
Finnish

French

Help

|

Gertman
Greek
Hebrew v

o |

Cancel

Select the language in the Document Properties dialog box. The Exercise Book is in English.

Note:

If the document to be tagged is written in several languages, it is then possible to indicate the
language for each page or each content block (see section “6.2.8 Specifying a change of language” on
page 42). For our purposes, in the Document Properties indicate the same language as that used for

the document title.
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5.3 Creating the tags root

For a non-tagged document, you need to create a tags root before you can begin tagging. The tags
you create are attached to this root.

To do this, open the options drop-down list (represented by the icon in the <j Tags navigation
panel, and select Create tags root. (see screen action (1/2).

The text “No tags available” is then replaced by “Tags”. This is the tags root in the Tags navigation
panel (see screen action 2/2).

Screen action(1/2) : Screen action (2/2) :

Create Tags Root @ Tags
Add Tags ko Document

Select Create tags root in the Tags navigation The tags root replaces the text “No tags
panel. available” in the Tags navigation panel.
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6 - Manually tagging a page of the document

6.1 Important: Save your changes frequently!

ﬁ Some simple functionalities that are standard in authoring tools do not exist in Adobe Acrobat
Pro 9 (and prior versions). For example, there is no history palette which enables you to undo or redo
actions in the navigation panels.

So, to make sure you do not lose your work, you are advised to regularly save the document (for
example, each time you finish tagging a page and defining its reading order), and to make new
versions of the document for each major change (each time you save the document, save it with a
new name, such as tags-exercise-book-3.pdf).

6.2 Editing the tags

In this section we look at the standard actions which you can carry out on all tags. We will perform
these actions on the cover page of the file untagged-exercise-book.pdf.

Each tag and its characteristics are then presented in section “8 - Identifying the tag type for each
content item” (page 50).

6.2.1 Creating an empty tag

To create an empty tag, open the ‘3 Tags navigation panel.

1. Inthe Tags navigation panel options , select New Tag. (You can also display the options
by right-clicking the tags root).
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Screen actions:

Mew Tag...

Zuk
Paste
Paste Child

Delete Tag

Find Tag from Selection
Create Tag from Selection

Find...

Change Tag to Artifact...
Copy Contents to Clipboard

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

Tag Annotations

Document is Tagged PDF

Highlight Content
Show Metadata, ..

Properties...

Select New Tag... from the options in the Tags navigation panel.

2. Adialog box is displayed for choosing the type of tag. You can choose the required tag type
either by selecting it from the drop-down list or by typing it (make sure you respect the case).

You can also give a name to the tag. The tag title makes it easier to identify the tag in the tags
tree in the navigation panel. This information is not conveyed by screen readers when the
document is consulted but is solely used as a label for the tag.

The list of tag types and their specific uses are presented in section “8 - Identifying the tag
type for each content item” (page 50).
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Screen actions:

NewTag x|
Type: F' j

Title: |

kK I Cancel |

&

In the New Tag dialog box, create a Paragraph type tag (without title).

3. Finally, click OK to confirm. The tag is then created and added to the tag tree.

Screen actions:

-tb-
E@Tags
4 «p:

An empty <P> (Paragraph) tag is now displayed in the tag tree

Note:

When you select a tag in the tag tree, a tag created by the above method will always be added to the
tree just after the selected tag. If no tag is selected, the new tag will be added to the end of the tag
tree.

6.2.2 Associating content with the tag (3 possible methods)

To be useful, each tag must incorporate some content, or other tags which contain content. There are
three methods for associating content with a tag:

- Method n°1: insert content in an existing tag

- Method n°2: create a tag and insert content in a single procedure (in the Tags navigation panel)

- Method n°3: insert content from the TouchUp Reading Order dialog box

Note:

We recommend using the first two tagging methods because they make it easier to control where the
tags are created in the tag tree.
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6.2.2.1 Method n°1: insert content in an existing tag

To add content in an existing tag:

1. Inthe Tags navigation panel, select the tag in the tag tree.

Screen actions:

AcceDe

EXERCISE BOOK
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Select the <P> tag in the tag tree.
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2. Inthe document pane, then select the text you want to tag by highlighting it.

(to select the text you need to activate the ™® select tool by clicking it in the toolbar
or from the menu by clicking Tools > Select & Zoom > Select Tool.)

Screen actions:

Ac_cepe%

EXERCISE BOOK

for tagging a PDF document
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On the cover page, in the document pane, highlight the text “Exercise book for tagging a PDF
document”.
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3. Then in the Tags navigation panel, right-click the previously selected tag and select

Create Tag from Selection.

Screen actions:

= @ Tags

=

Mew Tag...

Cuk
Delete Tag

Find Tag from Seleckion

Create Tag from Selection

Eind...

Edit Class Map. ..
Edit Raole Map...

Tag Annotations

Document is Tagged PDF

Highlight Content

Properties...
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Right-click the empty <P> tag and select Create Tag from Selection.

Note:

In this instance, the term “Create” is somewhat inaccurate as the tag has already been created. This
command really means “Fill the tag with the selection” or “Associate the tag with the selection”.
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4. The content of the selection is then associated with the tag.

= Tags

BRI 1
5 EXERCISE BOOK for tagging a PDF document

Ac_cepe>

EXERCISE BOOK

for tagging a PDF documend

Exercises for tagging PDF documents.
To be used with the AcceDe manuals.

Project coordinated by Atalan.

iIn partnership with:
Air Liguids, AREVA, BNE Paribas, Capgemini, LVMH,
SINCF, Société Générale, SPIE, Thales.

With the cooperation of:
Association des Paralysés de France (APF),
Association Valentin Haliy (AVH), Coopérative Accessibilité Web (Quebec),
Institut Nazareth ef Louls Braille (Quebec),
ParisTech, Télécom PanisTech. .

AcceDe project

Figure 12 : In the tag tree, the <P> tag now contains “Exercise book for tagging a PDF document”
(symbolised by a cardboard box icon).

With this method, you can first create the list of required tags, and then associate them with content

afterwards.

Tip:

You can select a graphic using the TouchUp Object (Tool Tools > Advanced Editing > TouchUp

Object via the menu bar).
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6.2.2.2 Method n°2: create a tag and insert content in a single procedure (in the
Tags navigation panel)

You can also create tags and associate text with them in a single procedure. To do this, you first need
to select the tags root. Secondly, select the text to be tagged in the document pane. Then, from the
options, select Create Tag from Selection.

Screen actions:

_Ac_cepe%,

Mew Tag...
Delete Tag cument

Find Tag from Selection

;f:tf Tag From Selection E x E R C IS E B O O K

for tagging a PDF documen‘d

Edit Class Map...

Edit Role Map. ..
D | Exercises for tagging PDF documents.
Tag Annotations To be used with the AcceDe manuals.

Docurnent is Tagged POF

Highlight Content

Properties. .. 4 o =
Type: -
Title: I
SrrETEE—

Air Liguide, AREVA, BNP Paribas, Capgemini, LVIMH,
SNCF, Socigté Geénérale, SPIE, Thales.

With the cooperation of:
Association des Paralysés de France (APF),
Association Valentin Haliy (AVH), Coopérative AccessibilitéWeb (Quebec),
Instifut Nazareth ef Lowis Braille (Quebec),
ParisTech, Telécom ParisTech. .

AcceDe project

Select the tags root in the tag tree in the Tags navigation panel (1).
Select the text “Exercises for tagging PDF documents. To be used with the AcceDe manuals” (2).

Right-click the tags root to open the options, and then select Create Tag from Selection (3). The New
Tag dialog box is displayed, from which you can create, for example, a “Paragraph” tag (4).
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Screen actions (continued):

¢ EXERCISE BOOK for tagging a POF document
=9 <P
B¢ Exercises for tagging PDF documents, To be used with the ..,

The document now has two <P> tags.

@ Tip:
You can select a graphic using the TouchUp Object (Tool Tools > Advanced Editing > TouchUp
Object via the menu bar).

6.2.2.3 Method n°3: insert content from the TouchUp Reading Order dialog box

To tag content with this method, open the TouchUp Reading Order dialog box.”. The cursor then
changes from an arrow to crosshairs.

In the document pane, use the cursor to select the zone by holding down the left mouse button and
drawing a box that surrounds the desired zone to tag and in the TouchUp Reading Order dialog box
select the appropriate tag (or right-click on the selected area).

Notes:

- The TouchUp Reading Order dialog box only offers a limited choice of tags from all the available
tag types.

- When a tag is created by this method on a tagged document, it is added to the tag tree, but is
sometimes difficult to find because it is not inserted into the selected spot in the tag tree.

” Reminder: this dialog box is described in section 3.3 TouchUp Reading Order” on page 14.
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Screen actions:

TouchUp Reading Order

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

Text Figure

Forrn Field Figure/Caption

Heading 2 Cell

Heading 3 Farrmula

Heading 1 | Table

Background

Table Editar

V¥ Show page content order
¥ Showtable cells

IV Show tables and figures

Clear Page Structure.. | Showe Order Panel |

Help | Close

Open the TouchUp Reading Order dialog box, and then select the logo at the top of the cover page

(1) with the cursor.

AcceDe

LIEXERCISE BOOK

for tagging a PDF document

ises for ftagging PDF documents:
used with the AcceDe manuals.

Project coordinated by Afalan.

In partnership with:
Air Liguics, AREVA, BNP Paribas, Capgemini, LVMH,
SNCF, Sociéfe Générale, SPIE, Thales.

With the cooperation of:
Association des Paralysés de France (APF),
Association Valentin Haty (AVH), Coopérative AccessibilitéWeb (Quebec),
Institut Nazareth ef Louis Braille (Quebec),
ParisTech, Télécom ParisTech..
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In the TouchUp Reading Order dialog box, then click the Figure button (2).

Tags

-

= @ Tags
B <Figures

-4 <P

=9 <P

B¢ XObject: Image w:638 h:115
B¢ EXERCISE BOOK for tagging a PDF document

B¢ Exercises for tagging POF documents. To be used with the ...

The document now has two <P> tags and one <Figure> tag.

When the TouchUp Reading Order dialog box is open, you can also tag content by right-clicking
content you have selected in the document pane. A context menu proposes several Tag as... options.

You can create the same tags as listed in the TouchUp Reading Order dialog box.
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v Show reading order panel

v Show page conkent order

+ Show table cells

E ' Show tables and figures

Run Form Field Recognition

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

Text Figure

Delete Selecked Item Structure

Clear page structure

EX E || Tag as text

Farm Field Figure/Caption

Heading 1 | Tahle

for tagg Taq as-hckground
Taq gk fiqure
Heading 2 Cell
.- m=  Tag as figurefcaption
1lpeu
Heading 3 Formula . Tag as table
Tag as cel
Background Tag as Farm field

Tag as farmula

Tag as heading 1

Tiahle Editar Tag as heading &

Taq as heading 3

Project cooramated by aralan]
¥ Show page content arder
In partnership with:
¥ Show table cells Air Liguide, AREVA, BNP Paribas, Capgemini, LVMH,

: SNCF, Socigté énérale, SPIE, Thales.
IV Show tables and figures

With the cocperation of-
Aszociafion des Paralyses de France (APF),
Clear Page Structure.., | Show Qrder Panel | Associalion Valentin Haiiy (AVH), Coopérative Accessibilité Web (Quebec),
Institut Nazarsth et Lowis Braille (Quebet),
| ParisTech, Télécom ParisTech_ ..

Help | Close
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Figure 13: From the context menu you can select content in the document pane and then, for
example, Tag as text. In this case, the selected content will be tagged in a paragraph. When the
context menu is open, you can use a keyboard shortcut for each proposed action. Press the [X| key to
tag as text (because the x character is underlined).

ﬁ Important note:

Using this method with graphic items, or with text displayed on top of an image, or with a background
colour may lead to problems in the way the different elements overlay each other visually on the page.
Sometimes, tagged text is inversed with the background image and can no longer be read. To correct
these problems, refer to appendix « 9.4 Using the content panel to resolve visual overlay problems »
on page 78.

6.2.3 Finding tagged content

When a document has a great deal of tags, it is sometimes difficult to find which content belongs to
which tag and vice versa. Two features can help to find tags or tagged content.

6.2.3.1 Finding tagged content from the tag tree (highlight the content)

From the tag tree in the Tags navigation panel, select the Highlight Content option. When you select
a tag in the navigation panel, the corresponding content is shown surrounded with a blue frame in the
document pane.
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Note:

This option is automatically disabled when you close Acrobat. You are advised to systematically
activate this option each time you open or re-open a document.

