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Using WCAG 2.x Techniques for PDFs (Slide 1)

Karen McCall, M.Ed.
Karlen Communications
Copyright 2024

Grouping the WCAG PDF Techniques (Slide 2)
The PDF Techniques for WCAG 2.x have been “updated” for each version of the WCAG.

They are laid out in the order in which the success criteria appear in the WCAG.

This means that techniques that apply to forms, for example, are scattered throughout the
techniques.

This presentation attempts to group them more logically.
We'll also add the 2.1 and 2.2 success criteria where they apply to form controls.

Web Content Accessibility Guidelines (WCAG) 2.1 (w3.org)

The Starting Point (Slide 3)

PDF 7: Performing OCR (Optical character Recognition) to

provide access to PDF content. (Slide 4)
PDF 7: Scanned PDFs - Avoid “Actual Text”

The text of this technique states that you are providing “Actual Text”.

“Actual Text” is an attribute on a <Figure> Tag and will not provide an accessible PDF if you
are working on a scanned graphic of a document.

Actual Text cannot have Headings, lists, table, figures, or other structural elements. The
Actual Text editor is a plain text editor.

The PDF should provide access to the content of the PDF using structural elements. These
structural elements include paragraphs, lists, graphics, tables, and Headings not available
when the “Actual Text” attribute is used.

PDF 7: Scanned PDF Forms (Slide 5)

The contents of the form template must be tagged:
Everything that needs a Tag must have a Tag.
The Tags must be correct for the type of content.

The Tags must be in the logical reading order for the document.
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Perform OCR (Optical Character Recognition) or Text Recognition on the scanned form.

[ find that the OCR tools in either Adobe Acrobat Pro DC or Foxit PDF Editor are any good.
[ use ABBYY Fine Reader. An alternative is Tungsten OmniPage Pro.

Any scanned PDF must go through OCR or Text Recognition before it is tagged!

PDF 7: Scanned PDF - Adobe Acrobat Pro DC (Slide 6)

Often, you’ll get words with no spaces between them, or words with spaces between the
characters of each word.

Until the PDF is tagged, you don’t know this.

If you ask Acrobat for “suspect text”, you'll get a “no errors found” message despite the two
types of mis-recognition above or characters misrecognized as “graphics”.

Samples of Misrecognized Text in Acrobat (Slide 7)

Figure 1 Paragraph where all the words are together with no spaces between them.

<P

Lﬂ' LA ournation develu:npsanetworku:nfE‘u"chargingstations,w...
- ]

N

Figure 2 Sample scanned document after text recognition showing spaces between characters in words

| =]

E- ®

v @ Tags
b) 1" =P
o 1" <P

= R eaffirmin gthe right to education of eve (%

N @ ©

vq’l:P}

= Recallin gtheseve ral United Mations declar..

3 <j <Span>

B i n ating in the 1993 United MNations Standard Ru...

3 <j <Span>

B C ation of persons with disabilities is an integra...

&
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PDF 7: Scanned PDF - Foxit PDF Editor (Slide 8)
[ couldn’t get any tagged content using the Foxit PDF Editor Text Recognition Tool.

[ tried every combination I could think of when it found “suspect text” but the result was
always a PDF with empty <P> Tags.

Samples of Misrecognized Text Foxit PDF Editor (Slide 9)

Figure 3 OCR Suspects dialog showing "Check All" checked and buttons active (Foxit PDF Editor).

OCR Suspects X

Original Document OCR text

i

vil

@ Check Al

Figure 4 Tags Tree after Text Recognition (Foxit PDF Editor).

Start ScannedPageSamplepdf* X
Tags
Hesaa
ST <P> Reaffirming the ri
@ : as enshrined in th
< Human Rights, and
2 b world community a
8 @ Education for All to
= =9 <P> of individual differe
@
= Recalling the sever
T <P> . 3 ]
A minating in the 199
5 ¢ ! the Equalization o
9T <P> Disabilities, which
o cation of persons wi
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ABBYY FineReader - 1 (Slide 10)

Figure 5 OCR Project including OCR Editor in ABBYY FineReader.