Mew Tag...
20 oo
Paste
.
E Paste Child
Delete Tag
5
o .

Find Tag from Selection

Create Tag from Selection
&£

Find. ..

Change Tag ko Artifact. ..
Copy Contents to Clipboard
Edit Class Map. ..

Edit Raole Map. ..

Tag Annokations

Dacument is Tagged PDF

Highlight Content
Show Metadata, ..

Properties. .

EI@ Tags
G <Figure:»
1 <>
= 9 255

= Tses fortagging PDF documents. To be used with the ...

AcceDe,

EXERCISE BOOK

for tagging a PDF document

Exercises For!aggr:g POF documents.
To be wsed with the AcceDe manuals.

3
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Figure 15: with the Highlight Content option selected, when you select a tag in the tag tree, a blue
frame indicates the corresponding content in the document pane.
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6.2.3.2 Finding tagged content from the document pane

Alternatively, it is possible to find the tag which corresponds to specific content in the document pane.
To do this, highlight the required text with the cursor. Then, in the Tags navigation panel options,
select Find tag from selection. The tag which corresponds to the selection is then opened and
highlighted.

New Tag...

AcceDe.,

Cut

Paste
Paste Child

curmnents, To be used with the ..,

Delete Tag

EXERCISE BOOK

for tagging a PDF document

g 1] i
To be Ui cele manuals.

Find Tag from Selection

Create Tag from Selection

Fird...

Change Tag to Artifact. .,

Copy Contents to Clipboard

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

Tag Annotations

Document is Tagged POF

Highlight Content Project coordinated by Atalan.

Show Metadata. ..

In partnership with:
Air Liguide, AREVA, BNP Paribas, Capgemini, LVMH,
BNCF, Société Générale, SPIE, Thales.

Properties. ..

With the cooperation of:
Association des Paralysés de France (APF),
Association Valentin Haiiy (AVH), Coopérafive A ibilité Wb [Quebec),

Institut Nazareth et Lowis Braille (Quebec),
ParisTech, Télécom ParisTech_
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Figure 16: Find tag from selection option to highlight
the tag corresponding to a selection in the navigation panel.

6.2.4 Changing the tag type

If you need to correct an error or edit a PDF which is already tagged, you may often need to change
the tag type (for example, change a Paragraph tag to a Heading tag). To do this, select the
required tag, and then in the Tags navigation panel, select Properties.

To change the tag type in the Properties dialog box, select the Tag tab, and then select the required
type in the Type drop-down list.
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Screen actions:

_AcceD_e%

EXERCISE BOOK

for tagging a PDF document

Delete Tag

Find Tag from Selection

Create Tag from Selection
Exercises for tagging PDF documents.
To be used with the AcceDe manuals

Find...

Copy Contents ko Clipboard

Edit Class Map...

Edit Role Map. ..

Tag Annotations

Document is Tagged PDF

v Highlight Content

Project coordinated by Atalan.

I Properties...

In parinership with:
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Right-click the <P> tag containing “Exercise book for tagging a PDF document” and then select
Properties.

TouchUp Properties B |
.Conten' Tag ”Text | Colar |
Type: |Paragraph j
Form =
Title:

Formula

Actual Text:

Heading Lewel 2
Heading Lewvel 3
Alternate Text: [Heading Lewel 4
Heading Lewel 3
Heading Lewel 6
Index hd

ID:

Language: I j

Edit Tag... | Edit Attribute Objects.., Edit Attribute Classes.., |

Close |

On the Tag tab, change the tag type by selecting “Heading Level 1”in the list of tag types.
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Screen actions (continued) :

The tag containing “Exercise book for tagging a PDF document” is now a Heading Level 1
(<H1>).

It is also possible to change the tag type directly in the tag tree in the Tags navigation panel by
replacing the abbreviated name of the tag with the abbreviated name of the new tag. To do this, select
the tag you want to edit, then click the tag again (or press on the keyboard), and type the new
name.

Screen actions:

= @ Tags B @ Tags
B <Figure> ! 1 B <Figure>

= [<ALz] f ' =8

¥ EXERCISE BOOK for tagging a PDF document i ® ERCISE BOOK for tagging a PDF document
1 <p> q «p=

Change of the <H1> tag to <H>.

R Important note:

There is no warning when you mistype an entry using this method. Make sure you use this shortcut
carefully. Any tag which is wrongly spelt will be considered as a simple paragraph. If you write <T1>
instead of <H1> for example, the text will not be considered as a heading. The abbreviated name is
also case sensitive, so you should write <H1> rather than <h1>.
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6.2.5 Moving a tag

You can move tags in the tag tree in the Tags navigation panel. To move a tag (the item between <
and >) in the tag tree, drag it with the mouse. To place a tag exactly where you want it is quite tricky
but you can use the visual indicators to drop the tag in the precise position required.

Step actions (1/4) : Step actions (2/4) :

Drag the <Figure> tag onto the icon of the Drag the <Figure> tag onto the title <P> of the
collapsed <P> tag. The Figure tag will be collapsed tag. The Figure tag will be placed
placed after the <P> tag. within the <P> tag.

Step actions (3/4) : Step actions (4/4) :

¥ EXERCISE BOOK for tagging a PDF document
=9 «p>

¥ Exercises fortagging PDF documents, To be used with the ... ,; ¥ Exercises for tagging PDF documents, To be used with the ..,

Drag the <Figure> tag onto the title <H> of Drag the <Figure> tag onto the icon of the
the collapsed tag. The Figure tag is placed collapsed <H> tag. The Figure tag is placed after
within the <H> tag. the <H> tag.

When tagging a document, you will need to move many tags, usually to sort them according to the
reading order you want to give to screen readers.
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6.2.6 Moving tagged content

You can also move the content of a tag to another tag. To do this, drag the content (symbolized by a
box ?‘.'!') in the tag tree to the required tag.

Screen actions:

BN ags
&l <H»
g EXERCISE BOOK for tagging a POF document

<j <Figure» ®
£ 9 <P
= | Exercises fortagging PDF documents, To be used with the

Drag the content of a paragraph to place it in the <H> tag following “Exercise book for tagging a PDF
document”. The <P> tag is then empty and can be deleted.

6.2.7 Providing alternate text

It is possible to provide alternate text to all the tags created in the document®. The alternate text is the
text read by the screen reader instead of the text actually contained in the tag.

To provide an alternate text, fill in the Alternate text field in the Tag tab of the TouchUp Properties
dialog box (right-click on the tag, and then select Properties).

® The tags for the table heading cells <TH> are the only tags which must not have alternate text because they are not read by
screen readers. See the note of the section « 8.8.1 Tagging rows, cells and headers ».
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Screen actions:

TouchUp Properties |

'Content Tag |Te><‘t |Co|nr |

Type: |Figure |
Title: |
Actual Text: |
AcceDe,

accessibility of PDF Docurments,
Alternate Text:

o |

Language: I j

Edit Tag... | Edit Attribute Objects,.. Edit Attribute Classes.., |

Claose

Right-click the tag, open the tag properties of the <Figure> tag and add alternate text with the
information present in the image “AcceDe, accessibility of documents in PDF format”

& Important note:

It is essential to provide alternate text to all the images (<Figure> tags) which convey information
in the document.

@ Tips:
- ltis a good idea to end the alternate text with a strong punctuation mark (full stop, colon...) so that
voice synthesisers pause for short time and therefore help comprehension.

- Alternate text is not limited to a specific number of characters.

- Alternate text can also be given to a tag containing text. This makes it possible to re-write content
which cannot be correctly read by a screen reader, such as a title which straddles two pages (see
“12.1.1 Lines that straddle two pages” on page 91) or text which cannot be understood
independently of its position or its colour on the page (such as the number “4” referring to a page
number which could have as alternate text “page 4”).
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6.2.8 Specifying a change of language

In the TouchUp Properties dialog box for a tag, it is possible to indicate the language of the content
of a tag if this is different from the main document language (if an image or text, for example, is in
French in an English document).

£l
Content Tag |Te>d: |Co|u:-r |
Type: IFigure j
Title: |
Actual Text: I
Alternate Text:
I
Language: j
Brazilian -
Chinese
Bdit Tag.. | Danish
Dutch
English
English LK £
English U3
| = il

Figure 17: Language property in the TouchUp Properties dialog box.

6.2.9 Deleting a tag

To delete a tag in the tag tree, you need to select it and then select Delete Tag in the Tags navigation

panel (you can also use the key on Windows or the key on a Mac.

When a tag is deleted the content remains visible on the page, but is no longer associated with a tag
and therefore is not read by screen readers.

During the final stage of the automatic full accessibility check on the document (section “11.1 Using
the Acrobat accessibility check”, a non-tagged content will be considered as potentially having been
forgotten. To explicitly indicate that a content must not be read by screen readers, you need to
transform it into an artifact (see the following section).

ﬂ Important note:

When you delete a tag in the tag tree, it is not possible to undo the action: you need to recreate the
tag and associate content with it again. In general, in the Order and Tags navigation panels, Adobe
Acrobat does not manage the history of past actions allowing you to undo the previous action.
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6.2.10 Marking content as an artifact (2 possible methods)

A content labelled as an artifact is an item which is not to be read by screen readers. Two methods let
you identify content as an artifact.

- Method n°1: using the TouchUp Reading Order dialog box ;

- Method n°2: using the Tags navigation panel for content which is already tagged.
6.2.10.1 Method n°1: using the TouchUp Reading Order dialog box
Open the TouchUp Reading Order dialog box, and then select in the document pane the items you

want to label as artifact. Select Background in the TouchUp Reading Order dialog box (or right-click
the selection and select Tag as background.

Screen actions:

Drawe a rectangle around the content
then click one of the buttans below:
=9 Tags Text | Figure |
#7 <Figure»
B <H» Farm Field | Figure/Caption |
A RECES
Heading 1 | Table |
e EEXERCISE BOOK
for tagging a PDF document
Heading 3 | Formula |
s for lagging documents,
2 Background | 1 |be used with the AcceDe manuals.
‘ Tiahle Editor | ‘
IV Show page content arder ||
IV Showr table cells u
Project cocrdinated by Atafan.
[¥ Show tables and figures .
in partnership with:
Alr Liquicie, AREVA, BNP Paribas, Gapgemini, LVMH,
Clear Page Structure... | Show Order Panel | QG Saciei Gonémls, SPIE, Thales.
With the cooperation of:
Help | Close | Associafion des Paralysés de France (APF),
Valentin Hatiy (AVH), Coopérative Accessibilité Web (Quebec),
Instifut Nazareth ef Lowis Braills (Quebec),
ParisTech, Telécom ParisTech....
1 Mc=Diz prject

Select the text “AcceDe Project” in the footer on the cover page (1), and then in the TouchUp
Reading Order dialog box, select Background.

“AcceDe Project”, which is already present on the cover page with the logo, will not be read by screen
readers.

Note:

Content placed in artifacts is not shown in the tag tree.

AcceDe project — www.accede.info/en/ Page 43
Making PDF documents accessible
. with Adobe Acrobat Pro
Directed by Atalan — accede@atalan.fr January 2011




ﬁ? Tip:
With this first method, it is possible to create in a single procedure all the artifacts on a page. To do

this, |Shift}-click the required items one by one. To remove items from the selection, -click the
items.

6.2.10.2 Method n°2: using the Tags navigation panel for content which is
already tagged

It is also possible to tag as artifact all content which has already been tagged. This is often required for
documents which have been automatically tagged and then require manual editing.

To do this, right-click the content to label as an artifact in the tag tree, and then select Change Tag to

Artifact....Alternatively, you can select the content to tag as an artifact and then select this option in
the Tags navigation panel options

Note:

To change a tag to artifact, you need to select the content of a tag and not the tag itself.

OBBADOPD T nO Re®[Ex G Pl -

=} @ Tags
O <Figure>
B <H»
=9 «ps

= Exercises fartanaina POF dacuments. Trhe used with the .

AcceDe.,

IR T o o

EXERCISE BOOK

for tagging a PDF document

Cut

Delete Tag

Exercises for fagging PDF documents.
To be used with the AcceDe manuals.

Find Tag from Selection

Create Tag from Selection

Find...

Change Tag to Artifact. ..

Copy Cantents to Clipboard

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

Project coordinated by Afalan.

Tag Annotations

In parfnership with:
Air Liguice, AREVA, BNP Paribas, Capgemini, LVMH,
SNCFE Sociéte Générale, SPIE, Thales.

Document is Tagged PDF

v Highlight Content

Propetties. ..

With the cooperation of
Association des Paralysés de France (APF),
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ParisTech, Télécom PanisTech. ..
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Figure 18: in this screenshot, the text “Exercises for tagging PDF documents...” is converted to an
artifact by selecting the content in the tag tree.
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6.3 Screen actions: tagging the cover page of the exercise
book

To put into practice the different procedures explained above, you can now proceed with tagging the
cover page.

When you have finished, you should have the following tags:

- A <Figure> tag with alternate text for the AcceDe logo;
- AHeadingtag <H> for the text “Exercise book for tagging a PDF document”;

- A Paragraph tag <P> for the text “Exercises for tagging PDF documents. To be used with the
AcceDe manuals”;

- A Paragraph tag <P> for the text “Project coordinated by Atalan”;
- A Paragraph tag <P> for the text “In partnership with...”;
- A Paragraph tag <P> for the text “With the cooperation of...”;

- “AcceDe Project” in the page footer is to be marked as an artifact.

You can check the tagging created in this way by comparing it with the tagged-exercise-book.pdf.
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7 - Defining the reading order

When you have tagged the page content, it is important, before going on to the next page, to check
and correct, if necessary, the reading order followed by screen readers.

7.1 Why you should not use the Order panel

The Order navigation panel in Acrobat Pro is designed for checking and correcting the reading order
of tagged content on a page. However, in Acrobat Pro 9 (and previous versions), this tool is very
difficult to use as it manages both the reading order of content and the order objects visually overlay
each other on the page.

The main disadvantages of this double functionality are the following:

- When you change the reading order of content from the Order panel, the tags in the Tags panel
are automatically moved. It sometimes happens that they are inadvertently moved inside other
tags, when you don’t want to move them there.

- When you change the reading order from the Order panel, the order objects are overlaid on the
page is also changed. Sometimes when you edit content in the Order panel, an object which
should be in front of another ends up behind it, and therefore adversely affects the layout. You
then need to manually correct it.

- & The numbering used on the Order navigation panel does not correspond to the reading
order but to the order the different content layers on the page overlay each other. So, when you
want to check the reading order of content by a screen reader, the displayed numbering may be
inaccurate.

- The content blocks you need to sort may incorporate several tags. It is therefore sometimes
impossible in this panel to manage the reading order of two tags which are next to each other.

- tagged-exercise-book pdf
EHY Page 1
%7 [1] Exercises for tagging PDF documents. Ta be used with th
%7 [2] Project coordinated by Atalan.
7 [3] Image w638 hills

%5 [4] EXERCISE BOOK for tagging a PDF docurnent EXERCISE BOOK

3 page? .
3 pge for tagging a PDF document

[+

# [ Paged 7ses for lagging PDF documents.
B[Y Pages | 1 lpe used with the AcceDe manusls.
3 Pages

3 Page7

cessibility of POF ..

E gure - A-E:

B[Y Page #

Project coordinated by Alaian

In partnership with:
Air Liguice, AREVA, BNP Paribas, Capgemini, LVMH,
SNCF, Sociétz Générale, SPIE, Thales.

With the cooperation of:
Association des Paralysés de France (APF),
Association Valentin Haiy (AVH), Coopérative AccessibilitéWeb (Quebec),
Institut Nazareth ef Lous Braille (Quebec),

ParisTech, Télécom ParisTech. .
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Figure 19: When the Order panel is displayed, numbers identify the order different content is visually
superimposed on the page. In this example, it is not possible to manage the reading order of the three
paragraphs at the bottom of the page because they belong to a single block (block 2).
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& As aresult of the difficulties associated with the Order panel, we do not recommend you
use it to define the reading order of content.

In this section we follow a method based on solely on the Tags panel.

7.2 Defining the reading order from the Tags panel

7.2.1 Analysing the content and defining the reading order

Before you define the reading order, you need to analyse the different content and define the logical
reading order. For example:

- Aheading, even if it is placed in the middle or at the bottom of the page, must be read before the
content associated with it.

- Inalong quote, even if the name of the speaker appears afterwards in the text, it is preferable to
read it first so that users of screen readers know who is talking.

- In a page with an inset, it is better that it is not read between two paragraphs of the same subject.
The inset can be read at the start or the end of the page, so that the reading of the main content of
the page is not interrupted.

- eftc.

When you have finished this analysis, change the reading order of content if required.

7.2.2 Arranging the tags in a logical reading order

The reading order of a page by a screen reader corresponds to the sequence in which the tags are
ordered in the tag tree.

To change the reading order of items on a page, you just need to move the tags in the tag tree on the
Tags navigation panel. Tags are read from top to bottom in the tags tree.
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Screen actions

B @ Tags

244 Elo <Figure>
" ¥ XObject: Image w638 hill5
E B4 <H>

¥ EXERCISE BOOK for tagging a PDF document
5 E-4] <P
= % Exercises for tagging PDF documents. To be used with the ...
& -9 <P

¢ Project coordinated by Atalan.

E-9] <P
54 In partnership with: &ir Liquide, &REVA, EMP Paribas, Capgemini, L.

5§ With the cooperation of: Association des Paralysés de France (&PF), ..

If you want the logo to be read first, and then the title and the subtitle, and finally the text block at the
bottom of the page, the tags which correspond to this content must be placed in this order.

Move the tags in order to obtain the following order: <Figure>, <H>, <P> (corresponding to the
subtitle under the title), and then the last three <P> tags (corresponding to the text block at the bottom
of the page.

@Tip:

Since tags are added one after the other when you create them, you are advised to create the tags in
the order you want the content to be. This will minimize the amount of manual re-arranging you need
to do afterwards.

7.2.3 Regrouping tags under “parts”

When all the tags on a page of a document are created and assigned to content, we recommend that
you place them in a single tag which encloses all of them (while preserving the order). To do this, you
can use the <Part> tag.

A part may contain the tags of one or more pages. We recommend that you define the parts according
to the main divisions of the document. These tags will then be used to automatically generate a
contents summary of the PDF (see section “10.1 Generating bookmarks (if ” on page 80).
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Screen actions:

= Tags B Tags

@ <Fiqure> =<7 <Figures |
BT oH> B4 aH> {7 <Figure>
1 <r ¥ =p= B <H>
B Py =9 zps =9 <ps
B <P & 9 pr =4 <P
St 9 s q <>

< [4Part Cover @ <Part> Cover 0 >

Create a Part tag, with the title “Cover”

Select all the tags for the cover page (-click from the first tag to the last tag) and then drag these
tags to the new Part tag.

Note:

When the content of a document requires it, you can insert several parts nested within the same part.
This makes it possible to produce a detailed summary of the document and easily generate the
document bookmarks (“10.1 Generating bookmarks (if required)” on page 80).

See the tagging exercise book to see a preview of the final tag tree with the different parts.

When you have defined the reading order of a page, you can start tagging the following page,
and continue in this way, until you reach the end of the document.

In the next section, we look at the different types of tags which can be used on each page.
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8 - Identifying the tag type for each content item

8.1 Introduction

In this section we look at all the different types of tags which you can use in a document.

Note:

This document does not consider PDF forms. We will consider the specific nature of PDF forms in a
subsequent update.

Before beginning to tag a page, you need to be aware of the different tag types that exist, analyse the
content which is appropriate for each tag type, and then, for each item of content, assign the tag which
describes it best. When you have done this analysis for each content item on the page, you just need
to go through the steps to associate the tag with each content item.

8.2 Document title

Properties of the document heading tag:

Type: Heading
Tag name: <H>
Tag icon: ¢

The Heading tag is used for the document title. Normally, this is the title shown on the cover, or first
page, of the document.

This tag must only be used once in a PDF document.

Screen actions:

A title is shown on the cover page (page 1), of the exercise book for tagging (tagged-exercise-
book.pdf)

8.3 Section headings

Properties of the section heading tags:

Types: Heading Level 1to Heading Level 6

Tag names: <H1> to <H6>

Tag icon: L 4
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The section headings make it possible to define the hierarchy of headings and sub-headings in the
document.

The first headings must be level 1 headings (<H1>), the child headings underneath them (<H2>), and
so on, up to a maximum of level 6 (<H6>), if necessary.

Screen actions:

H1 THE ACCEDE PROJECT | Artifact Artifact | THE ACCEDE PROJECT

The AcceDe project: Why ?

tagging documents.
HSA solution which ik

Exampies of PDF documents

g . > Butstod ot 3 Coart
is not widely known The objective of the AcceDe

With recent advances lo the project is therefore to offer high- * Company reference documents 50%

PDF format and changes There is no good quality  quality insiruction manuals and (company reports, employee Trdam

to accessibility guidelines,
It is now possible to make
published PDF documents

documentation which explains
how to tag PDF documents,
and the required procedures for

also to heighten the awareness
of communication professionals.

reports...).
* Intemal magazines.
* Catalogues and brochures for the

Ur&
w2

accessible. H2 general public.
) * Administrative documents and
Report of the Quebec government services forms.
3 Slockauon

H 3 T2gged PDFs

You can carmy out a number of
procedures in PDF documents
to make them more accessible

These procedures are referred
1o as tagging

An accessible PDF is known as

a "tagged PDF”

Brafle i/ used forreacing  Brale whais
cbplayecion e scen. 3 PG 00 c3pR0n

H3Dpevelopment
of new guidelines

H3 improvements
1o assistive technologies

Screen readers used by blind
or partially sighted people
have features for reading and
navigating in tagged PDFs.

In December 2008, a new
version of the Web Content
Accessibility Guidelines
(WCAG 2.0) was published
If the international guidelines
are followed, a PDF file can be
made accessible

‘
¥ Making POFs accessible entails
foilowting procedures which may or may not be welldocumented and
requires a considerable amount of experimentation..

In Quebec in March 2009, there were few people with the required
expertise fo produce an accessible PDF document... 11

kPR HTML (French]

H2

Process for designing manuals

3 Numoares iat
1. Obtain a representative sample of the different types of published
documents:

* Asample of between 10 and 20 documents which represent the
differsnt types of company documents.

+ Documents created by partner companies.

2 Knowledge transfer
+ Training communication agencies in tagging.
* Communication agencies tag their documents.

3. Agencies use the manuals lo carry out the lagging.
4 Manuals are updated following the feedback of users.
5. Call for comments restricted to a proofreading committee.

AcceDe project -3 Accele project -5

As an example, the hierarchy of headings suggested for the topic “The AcceDe project”, on pages 3 to
5 of the exercise book (tagged-exercise-book.pdf), is the following:

H1: The AcceDe project
H2: The AcceDe project: Why?
H3: Tagged PDFs
H3: Improvements to assistive technologies
H3: Development of new guidelines
H3: A solution which is not widely known
H2: Report of the Quebec government services
H2: Examples of PDF documents
H2: Process for designed manuals

Even though the level 1 heading “The AcceDe project” is repeated at the beginning of each page, only
the first occurrence is tagged as a level 1 heading in order to maintain a consistent hierarchy of
headings. For users of screen readers, these three pages belong to the same level 1 heading “The
AcceDe Project”. The following occurrences on pages 4 and 5 are defined as artifacts.

Note:

You can also tag an image as a heading. To do this, tag the image with a <Figure> tag with the
appropriate alternate text for the image. The <Figure> tag is then inserted as a child of the heading
tag.
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8.4 Paragraphs

Type:
Tag name:

Tag icon:

Paragraph

<P>

1

All standard text that is not a heading and that cannot be tagged with other tags is identified as a

paragraph.

The maijority of text in a document is tagged with this element. Introductory paragraphs, abstracts, or
text that is highlighted graphically (except quotations) do not have specific tags, and must be tagged

as paragraphs.

8.5 Images and captions

Type:
Tag name:

Tag icon:

Figure
<Figure>

14

The Figure tag is used to identify images which convey information.

& Important note:

Only images which require alternate text need tagging. All images which are purely decorative should

be defined as artifacts.

Type:
Tag name:

Tag icon:

Caption
<Caption>

24

@Tip:

You can tag an image and the corresponding caption in a single procedure—from the TouchUp
Reading Order dialog box. To do so, you need to select the image and the caption in the document
pane, and then click Figure/Caption in the TouchUp Reading Order dialog box.
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Screen actions:

= THE ACCEDE PROJECT
Dirawy a rectangle around the content T
then click one of the buttons below: ﬂ: Why ?
Text | Figure |
to the
7 : : nges
Faorm Field | Figure/Caption E
2 i 2 lines,
Eesdina | i | b
ments
Heading 2 | Cell |
Heading 3 | Farmula |
Background | =
poer of Braiie ferminal Lesed for reading in Braile wht 12
m_ents displsyed on fhe screen. 1 Figure and caption
Esible. i
Table Editor | pct . w
W 3s
v Show page content order Mm
o u of new guidelines
¥ Show table cells .
In December 2008, a new
Iv Show tables and figures || ies version of the Web Content
Accessibility Guidelines
blind (WCAG 2.0) was published.
Clear Page Structure... | Showe Order Panel | eople If the intemational guidelines
g and are followed, a PDF file can be
s, made accessible.
Help Close

- T

On page 3 of the exercise book (tagged-exercise-book.pdf), the photo and corresponding caption can
be tagged in a single procedure by using the TouchUp Reading Order dialog box.

Select the image and the caption (1), and then click the Figure/Caption button (2).

AcceDe project — www.accede.info/en/ Page 53
Making PDF documents accessible
. with Adobe Acrobat Pro
Directed by Atalan — accede@atalan.fr January 2011




Screen actions (continued):

O <Part: Cowver
B <HL»

B <H2»

1 «p>

B <H3»

1 «p-

9 P>
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1 «p=
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to accessibility guidelines,
it is now possible to make
published PDF documents

accessible.

Figure - Illusti V

% Path¥Object: Image w513 h:701 Path
B <Captions
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gged PDFs
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1 «p>
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pcedures in PDF documents

to make them more accessible.

/ r
terming used for resding in Braille
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These procedures are referred
to as tagging.

An accessible PDF is known as
a “tagged PDF".

@ Improvements
assistive technologies

. Development
= New quidelines

reen readers used by blind
partially sighted people

have features for reading and

navigating in tagged PDFs.

December 2008, a new
sion of the Web Content
Accessibility Guidelines
(WCAG 2.0) was published.
If the international guidelines
are followed, a PDF file can be
made accessible.

AcceDe project - 3

A <Figure> tag is created, containing the image and a child <Caption> tag containing the caption.

@Tip:

When a Figure tag contains a text-type content item (such as a caption), this is not replaced by the

alternate text of the image (this is the only tag which operates in this way). So, screen readers will
read the alternate text of the image and then the caption.
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8.6 Lists and list items

Tag types: List, List item
Tag names: <L>, <LI>
Tag icons: &

List tags are nested, with each list item contained in a separate <L 1> tag. The <L 1> tags of a single

list are then regrouped as children of a <L> tag.

You can choose not to include the bullet point of a list in the tag. by placing it in an artifact. However,
when the list is a numbered list, it is essential that the number be present in the <L 1> tags.

Screen actions:

B <Blockfuate>
9 <p>
B <H2>

B4 <>
EO Eaiiss

B - Company reference docurments (company reports

B ol

B¢ « Internal magazines.

E|<;3 <LI»
B

= = Administrative documents and forms.

¥ - Catalogues and brachures for the general public...,

B4 <L Chart
B <H2>

EO 4L>
B oLl»
E|<;3 <LI»

B¢ 2 Knowledge transfer;
5 EE
B <Ll>
G <LI»

O <LIx

O <LI»

4 oLl»

</ <Part> Tables

(j <Part> Specific cases

THE ACCEDE PROJECT
Examples of PDF documents
< Bulisted et % cnart
* Company reference documents 50 %
(company reports, employee osls
reports...)
* Infemal magazines.
» Catalogues and brochures for the
general public. 1%
= Administrative documents and g,ﬁ“*:
forms.

Process for designing manuals

% Numbersd list
1.0bfain a representative sample of the different types of published
documents:

= A sample of between 10 and 20 documents which represent the
different types of company documents

* Documents created by partner companies

2._Knowledge transfer:
= Training communication agencies in tagging..
* Communication agencies tag their documents |

3. Agencies use the manuals to camy out the tagging.
4.Manuals are updated following the feedback of users.
5_Call for comments restricted to a proofreading committee
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Examples of lists and child lists are shown on page 5 of the tagging exercise book (tagged-exercise-

book.pdf).

You create a list line by line. When you have tagged all the <L 1> lines in a list, you can then regroup

them in a <L> tag.
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Note:

The tags List item body (<LBody>) and Label (<Lbl>), are also sometimes present, for example, in
PDF documents exported from Word. With these tags you can specify the label and article body (for
example, the bullet and the text, or the identifier and the text). If they are present, they can be kept,
but there is no point in adding them manually.

& <L> Chart
Bl <:5 %LI= + Crnart
B¢ Lstdata

S
&

o 6% VM %
I dsfz
B <L 36 %

oz

B¢ 3rd data
W 14%

Figure 20: when data in a chart is displayed as text that can be selected, the chart data can be
structured in one or several lists. This is the case with the pie chart on page 5 of the tagging exercise
book.

& Important note:

In order to improve the readability of documents on mobile devices or to magnify the text of a PDF
document, Adobe Reader includes the “Reflow” functionality which presents the document in a single
column taking up the entire width of the screen.

For items such as visually complex graphics with a non-linear display, reflow may be unsatisfactory.

You need to check the reflow of the tagged document (see “9 - Checking the content reflow” on
page 72).

8.7 Contents

Tag types: Table of Contents,
Table of Contents ltem

Tag names: <TOC>, <TOCI>

Tag icons: L

The Table of Contents tags have a similar structure to lists and are created in the same way.
These tags are used for the contents of the document.
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Screen actions:

CONTENTS
EHE Tags
F 4Parts Cover The AcceDe Project...............Page 3
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el Specific cases| .Page 8

B <ToC>
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5 Page 3
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B! <TOCT>
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fr
< «Part> Tables

@ <Part> Specific cases

2- AcceDe project

There is a table of contents on page 2 of the tagging exercise book (tagged-exercise-book.pdf).

Each line of the table of contents is contained in a <TOCI> tag.
All the <TOCI> tags are regrouped as children of a <TOC> tag.

You tag a table of contents line by line. When you have tagged all the <TOCI> lines, you need to nest
them in a <TOC> tag.

8.8 Tables

Introduction:

A table is made up of rows containing data cells or header cells. The concept of a column does not
exist in tagging: a column is made up of cells located in the same vertical position in the different table
rows.

8.8.1 Tagging rows, cells and headers

Tag types: Table,
Table Row,
Table Header Cell,
Table Data Cell

Tag names: <Table>, <TR>, <TH>, <TD>

Tag icons: = B B =
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When a data table is designed using the table creation functionalities in the authoring software, you
can tag it very quickly®. You just need to open the TouchUp Reading Order dialog box, select the
complete table in the document pane and then click on Table.

The complete structure of the table is then created in the Tags navigation panel. Each cell is
contained in a <TD> (Table Data) tag or <TH> (Table Header) tag. The cells are contained in rows in

<TR> (Table Row) tags, which are themselves children of a <Table>" tag.

The more the table resembles a “standard” table, the more effective this method of tagging will be.

If this method does not work (the <TR> and <TD> tags are not created), it is then necessary to tag the
table cell by cell by creating the tags one by one and by associating the required content with each

one.

Screen actions:

Dirawe 3 rectangle around the content:
then click one of the buttons below:

Text | Figure |

Farrn Field |

Heading 1 | Table |

Heading 2 | Cell

Figure/Caption |

Heading 2 |

Formula |
Background |

Tabile Editor |

¥ Show page content arder
IV Show table cells

¥ Showtables and figures

Temperatures in North America

3 Himpls fabie

Examples of

 Text on twa pages

Chicage

Los Angelez 18 |

\fam

\iontrea 12.6

Gusbec 134

Clear Page Structure... | Showr Order Panel |

Help | Close |

6 - AccaDe project

To tag the table shown on page 6 of the exercise book, open the TouchUp Reading Order dialog
box, select the complete table in the document pane (see 1 in the screenshot), and then select Table
(see 2 in the screenshot).

The complete table structure is then created.

°Itis very important to respect a certain number of rules when creating a document in the authoring software, so that it is
subsequently easier to make the PDF document accessible. You will find more information in the document “Making PDF
documents accessible: guidelines for the DTP creation phase” available at www.accede.info/en/manuals.

"% Acrobat systematically creates tables in a <Sect> tag which can be deleted; as it is of no value to users of screen readers.
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http://www.accede.info/en/manuals

Screen actions (continued):
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The row headers (“Chicago”, “Los Angeles”...) have been identified in simple <TD> cells. You need to
change these to <TH> cells. You need to do the same thing for the column headings “Minimum
average temperature”, “Average temperature”, etc.

On the other hand, the first cell is empty and is therefore not a heading. The <TH> tag should be
changed to a <TD> tag.

At this stage (or when you modify an automatically tagged PDF), three different problems can arise
that can be resolved as follows:

- ltis possible that certain headers are not correctly identified and are tagged as simple data cells. If
this is the case, rename the <TD> cells as <TH> cells (or vice versa if the cells are mistakenly
identified as headers).

- Occasionally, some data may not be enclosed in the table tag. If this is the case, add the data to
existing cells or in new cells by using the methods shown in the section “6.2.2 Associating content
with the tag (3 possible methods)” on page 26.

- Finally, you may find that some cells are not correctly tagged, with several different cells
sometimes regrouped in a single <TD> or <TH> tag. If this happens, delete the corresponding tags
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and re-create them. Then insert each content in the required tag by using the methods explained
in the section “6.2.2 Associating content with the tag (3 possible methods)” on page 26.

@ Tip:
It is sometimes a good idea to select just the most regular part of a table and then manually add the
tags for the irregular rows or columns that are excluded from this selection.

Note:

The <TH> tag is the only tag to which you cannot add alternate text because it will not be read by
screen readers. If you wish, for example, to provide an alternate text “Other documents” to the
“Others” header in the table, you need to nest a tag (for example a <P> tag) as a child of the <TH> tag,
that contains the “Others” text. You can then enter the alternate text in the <P> tag.

8.8.2 Link the headers with their corresponding cells (2 possible methods)

The next job is to link each header to the cells which are associated with it. To do this, first open the
Table Editor from the TouchUp Reading Order dialog box.

Screen actions:

Drraw a rectangle around the content TABLES
then click one of the buttons belowr: E | f
Text | Figure = Text on two pages
Faorim Field | Figure/Caption
Heading 1 | Tahle Temperatures in North America
% 2imple table
Heading 2 | Cell 1
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Table Editar /
wiami
uantrEat / 8 200 20.2
¥ Show page content order
Quetec 13.4 10.2 25
[V Show table cells / \

¥ Show tables and figures .

Clear Page Structure,., | Showe Order Panel |

| Close |

_ &- AcceDe project
B <70
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On page 6 of the exercise book, open the TouchUp Reading Order dialog box, and then select the
tagged table by clicking on the number displayed in the document pane (see action n°1 in the

screenshot)

Open the Table Editor (see action n°2 in the screenshot).

AcceDe project — www.accede.info/en/ Page 60
Making PDF documents accessible

. with Adobe Acrobat Pro
Directed by Atalan — accede@atalan.fr January 2011



Screen actions (continued):
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A grid of red lines representing each cell is then shown on the table.

Note:

It is possible to display the type of cells (<TD> or <TH>) directly in the red grid displayed by the Table
Editor. To do this, open the Table Editor Options (accessed by right-clicking on the red grid), and
then select the option Show cell type (TH or TD).

TABLES

Examples of

< Taxt an two pagss

Temperatures in North America

< Simple table
I
i = |
mH! | | il | |
B robic covoroptions E
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— [ olor DOptions
E Border calar

Header cell calor

|
=]
=
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Selection color

[ Gog o § |
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|EIREIRE]

i~ Label Cption
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oK I Cancel |

6- Act
4

Figure 21: display the cell types in the Table Editor
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8.8.2.1 Method n°1 for “basic” data tables (row and column data)

A data table is “basic” when it has only column headers or row headers. Each table header covers the
complete length of one or more rows or the complete length of one or more columns.

With the Table Editor activated, open the Table Cell Properties dialog box, by right-clicking on the
red grid.

In this dialog box you can define the scope of basic table headers. Headers which are linked to cells in
the same line are row headers; headers which are linked to cells in the same column are column
headers.

Screen actions:

TABLES

Examples of

< Taxt on twa pages
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6 - AcceDe project

For the table on page 6, “Chicago”, “Los Angeles”, and “Miami”, ... are row headers.

Select these header cells ( + click to select multiple cells) and then open the Table Cell
Properties dialog box.
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Screen actions (continued):

Table Cell Propetties J |
 Type
% Header Cell Scope: INDne j
 Data Cell 5

- Aftributes

Rawy Span: Il

Column Span: Il

m: |

Associated Header Cell IDs:

o &

~Warning

A Conflicting walues for the selected cells

Ok I Cancel

For these headers, select Row in the Scope drop-down list.

Then carry out the same procedure with the headers which apply to columns, in other words “July”

(header of three columns), and the headers “Minimum average temperature”, “Average temperature”,
and “Maximum average temperature” (each one is a column header).

8.8.2.2 Method n°2 for “complex” data tables (cells linked to their header by an
ID)

For “complex” data tables, that are tables with headers that apply only partially to a row or column, you
need to use this second method.

In the Table Editor, open the Table Cell Properties dialog box, by right-clicking on the red grid.

Rather than defining the scope of each header, you need to give it an ID. Each ID must be unique,
begin with a letter, and consist of a character string without spaces and accented characters.

For each cell to be linked to the header, you then need to assign it to the ID or IDs of the
corresponding headers.
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Screen actions:

PARIS LYW MILAN ROME

Juy 2007

Mazimum J1* a3 J2=m a4

Average 24.7°™ 4.1 a5 59
Jidy 2008

Maximum 30" 3 e ar

Average g 26 1% 25, 30 269
July 2009

Maxrmum ar a0 - 38

Avirige 251" 259 26.0% 2653

The table on page 7 is a complex table. The headers: “July 2007”, “July 2008, and “July 2009” are
headers, but they are neither row headers or column headers, because they do not apply to a
complete row or column.

To start with, you need to tag this data table and its cells (see “8.8.1 Tagging rows, cells and
headers”). When the table and its cells (heading and data) are correctly tagged, open the Table
Editor dialog box.

For each header, open the Table Cell Properties dialog box (right-click the header cell).

Table Cell Properties |

Type

& Header Cell

Scope: INone j

" Data Cell

Attribute s

Rawy Span: Il
Colurmn Span: Il

I 10 Iparis

Associated Header Cell IDs: %l
-

Enter a unique ID for each header; for example, paris for “Paris”.

For the other headers, you could enter as IDs, lyon, mi lan, rome, july2007, July2008,
July2009, max07, average07, max08, average08, max09 and average09.

Important: the headers in a complex table must not have a value for Scope (leave None as the value)
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Screen actions (continued):

Table Cell Properties |
~ Type
" Header Cell Scope: II"-.anE j

¥ Data Cell

 Attributes

Fow Span: Il
Column Span: Il

I |

Associated Header Cell IDs: x0T

july2007
Add Table Header ID | |

HeaderID:  |rome j

3
g
=

rnax(3 QK Cancel

July2003
July2008
averaged

averageld -

For each cell, list the headers in the Associated Header Cell IDs box by using the “+” button (see 1 in
the screenshot). Then, in the Add Table Header ID dialog box, select the required ID from the list of
all the table headers (see 2 in the screenshot). You may sometimes need to close and reopen the
Table Editor in order to display the list of headers in this dialog box.

For example, the cell “24.1°” has the associated headers lyon, average07 and july2007, in other
words “Lyon, average, July 2007”.

@Tip:

When screen readers read a cell, they announce the corresponding headers in the opposite order to
that displayed in the Associated Header Cell IDs list. So, for example to read “Lyon, average, July
2007” for the cell “24.1°”, you need to enter the associated header IDs in the order july2007,
average07 and lyon.
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8.9 Quotes and block quotes

Tag types:
Tag names:

Tag icon:

Quote, Block Quote

<Quote>, <BlockQuote>

L4

The Quote tag is used for inline quotes (within a paragraph, for example), the Block Quote tag is
used for block quotes that are displayed on their own.

Screen actions:

il il 1ol x]
File Edit Wiew Document _ S
. &y @, Content Tag  |Tet | Col l—
H :—j Create = @ Cot Ul | - I L | | %‘ ﬁ;’ : | Finel -
i~ = . Type: | x
il = N'= N ! I
Title: |
Actual Text: I
=] @ Tags
Q Bl Alternate Text:
B <Parts
B <Part> T o | s »
B <Part> T '
006 2007 2008
Q <Part £ |Language: IFrench j I el ol it ook
B9 «ps
% Chart
g L3> Edit Tag... | Edit &ttribute Objects.., Edit Attribute Classes.., |
E-9 <p>
= 4 ach est 'un des facteurs imporiant
W Dot nce d'une intégration sociale et pro-
El T| <P ent fessionnelle réussie. »
= Makir 01’2
B9 <Quate> ATt —e e
B « L'accessibilité numérigue estIun des facteurs i.., | «_L'accessibilité_numérigue
P
q :P: This exercise boak accompanies the instuckonal quides for making POF documents
acoassible
v R
The founding pariners of this project are: Air Liquide, AREVA, BNP Paribas, Capgemini
The visuals for this document were created from documents pubiished by #he founding
partners of the AcceDe project This exercisa book is subjedt fo the fems of the Craative
‘Commuons BY-NC-5A license.
8- AcceDe project
-
A quote is shown on page 8 of the tagging exercise book (tagged-exercise-book.pdf).
A block quote is shown on page 4 of the tagging exercise book (tagged-exercise-book.pdf).
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8.10 Links

Tag type: Link
Tag name: <Link>
Tag icon: ¢

The Link tag is used to enclose clickable content (hyperlinks) present in the PDF document. The
<L ink> tag must enclose precisely the content which is clickable. A 1ink tag may be included in a
paragraph or be an item in a list, for example.

Screen actions:

THE ACCEDE PROJECT

El @ Tags
G <Part> Cover
G <Part» Contents

; : tagging documents.
A solution which

is not widely known The objective of the AcceDe

El G <Part> The AcceDe Project
ﬂ <Sect> Page 3
El |£| <Sect> Page 4

There is no good quality
documentation which explains
how to tag PDF documents,

project is therefore to offer high-
quality instruction manuals and
also to heighten the awareness
of communication professionals.

@ <Has and the required procedures for

=9 <ps

- "
N <> Report of the Quebec government services

F <Hz- > Blockauots
G <BlockQuote =

e Making PDFs accessible entails
following procedures which may or may not be well documented and
requires a considerable amount of I i

; Quebec government services

In Quebec in March 2008, thers were few people with the required
experfise to produce an accessible POF document . 17

B http/fomanmsg.gouv.gqo.ca/normalisation,standards/a
W (French)
|5 «Sects Page 5
B <Part> Tables
G <Part> Specific cases

e

————
Québec e

Appui s pansage § ls
Sotil e Tirsarmitar

3 Hyperlink

o : = "DHﬂlL[}ycﬂ]

4 AcceDe project

A <Link> tag is used, for example, to enclose the link present at the bottom of page 4 of the tagging
exercise book (tagged-exercise-book.pdf).
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8.11 Spans

Tag type: Span
Tag name: <Span>
Tag icon: ¢

This tag does not identify the type of content associated with it. It can be used for a word or group of
words without the user of a screen reader being aware of its presence. The span may be used in
these specific cases to indicate, for example, a change of language of a word " or an expression
within a paragraph.

The span can also be used to attribute alternate text to a word or group of words which are not already
structured with a tag.

Screen actions:

g Exercise book for tagal TouchUp Properties D = —[of x|
®

File Edit Wiew Document

=S = Cortent T3g | Tet | Color | =
) Create - B cor | Eq] & [rina -
= A Type: [SER -

Title: | -

Actual Test: |

=5 Tags ACCBPQ%
B <Part> ¢ Alternate Text:

B <Fig.

B <H>

] <p» = I

R IRTS |Lmuage: [French E | CISE BOOK

alp ng a PDF document
B9 <p>
& wi BditTog.. | EditAuribute Objectsn |  EditAttribute Classes.. | (o toaging PO documents
=2 B d with the AcceDs manuals

=1
5o
& A5
B (AvH),
B <Span>
5§ Caopérative AccessibilitéWeb |
B (Quebec),
4 Institut Mazareth et Louis Braille
4 (Quebec), ParisTech, Telecom ParisTech... . In partnersnip with:
Air Liguide, AREVA, BNP Paribas, Capgemini, LVMH,
F <Part> Contents SNCF, Société Générale, SPIE, Thales.
Bl <Part> The AcceDe Project
B <sect> Page 3
EHE| <Sects Page 4
B4 <H
4 <p>
1 <p» AcceDe project

Project coordinated by Atalan.

A span is used, for example, to enclose the term “World Wide Web” on page 8 of the tagging exercise
book (tagged-exercise-book.pdf) to indicate a change of language.

A span is also used to replace the footnote callout “2” by “(see note 2)” on page 7 of the tagging
exercise book.

M See section “6.2.8 Specifying a change of language” to indicate the language for a tag.
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Note:

Be careful not to confuse the Span tag with the row and column spans for use with tables.

8.12 Footnotes

Tag type: Note
Tag name: <Note>
Tag icon: ¢

The Note tag is used for footnotes.

Screen actions:

TABLES
i data tables
EHE| «Sect> Page 7
& <Hz>
EHE «Table»
B «<TR>»
&5 <TR> Southern European temperatures
EH <TR>» # Complex tabls
EHEH <TR> PARIS | Dvow_ | LA ROME
B <TH> e el
B <TD> Maximum ar 300 32'e 34"
o a7 Average 24770 2417 55 255°
B <Span> Mavimum E T - ET B
& (0 Avermge BT 261° 263°9 265
+HEH <TD> Jaty 2009
21 «TD> Maximemn a7 30° 3¢ 38
B <TD>» Average 251" 259" 26.0° 263"
BH <TR>»
B8 TR (]
EH «TR> . TR
BH <TR>»
EH <TR>
EH «TR>
-9 <p>
=R {<Motes!
¢ (1) Record for the years 2000 to 2009
& <Note> AcceDe project - 7
@ <Part> Specific cases

Several footnotes are present on page 7 of the tagging exercise book (tagged-exercise-book.pdf).

The footnote callouts are tagged with a span <Span> tag, and each one has an alternate text entered
(for example, “see note 1”).

Then, the footnotes present at the bottom of the page are added to the <Note> tag.
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Note:

It is important that the footnotes are read as soon as possible after the footnote callout, without,
nonetheless, interrupting the flow of information. For example, when there is a footnote callout within a
paragraph, have the paragraph read until the end, and then read the footnote afterwards by placing
the corresponding tag just after it.

8.13 Document, parts, divisions, articles and sections

Tag types: Document, Part, Division, Article, Section
Tag names: <Document>, <Part>, <Div>, <Art>, <Sect>
Tag icons: @, G, Q, @, |ﬂ

These tags are container elements which make it possible to group together a set of tags. They can
be used to organize the tag tree structure. Screen reader software does not take these tags into
account.

B @ Tags
E|<3 <Part> Cowver
O <Figure:>
& <H>
4 <p>
1 <ps
1 <ps
1 <ps
E|<j <Part: Contents
G <H1=
@ <Toce
=, @ <Part> The Accele Project
ﬂ <3ect> Page 3
ﬂ <3ect> Page 4

ge
7 <Part> Table

O «Part> Specific cases

Figure 22: for the tagging exercise book, (tagged-exercise-book.pdf) parts and sections are used to
organize the tags by section and by page (when a section contains more than one page).
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8.14 Other tags (references, formulas, bibliography
entries...)

In addition to the tags previously discussed, Acrobat recognizes a number of additional tags as
Standard PDF Tags'? including, for example:

- Reference (<Reference>) for references to text located in the same document but on
another page. This tag may sometimes be useful for catch lines or lead-ins on a magazine
cover page which send the reader to articles inside the magazine.

- Formula (<Formula>) for mathematical formulas.

- Bibliography entry (<BibEntry>) for details on where cited information can be found...

In the great majority of cases, however, the tags presented elsewhere in the guide are enough for
tagging a PDF document.

2 The majority of these tags are not currently recognised by screen readers and are interpreted as simple text. The
documentation on the available tags in Acrobat 9 can be accessed on line at
http://help.adobe.com/en_US/Acrobat/9.0/Professional/\WS58a04a822e3e50102bd615109794195ff-7cd8.w.html
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9 - Checking the content reflow

9.1 Content tab overview

9.1.1 Highlight the content

You can highlight content, as with the Tags navigation panel. To do so, open the Content panel
options and then select the option Highlight content. With this option selected, when you select an
item in the content tree structure, the corresponding content is shown in the document pane with a
blue border.

9.1.2 Content tab overview

The Content tab lists all the elements on each page of the document, whether they are tagged or not.
Content items are categorized in two different ways in the tree structure:

1. The content is enclosed in one or several containers having the same names as the
corresponding tag names. The containers are symbolized by a pictogram of a cardboard box =

|§ Content

h | *

=] @ tagged-exercise-book. pdf
23] EHY Page 1
. D Annotations
E H = ¥Object: Form Path

I ¥ Container <Arifact> AcceDe project I

7 Path
i ¥# Container <P Exercizes fortagging PDF documents, Ta be
& ¥ Container <P Project coordinated by &talan,

%# Container <P» In partnership with: &ir Liquide, AREVA, BMP H
% Container <P» With the cooperation of: Association des Paral
¥ ¢ Container <Figure> XObject: Image w638 hill5 |

s %§ Container <H > EXERCISE BOCK for tagging a PDF document]

’ D Page 2
: m Page 3 -
: 4| | »

Figure 23: tagged content is shown in containers with the same name as the corresponding tag. For
example, content placed in artifacts are in <Artifact> containers.

Note:

For each tag created and associated with a content item in the Tags navigation panel, a
corresponding container is created in the Content navigation panel. When you subsequently
delete or edit tags, it may happen that the content items are nested in several containers. This has
no impact on the accessibility of the document.

2. Content items are directly placed at the root of the content tree structure. These are items that
have not been tagged.
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Content

. 5

El @ tagged-exercise-book.pdf
-_‘ B Pagel
|—L] Annotations
= =& sobject: Formpath |

B Cantainer <Artifacts AcceDe praject

Path

¢ Container <P» Exercises for tagging POF documents, To be u

L)
]

&= B¢ Container <P Project coordinated by Atalan,
¢ Container <P> In partnership with: &ir Liquide, AREWS, BMP F
B Container <P With the coaperation of: &ssociation des Para
B¢ Container <Figures XObject: Image w1638 hill5 |
=) B¢ Container <H> EXERCISE BOOK for tagging a PDF document
[ Page
4 3 Page3 -

Figure 24: A “Path” type content (vector item) is not in a container. This is the decorative arrow on the
cover. As this item has not been tagged, it will not be conveyed to the user of a screen reader.

In this navigation panel, three types of content can be identified:

1. Text content

2. Image content == (photographs or other images included in the PDF)

3. Vector content [#2] (content created in a DTP program or imported vector content). Usually, a
vector item is composed of several path type content items.

9.2 Placing items which do not convey information in
artifacts

Reminder:

A content item placed in an artifact is content that will not be read by screen readers. You can directly
define content items as artifacts during the tagging process (see “6.2.10 Marking content as an artifact
(2 possible methods)” on page 43).

However, if you have not already done this, you need to place all remaining content in artifacts
(content that is not tagged and not already in artifacts).

To define content as an artifact from the Content navigation panel, select the content, and then in the

options (or by right-clicking on the selected content in the Content navigation panel), select
Create Artifact.
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Screen actions:

Content

Content

8-

= @ tagged-exercise-book,pdf

-
= @ tagged-exercise-book,pdf

Y Pagel [f‘ = Paged

D Annotations [} Annatations

il —— 5 E | ¢ Container <Artifact> Path ]
e Container ...

W Contz ¥# Container <Artifact> AcceDe project

Path = Cut [ Path

=

¢ Contz:  Delete ents, To be u ¥# Container <P = Exercises for tagging PDF docurments. To be u
B Cont: gg Gtk e & ¥# Container <P = Project coordinated by Atalan,

B Cont: gy AREWA, BNP F

= Cont: ion des Para
Create Artifact...

¢ Container <P = In partnership with: &ir Liquide, AREWA, BNP F
¢ Container <P = \With the cooperation of: Association des Para

% Cont 5 %# Container <Figure > XObject: Image wif38 hi1l5 |
% Contz ¥ Highlight Content DF document - ## Container <H> EXERCISE BOOK fortagging a PDF document
B Page 2 Properties.. . ’ B Page 2
BH Page 3 B[5 Page 3 -
| | 4] | >

Enclosing a “Path” on the cover page in an artifact container

Create Artifact x|

Artifact Type: Atkach to Sidelsh —
" Page [ Left
" Pagination ™ Top
 Layout ™ Right
[ Bottorn

(0]:4 I Cancel

A

Figure 25: When the option “Create an artifact” is selected, a dialog box is displayed in order to
choose the type of artifact and the anchor position. At the current time, we have not established the
purpose of these options which are not documented. We therefore recommend that you leave the
default options.

Note:

You can select multiple content items and define them as artifacts in a single procedure. To do this,

+ click the items (or click on a Mac), and then open the Options menu (or right-click on
one of the selected content items).
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9.3 Content reflow

Reminder:

The reflow functionality is described in the section “3.4 Content reflow” on page 15.

& Important note:

We strongly advise you not to tag a document in Adobe Acrobat in reflow display mode. Sometimes
the cover gets blocked in reflow mode even when a standard zoom level is applied. Moreover, the
reflow can only be carried out when the document is marked as tagged (see “10.3 Marking the
document as tagged” on page 82). For as long as the tagging is not finished, we therefore recommend
that you use the Order navigation panel to check the theoretical reflow order (see following section).

In addition, the functions you can carry out on the Order, Tags, and Content navigation panels are
blocked by Acrobat when this display mode is activated.

9.3.1 Checking the reflow order of a page with the Order navigation panel

It is possible to use the Order navigation panel to check (but not correct) the order content items
overlay each other on the page, and also the reflow order.

Screen actions:

=5 tagged-exercise-book,pdf
=N i
% [1] Exercises fortagging POF documents, To be used with the .,
¢ [2] Project coordinated by Atalan,
¢ [3] Image wi638 hill5

‘¢ [4] EXERCISE BOOK for tagging a POF document EXE RCISE BOOK

4 Page 2 for tagging a PDF document
#{5 Page3

3} \_"] Page 4 |ses for tagging POF documents.,
L=

[ Page 5 used with the AcceDe manuals.
BY Page6
&Y page 7

B{Y Pages

Project coordinatad by Atalan.

In parinership with.
Air Liquide, AREVA, BNP Panbas, Capgemini, LVIMH,
SINCF, Société Générale, SPIE, Thales)|

With the cooperation of-
Associalion des Paralysés de France (APF),
Association Valentin Hady (AvH), Coopérative AccessibilitéWeb (Quebec),
Institut Nazareth et Louis Braille (Quebec),
ParisTech, Telecom ParisTech. ..

AcceDe project

In the Order navigation panel, the logo and the document title are assigned the numbers 3 and 4
respectively. When the user displays the document in reflow mode, these two content items will
therefore be displayed at the bottom of the page. You need to edit the order on this page so that the
title and the logo are shown at the top of the page in reflow mode.
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9.3.2 Improving the reflow of a page with the Content navigation panel

& Reminder: Bearing in mind the difficulties associated with using the Order navigation
panel, we strongly advise you not to use it for changing the order of content reflow.

To edit the order of content in reflow mode, we will therefore use the Content navigation panel. To
change the order, just move the containers and artifacts in the content tree structure. When you reflow
the document, the containers will be displayed in the same order as that in the tree structure, and the
artifacts will not be displayed.

Screen actions:

B content

Content

®- e
= tagged-exercise-book.pdf AcceDe;}, 1 8 tagged-exercise-book.pdf
B3 Pagel : 1 ER Fage 1
{5 &nnotations | Annotations
%5 Container <Artifact> PathPathAcceDe project 54 Container <Arifact> PathPathAcceDe praje
B35 Container <P> Exercises for tagging PDF ducuments. Ta be used
B8 Container <P> Project coardinated by Atalan. EXERCISE BOOK

(% Cantainer <P In partnership with: Air Liquide, AREVA, BNP Parib] for tagging a PDF document T TR Container <P > Exercises for tagging POF dog

[+ % Container <P> With the cooperation of: Association des Paralysé [# %5 Container <P> Project coordinated by Atalad
)5 Cantainer <P> In partnership with: Air Liquid

%4 Container <Figure> XObject; Image wi638 hills

Exercisss for tapging PDF documents.

[+ % Container <H> EXERCISE BOOK for tagging 3 PDF document To be used with the AcceDe manuals (255 Cantainer <P> With the cooperation of: Ass

T ET T B [Y page2
R Paged B [5 page3
B Paged B {5 paged
B Pages B Pages
© [ Pages B Pages
®[Y Page7 B[ Page?
B3 Pages B3 Pages

Project coordinated by Atalan.
In partnership with

Air Liquide, AREVA, BNP Paribas, Copgemini, LVMH,
SNCF, Sociéte Générale, SPIE, Thales.

With the cooperation of:
Association des Paralysés de France (APF),
Associotion Valantin Hauy (AVH), Coopérative Accessibiité Wab (Quebec),
institut Nazarsth et Louis Braie (Quebec),
ParisTech, Telecom PansTech. ..

AcceDe project

In the Content navigation panel, select the last two containers on the cover page (<Figure> and <H>
that contain the AcceDe logo and the document title), and move them just above the container of
“Exercises for tagging PDF documents. To be used with the AcceDe manuals” to display these items
at the top of the page in reflow mode. .
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Screen actions (continued):

=5 tagged-exercise-book,pdf
274 FH Paged
57 [1] Image w:638 hills
ﬁ %¢ [2] EXERCISE BOOK for tagging a PDF document
¢ [3] Exercises fortagging PDF documents. To be used with the ...
— e 2

:—Z ¢ [4] Project coordinated by Atalan, EXERCISE BOOK

B Page2 for tagging a PDF document
& 3 page3

[ Paged wreises for lagging PDF documents.

EHY Pages usedwnn the AcceDe manuals

[2] Pages

2] Page7

2] Pages

Project coordinated by Alalan
In partnership with:
Air Liguide, AREVA, BNP Paribas, Capgemini, LVMH,
SNCF, Société Générale, SPIE, Thales|
With the cooperation of:
‘Association des Paralysés de France (APF),
Association Valentin Haly (AVH), Coopérative AccessibilitéWeb (Quebec),
Institut Nazareth et Louis Braille (Quebec),
- ParisTech, Telecom ParisTech..
=
AcceDe project

s

In the Order navigation panel, the logo and title are now in positions 1 and 2 respectively.

& When a page has a large number of content items, many elements may need to be
reordered.

=7 tagged-exercise-boak.pdf

[ Pagel i

[ Page 2

[ Page3

D Page 4

[3 Pages

D Pageﬁ < Shaded tauts

il Page? ‘N'T FORGET...
i = S ——
W5 [1] specific cases 3 Language changs
% [2] Chart crested with llustratar ing your documents reach est I'un des facteurs important
=L largest possible audience d’une intégration sociale et pro-
= (3] 2005 is to affirm your commitment fessionnelle réussie. ».
W (4] 17 to sharing information more
= widely. As Sébastien Delorme
W (5] 2005 (AcceDe project), stated:
W [6] 2.8 « L'accessibilité numérique
o [7] 2007 : " .
2 This exercise book accompanies the insinictonal guides for makng PDF documents
B [8] 5.7 accassible.
o > v accede nilenmanaa
¢ [10] 538
% [11] Don‘t Forget... AcosDe is an inifiative coordinated by Atsian.

is projact are: Air Liguide, AREVA, ENF Paribas, i
5 [12] Making your documents reach the largest possible a.. LUK, SNOF Soniée Générals, SFIE and Thalss i
The visusls = crested from documents published by th g
Gommons BY-NG-5A fiense.
B- AcceDe project

Figure 26: on page 8 of the tagging exercise book, the reflow order for the bar chart must be
considerably reworked so that each value pair (year and value) is displayed one after the other. On
the chart the title will be displayed in position 3, then the first value pair (n°4 and n°5), and then the

second (n°6 and n°7), and so on.
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& Important note:

Reflow only takes into account the tagging and defined order when the document is saved as a
“Tagged document”. We advise you to carry out this task when the tagging has been completed in its
entirety. See section “10.3 Marking the document as tagged” on page 82 for more information.

@Tip:

The reflow order of content also corresponds to the order in which copied text is pasted by a user.

9.4 Using the content panel to resolve visual overlay
problems

The Content navigation panel described above also allows you to resolve the problems of visual
overlay which may occur after tagging content with the TouchUp Reading Order dialog box.

For example, when you move an item up in the content tree structure, this is placed in the background
in the document pane. It is therefore possible that by moving items to change the reflow order, you are
also changing the order objects overlay each other on the page.

Screen actions:

Content

Q’-

Content

?'av
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[ Paget 234 E[3 Pagel
[%] Annotations 15 Annotations
[+ ¢ Container <Figure> XObject: Image w638 hi115
[Ty Cantainer <Figure> XObject; Image wi638 [ ¢ Cantainer <H> EXERCISE BOOK for tagging a PDF document
&) g Cantainer <H> EXERCISE BOOK for tagging - [#) g Cantainer <P> Exercises for tagging PDF documents. To be used) EXE RCISE BOOK
[ % Container <P> Exercises for tagging PDF dos # % Container <P> Project coordinated by Atalan, for tagging a PDF document
#1%g Cantainer <P> Project caordinated by Atala & %4 Container <P> In partnership with: Air Liquide, AREVA, BNP Pari
#1554 Cantainer <P> In partnership with: Air Liqui Associstion des Paralysd it b s e s
[ %¢ Container <P> With the cooperation of: Ass: To be used with the AcceDe manuals
B [H page2
B page3
B (5 paged
B Pages
B[4 Pages
B[ Page7 B[4 Page 7
B {Y pages B[ pages " —
in partnership with:
side, ARGVA, BNP Paribas, Capgemini, LVMH,
ICF, Sheiété Générale, SPIE, Thales.
fith the cooperation of-
wrldes Paralysés de France (APF),
[AVH), Coopérative AccessibilitéWeb (Quabec),
abareth f Louis Braills (Guebec),
sfech, Telecom ParisTech...
cceDe project
| | »

You can see this problem on the cover page of the exercise book, by moving the artifact containing
the grey circle to the last position in the content tree for page 1. The circle which was previously in the
background is now in the foreground, in front of the text.

Move the circle to the beginning of the tree structure so the display returns to how it was initially.
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@Tip:

To correct the problems of object overlay in the Content navigation panel more easily, we recommend
that you move the largest possible number of decorative content items (artifacts) to the beginning of
the tree structure, because decorative items are mainly used for the background on pages. On the
other hand, tagged content should be positioned at the end of the tree structure.

When you have several artifacts on a page, be careful when you move them up the tree structure. Itis
important that they appear in the same order amongst themselves, so that you avoid objects
overlaying each other incorrectly.
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10 - Completing the document

10.1 Generating bookmarks (if required)

When you have tagged and checked the reading order of all the pages, you can then proceed to
create bookmarks for the document. This procedure takes little time.

Bookmarks are a set of links which are displayed when consulting the PDF file (in Adobe Reader, for
example) and which enable the user to navigate within the document.

Bookmarks are very important for long documents, with several pages or more. They are not
necessary for short documents of one or two pages, such as leaflets.

EEuercise book for tagging a PDF document - Adobe Acrobat Pro i ]

File Edit Wew Document Comments Forms Tools Advanced  Window Help

ﬁCreate'@Combine' @' ﬁ'/' ' E' /_P' R ok | m ﬁ ’% | EJ I%‘jg'f lFmd—-
OB AOP #8 nNT &ee[vwm g

Bookmarks

THE ACCEDE PROJECT

Cover
Contents The AcceDe project: Why 7
4 Paragraph and heading

The AcceDe Project
Tables With recent advances to the

Specific cases

PDF format and changes
to accessibility guidelines,
it is now possible {0 make
published PDF documents

accessible.
Tagged PDFs
You can camy out a number of
procedures in PDF documents Mﬁdm#:s::, _,Hw':?:;ﬁu

to make them more accessible
These procedures are referred
to as tagging.

An accessible PDF is known as
a “tagged PDF". Development

of new guidelines
Improvements In December 2008, a new

to assistive technologies version of the Web Content

Accessibility Guidelines
Screen readers used by blind (WCAG 2.0) was published.

or partially sighted people If the international guidelines
have features for reading and are followed, a PDF file can he
navigating in tagged PDFs. made accessible

AcceDe project -3

Figure 27: view of bookmark links in Adobe Reader.

Bookmarks can be generated directly from the authoring software (InDesign, Xpress or an office suite)
from the paragraph styles, for example. It is also possible to create them automatically in Acrobat Pro
from the Bookmarks [El navigation panel.

To generate the bookmarks, open the Bookmarks navigation panel, and select New bookmarks
from structure. The list of tags used in the document is displayed. You can create the bookmarks
from the tags. For example, you could create the bookmarks from the tags <H1> through to <H6> or
the <Part> tags. The bookmark names are retrieved from the title of the tags. If there is no tag title,
the tag content is used
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Screen actions:

A Exercise book for tagging a PDF document - Adobe Acrobat Pro 7

File Edit Wew Document Comments Forms Tools Adwanced Window Help

=1Dj x|

'ereate'ﬁqumbme' @' ;;J')/%' @' E' ‘.;)"R (i|mﬁ %\I%-‘i'f'_ﬁnd B

OB a8 ing & @8 ne- | S

Bookmarks

f,b -
New Bookmark Ctrl+E _ACCEDE%

Hew Bookmarks from Structure. ..

Expand Current Bockmark

Expand Top-Level Bookmarks

+ Highlight Current Bookmark EX E RC ]:S E B O O K

Hide After Use for tammina o DOE Ao 1ot
Structure Elements ) |
+ Wrap Long Bookmarks
Text Size ls ~Structure
Mote =]

Select Al Clear All

Association Valentin Haliy (AVH), Coopérative AccessibilitsWeb (Quebec),
Institut Nazareth et Louis Braille (Guebec),
ParisTech, Telecom ParisTech. ..

AceeDe project

b4l

In the Bookmarks navigation panel, select New Bookmarks from Structure (1).
In the Structure Elements dialog box that is then displayed, select the Part tag (2).

L‘ Bookm arks

B >
= Untitled
E"..u Cover
Cantents
E The Accele Project
Tahles

Specific cases

Bookmarks are then generated automatically from all the Part tags. Each bookmark is a link to the first

tag in each part.
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Note:

After creating the bookmarks you can move, edit, or delete each generated bookmark in the bookmark
tree structure. It is also possible to add a bookmark manually by using the New Bookmark option in

the navigation panel options (or by using the keyboard shortcut + [B] on a Windows PC or +
on a Mac.

10.2 Indicating the link tab order

When a PDF document has hypertext links or form fields, you need to define the order in which the

user tabs through links on a page13. To define the tabbing order, open the Pages Ij navigation panel.
This panel displays miniatures or thumbnails of the pages in the document. Select all the miniatures in
the navigation panel, and then open the Properties dialog box (right-click on one of the vignettes).

In the Page Properties dialog box, select Use Document Structure on the Tab order tab. The
tabbing order for links and form fields will then be the same as the specified reading order for voice or
Braille.

Screen actions:

AcceDe 9

Insert Pages
Extract Pages... P
Replace Pages. .. I Page Properties x|
Delgte Pages... Shift-+Ctrl+D

Tab Orcler | actions |
Crop Pages... SHIFE+CEHT
Rotate Pages... Shift+Ctrl-HR " Use Row Order
Page Transitions. . " Use Calumn Order
e e | I @ Use Document Structure I

= =
Print Pagss... Chrl4+p Aive et
Embed All Pags Thumbnails Choose one of the above options to
Remove Embedded Page Thumbnails set the order for tabbing through
iterns on a page.

Reduce Page Thumbnails
Enlarge Page Thumbnails
R Concel

With the cooperation of-
Association des Paralysés de France (APF),
Association Valentin Hatiy (AVH), Coopérative Accessibilité Web (Quebec),
Instituf Nazareth et Louis Brailie (Quebec),
ParisTech, Telecom ParisTech. .

AcceDe project

In the Properties for all the page vignettes (1), identify the order for tabbing through page items by
using the document structure (2). The tabbing order will then be the same as the reading order.

10.3 Marking the document as tagged

When you have finished tagging the document, you need to indicate that the document is tagged by
selecting the option Document is tagged PDF in the Tags navigation panel options.

'3 Some users do not use the mouse to navigate in the document. They navigate in the document by going from link to link or
form field to form field by using the TAB key on a physical or virtual keyboard.
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& Important note:

You need to perform this task in order to activate the reflow option.

Screen actions:

Mew Tag...

Cuk

Paste
Paste Child
Delete Tag

Find Tag from Selection
Create Tag From Seleckion

Find...

Change Tag ko Artifact. ..
Copy Contents ko Clipboard

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

Tag Annokations

v Document is Tagged PDF

v Highlight Content
Show Metadata, ..

Properties.. .

In the Tags navigation panel, open the options and select Document is tagged PDF.

Document Properties 3 x|

Description |Secur|ty| Fonts | Initial Vlewl Custam | Advancedl

 Description

Filei tagged-exercise-book

Title: IExerc\se book fortagging a POF document

Authar: I

Subject: |

Keynwrords:

Created:  01712/2010 17:00:04 Additional Metadata...

Wodified:  10/12/2010 16:47:44

Application:  Adobe InDesign €55 (7.0.3)

Advanced

POF Producer:  Adobe PDF Library 9.9
POF Wersion: 1.6 {(&crobat T.x)
Location:  CAUsers\frederichDesktopt
File Size: 1,68 MB (1764 225 Bytes)

Page Size: 5,83x8,27in MNumber of Pages: 8

|TaggEdPDF: Yes | FastWeb Views Mo

Help Cancel

Figure 28: in the Document Properties, it is then indicated Tagged PDF: Yes.
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10.4 Providing an explicit title to the file (best practice)

It is important to save the PDF with a short file name which is sufficiently intelligible. It will be clearer
for users to find the content of the file if it has the file name tags-exercise-book rather than
tg-ex-bk-v3.bk.

10.5 Defining the initial view of the document
(best practice)

Finally, we advise you to define the initial view of the document before it is published. In the
Document Properties (File > Properties), select the Initial View tab, and then in the Magnification
drop-down list, select an appropriate zoom level (Fit Page for example). When the user subsequently
opens the document, the whole page will be displayed on the screen.

Document Properties 5[

. Descriptionl Securityl Fonts  Initial View | Customl Advanced |

r~ Layout and Magnification

Mavigation tab IPage Ol j
Page layout: IDefauIt j
tagnification:  |Default i
Default 1=
Open topagel lacea] Sze
LT
Window Options ——| FIitWidth

i 5 Fit Height

I Resize window & FitVisible o
™ Centerwindow g 25%

[ Cpen in Full Scre %

T5%

Shows IDocument 100% -

- UserInterface Options

[ Hide menu bar
I~ Hide tool bars

™ Hide window contrals

Help | Ok I Cancel

Figure 29: magnification options for the initial view of the document
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11 - Checking the accessibility

11.1 Using the Acrobat accessibility check

11.1.1 Overview of the accessibility full check

Adobe Acrobat Pro includes an accessibility check, which is found in the menu Advanced >
Accessibility > Full Check™.

Accessibility Full Check x|

r Report and Cormrment Options

¥ Create Accessibility Report Folder: i

IV Include repair hints in Accessibility Report

[™ Create comments in document

 Page Range

% All pages in docurnent " Pages from |1 ta Il

- Checking Options

Mame: | &dobe POF =

¥ Alternative descriptions are provided

¥ Textlanguage is specified

¥ Reliable character encoding is provided

¥ Al contentis contained in the docurnent structure
V¥ Al farm fields have descriptions

¥ Tab order is consistent with the structure order

v List and table structure is correct

Select Al Clear All

r Disclaimer

Showe Disclaimer |
Help | Start Checking | Cancel |

4

Figure 30: dialog box for carrying out a full check on the accessibility of the document.

When you run the full accessibility check, a detailed report is generated which describes the problems
encountered and the suggested methods for resolving them.

" There is also a Quick Check tool, which we do not recommend as it only states whether the document has serious
accessibility problems or not.
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It is possible to run the full check on the entire document or on a limited page span (for example you
could check the accessibility on a page by page basis after you have finished tagging a page).

Adobe Acrobat Pro 9 includes four checking options:

Adobe PDF

Section 508 Web-based intranet and internet information and applications
W3C® Web Content Accessibility Guidelines 1.0

W3C® Web Content Accessibility Guidelines 2.0 (Working Draft 27 April 2006)15

We recommend using the first option (Adobe PDF) as it is the one which offers the most help for
correcting errors found during the check.

A e bh -~

It is possible to choose the tests to carry out from the seven selected tests:

Alternative descriptions are provided;

Text language is specified;

Reliable character encoding is provided;

All content is contained in the document structure;

All form fields have descriptions;

o kwh =

Tab order is consistent with the structure order;
7. List and table structure is correct.
We advise you to leave all seven tests selected.

When you run the full check, a report is created that indicates any errors encountered in the
document.

0 The checker found no problems in this document,

Figure 31: the checker specifies that no problems were found in the document.

& Important note:

The accessibility checker runs through a set of automated tests. The absence of errors does not mean
that the document is perfectly accessible. The tool cannot check, for example, that content marked as

artifacts is strictly decorative, that alternative text is intelligible or accurate, or that the correct tags are

used for each content item.

"> The WCAG 2.0 are the current accessibility standards for Web content. Nonetheless, the April 2006 version is an old draft
version, different from the current applicable version, which dates from 11 December 2008.
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11.1.2 Examples of error messages

11.1.2.1 Example 1. “Elements not contained in structure tree” error

When the accessibility report indicates that one or more elements are not contained in the structure
tree, the link Inaccessible page content is shown so you can highlight the corresponding content.

Each content element indicated by this error is neither tagged, nor in an artifact. So, to correct the
problem, you need to insert the content in a tag if the content conveys information, or place it in an
artifact if it does not (see section “6.2.10 Marking content as an artifact (2 possible methods)” on
page 43).

Accessibility Report

CONTENTS
The AcceDe project ... Page 3
Tables Page e
SPecific Cases .. P20 8

Page 2: Next Page

o 1 element(s) that are not contamed within
the structure tree. (How to Add Tags)

1. Inaccessible page content

AMELIDRER LA CIRCULATION

14000

2- Accele project

Figure 32: the “Contents” element is inaccessible as it has not been tagged or placed in an artifact. To
resolve the problem, you need to tag the text as it conveys information.

11.1.2.2 Example 2: “Missing Unicode encodings”

The full accessibility check may sometimes indicate the error “Missing Unicode encodings”. Unicode is

a standard which makes it possible for text characters to be interpreted whatever the operating system
or software used.

During the reading of a PDF file with a screen reader or export in text format, Adobe Reader (or
Acrobat) automatically converts the typefaces used in the file to Unicode text. Some typefaces do not
permit this conversion and become incomprehensible.

For example, if you copy-paste some text indicated by the error “Missing Unicode encodings” into

In this case, the only solution to resolve the problem with Acrobat Pro is to add the alternate text to the
text elements which have this problem.
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A better solution, however, is to replace the typeface in the source document in order to resolve the
problem in the generated PDF. It is a good idea to choose an Open Type typeface. Further details on
this recommendation are described in the AcceDe manual “Making PDF files accessible: Guidelines

for the DTP creation phase” (available on www.accede.info/en/manuals/).

11.2 Exporting the PDF in text format

You can export a PDF document to an accessible text format to check your work.

To export the text, select File > Export > Text > Text (Accessible).

The text file makes it possible to check:

the order in which information is read by screen readers;

- the alternate text for each image;

- that text segments are not missing because they were mistakenly placed in artifacts;

and that the character encoding is reliable and correctly displayed.

Screen actions:
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AcceDe project

Export the exercise book to an accessible text format.
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Screen actions (continued):
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The document is then transformed into a simple text file, in which the information is ordered according
to the tag order, and in which the alternate text replaces the tagged figures.

Note:
You can also export a PDF file to the “Accessible text” format by using the save function (File > Save

as) or + + [s] on a Windows PC or + + [s] on a Mac. You then need to select

Text(Accessible)(*.txt) in the Save as type drop-down list.

11.3 Jaws / NVDA

Itis ad1v7isable to check the behaviour of each PDF file with a screen reader such as Jaws'® or
NVDA"™.

Jaws is the only reader that is able to change from one language to another within a PDF document. It
is also the most effective screen reader for reading data tables.

Until the version 2010.2, NVDA was not able to read tables of data with the automatic identification of
column and row headers, but this functionality is marked as a future goal on their roadmap. Apart from
this drawback, NVDA, which is free, is a useful test tool.

Adobe offers a guide in English describing the methods for navigating in a PDF file with a screen
reader: Accessing PDF Documents with Assistive Technology: A Screen Reader User’'s Guide (PDF,

368kb).

% Jaws (“Job Access with Speech”) is a proprietary product and charges a fee. It is the most widely used screen reader. Source
Screen Reader User Survey Results, WebAim, October 2009 (http://www.webaim.org/projects/screenreadersurvey2/)

" NVDA is an open-source screen reader, and is free. It is available for download from www.nvda-project.org
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11.4 PDF-Accessibility-Checker (PAC)

To test the accessibility of your PDF documents, we recommend the software PDF-Accessibility-
Checker (PAC) '. This free software is available from Access For All (Switzerland) and provides an
error report for PDF documents.

B PAC: PDF Accessibility Checker 1.1 i =l x|

4] Zugang fur alle PAC: PDF Accessibility Checker 1.1

Acchs pour tUS  paC i 5 free toolof the Eoundation eAccess for alle
Accesso per tutth ;o ey, the accessibily of PDF documents and

Access for all Forms. It serves as a tool for experts and testers.
More Information
| ~PDF Document - 1
‘ JC:\Users\FredeHc\Desktcp\Dnsslers\tagged-uer:ise-bnnk.pdf Browwse
[~ Progress
I
- Testing Criteria

« Document is marked as tagged \, Accessible Font Encodings
« Document Title available J Centent completely tagged
« Document Language defined L Logical Reading Order

Qf Accessible Security Settings « Alternative Text available

« Tab follows Tag-Structure x Correct Syntax of Tags / Rolls
'Q Consistent Heading Structure :5 Sufficient contrast for Text
# Bookmarks available « Spaces existent
~Remark
PAC only tests the kechnical ibiliky of PDF To ensure real bility, further tests are
CESSArY,
developed & sponsored by: kymedia  suncieol | Predew | Repot |

Figure 33: PDF-Accessibility-Checker checks, for example, that the language and title of the document
have been entered, that the document is marked as tagged, and that the tags have been corrected
used.

Note:

This tool indicates certain errors which are not described in this manual. For example, PDF-
Accessibility-Checker reports an error if the <Document> tag (which is the parent tag of all the tags in
the document) is missing (see section “8.13 Document, parts, divisions, articles and sections” on

page 70). However, a number of tests have shown that this tag is not indispensable and is not used by
screen readers. So, you do not need to add it, even though its omission is indicated as an error by
PDF-Accessibility-Checker.

'8 Download PDF-Accessibility-Checker, Access For Al
(http://www.access-for-all.ch/en/pdf-werkstatt/pac-pdf-accessibility-checker.html)
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12 - Appendix
12.1 Specific cases

12.1.1 Lines that straddle two pages

When a text segment straddles two pages, it cannot be correctly read by screen readers (which read
information page by page).

In this case, you need to tag just one part of the text (for example, the text displayed on the first page)
and then enter the complete text segment as alternate text. The second element displayed on the
following page is integrated in an artifact so that it is not read.

Screen actions:

TABLES TABLES
<P> 3
Alternate text: artifact
“Examples of data tables”
Temperatures in North America Southern European temperatures
& 3impis tabie & Complex table
mRs [ woonw [ miaN [ ROME
e iy 2007
Mavimom ar 30 ) 34
ToWN i SVeEEge AverEps NERTILT SvEragE
4 i Average 24.rn 241 255 5.0
Chicago 0 28 iy 2008
Maximom ar 33 3. ar
Los Angeies 8 35 pe ] Average 250" 261" 203" g
2000
Mami ] Maximum Frs 30" F7d £l
Average 251° 254" 2ea" b B i
Morrea! 158 xp 262
Guieter 134 w2 25 ™ Record for the years 2000 io 2000
 TRATIDEYSILIES MBCOMSd by & (VVELE aDersior
San Francsco @ 8
- AcceDe project ‘oceDe project - 7

On pages 6 and 7 of the exercise book, the text “Examples of data tables” straddles two pages.

“Examples of” is tagged in a paragraph having the alternate text “Examples of data tables”. The
second part “data tables” on page 7 is placed in an artifact so that it is not read to the user.
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12.1.2 Text with shadow effects

Some authors create shadow text by overlaying different layers of text. Shadow text created in this
way may be read twice with each text string in a different tag. You need to place the shadow part of
the text in an artifact (as long as it has not been vectorised in the authoring software).

Screen actions:

An example of shadow text is shown on page 8 of the exercise book (tagged-exercise-book.pdf).

12.1.3 Other specific cases

This section will be expanded over time to include specific difficulties which are encountered when
tagging documents.

12.2 Security parameters

If you want to protect the PDF document by restricting printing or modification of the document, click
File > Properties, and then select the Security tab. Select Password Security as the Security
Method. In the Password Security — Settings dialog box, make sure you select the option Enable
text access for screen reader devices for the visually impaired. If you don’t, the document cannot
be read by screen readers even if it is tagged.

Password Security - Settings 5'

Compatibility: IAcrobat T.0and later j

Encryption Lewvel:  128-bit AES

Select Document Components to Encrypt

% Encrypt all docurnent contents
" Encrypt all docurnent contents except metadata (Acrobat 6 and later compatible)
© Encrypt only file attachrments (fcrobat 7 and later compatible)

ﬁ- All contents of the document will be encrypted and search engines will not be able to access the document's metadata,

™ Require a password to open the docurment

Document Open Password:

0 Mo password will be required to open this document,

i~ Permissions

¥ Restrict editing and printing of the docurnent, & password will be required in order to change these permission settings,

Change Permissions Passwaord: I

Printing Allowed: INone j

Changes Allowved: INone j

™ Enable copying of text, images, and other content

| V¥ Enable text access for screen reader devices for the wisually impaired

Help Ok I Cancel |

Figure 34: select the option Enable text access for screen reader devices for the visually
impaired in the Password Security — Settings dialog box.
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12.3 Role maps

Role mapping is a functionality that is mainly used with authoring software tools (such as Microsoft
Word or Adobe InDesign for example).

When PDF documents are generated from these tools, it is possible that the tags have names which
do not conform to the Standard PDF tag names used by Adobe Acrobat, with, for example,
<Heading_1> instead of <H1> or <Paragraph> instead of <P>.

These tools usually generate the tag names from the names of paragraph styles used in the source
document. Role mapping makes it possible to indicate, for example, that the <Heading_1> tags
correspond to the <H1> tags.

You can view the list of role map items by selecting Edit Role Map in the Tags navigation panel
options.

You can then create new role map items or modify existing ones.

Screen actions:

[ew Tag...

Zuk

Paske
Paste Child
Delete Tag

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

Change Tag to ArtiFact, .,
Copy Conkents to Clipboard

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

Tag Annoktations
v Document is Tagged PDF

Highlight Conkent
Show Metadata. .,

Properties. ..

In the tagging exercise book (tagged-exercise-book.pdf), open the Role Map dialog box from the Tags
navigation panel options.
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x

Path: Document Roles
Type:  Role Map

fMitre 1 /HL

Change Itern [elete Tter | MNew Therm |

/A Changes to a role affect all elements referencing the role, ‘

0K | Cancel |

A

A role map is defined which indicates that the <Heading_1> tags correspond to the <H1> tags.

12.4 Character recognition in scanned documents

Adobe Acrobat includes a character recognition tool, which is especially useful for scanned documents
that you subsequently want to tag. This functionality is found in Document > OCR Text Recognition
> Recognize Text Using OCR (optical character recognition).
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12.5 List of frequently used tags

Tag type Tag name Tag icon
Heading <H> &
Heading Level 1 <H1> a <H6> &
to Heading Level 6
Paragraph <p> q
Figure <Figure> &
Caption <Caption> &
List <L> &
List Item <LI> &
Table of Contents <TOC> &
Table of Contents Item <TOCI> &
Table <Table> A
Table Row <TR> e
Table Header Cell <TH> =22
Table Data Cell <TD> &
Link <Link> &
Note <Note> J
Reference <Reference> J
Citation <Cite> &
Block Quote <BlockQuote> &
Document <Document> J
Part <Part> J
Division <Div> &
Article <Art> &
Section <Sect> E
Span <Span> &
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