LS O T R

as enshrined in the 1948 Universal Declaration of
Human Rights, and renewing the pledge made by the
world community at the 1990 World Conference on

-‘SQI-C'-’EIQF;_E

ABBYY FineReader - 2 (Slide 11)

Figure 6 File menu, Save As options in ABBY FineReader.

Edit  View

BRecognize Area Tools Help

Mew Task...

il 1141 @Rec

Open Image...

EPUE Document
1 DA\Documents\ABBYY\SampleWordDocument FB2 Document

2 ChUsers\K4mecc\Onelrive\ DocumentshEdison DjVu Document

Scan Pages.. [EI Save Page * Select
ne [N Anahee Dane 1 et

Save As *| [ Searchable PDF Document

Send To 4 m Image-Only PDF Document

Close Microsoft Word Document
\’_'_ Mew OCR Project Microsoft Excel Workbook
a Open OCR Project.. ﬂ Microsoft PowerPoint Presentation
\‘I.:'I Save OCR Project... B3  ODTDocument

E-rnail 4 HTML Document

Print 4 g

N

0. All Recent OCR Projects FIF Document

=
ot}

Exit sul  TXT Document

CSY Document

E B

Page Images...

Page 8 0of 47



Sorting Through the PDF Techniques (Slide 12)

Some elements of PDF are not present in HTML. For example, Footnotes, Endnotes and
Tables of Content, Indexes, and page Labels.

Typical Tags in PDFs (Slide 13)

Grouping Tags such as <Sect> and <Part>.

“Regular Tags: <P>, <H1> through <H6>.

If the PDF has H7 or lower, map it to Hé. It is still a navigational point, not a paragraph.
<Figure> Tag for graphics.

<L>, <LI>, <Lbl>, and <LBody> for lists.

There is no distinction between ordered or unordered lists in PDFs.
<Table>, <THead>, <TBody>, <TFoot>, <TR>, TH, and <TD>.

Do not Tag page numbers! Apply Page Labels in the PDF Editor!

Start with a Tagged PDF (Slide 14)

The starting point for the PDF Techniques for WCAG 2.x is a tagged PDF.

Ensure that:

» Everything that needs a Tag has a Tag.
* Decorative elements are Artifacts.
* The Tags are correct for the type of content.
* The Tags are in the logical reading order for the document.
* This may not be the order in which elements appear on the page or pages.

For example, a tri-fold brochure or a newsletter with articles continued on other pages.

Source Content and Tagged PDFs (Slide 15)

Much of the work can be done in the source content. Then verified in the PDF with the
quality assurance process.
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PDF 18: Document Title - Microsoft 365 (Slide 16)

Figure 7 Advanced Properties dialog in Word showing Document title entered.

Using the WCAG 25tandardsForPDF.docx Pro.. 7 >

General SUMMary Statistics Contents  Custom

Tite: Using the WCAG 2.x Standard for PDF Content
| Subject: a_':@ g‘ eument design
Author: Karen McCall, M.Ed,
Manager:
Company:
Category: | tutorial [ |

Keywords: | AODA, Accessibility for Ontarians with Disabilities Act,

Comments:

Hyperlink
base:

Template:  Karlen Brochure Comparison.dotx

[ 5ave Thumbnails for All Word Documents

oK ] Cancel
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Figure 8 Advanced Properties dialog showing the title of the document entered (PowerPoint 365).

GloballnclusiveEducationStandardOctober20... ? >

General SUMMEry Statistics Contents  Custom

Title: Global Indusive Education
Subject: research

Author: Karen McCall, M.Ed.
Manager:

Company: | Karlen Communications

Category: | Indusive Education
Keywords:

Comments:

Hyperlink
base:

Template:  Karlen

Saye preview picture

[ ok | Cam

PDF 18: Document Title - Adobe Acrobat (Slide 17)

Figure 9 Document Properties dialog, Description tab with Document title entered (Adobe Acrobat Pro DC).

Document Properties X
Description  Security Fonts  Initial View Custom  Advanced
Description

File:  WordSample2021Remediated.pdf

Title: ‘Wnrd Document Optimized for Accessibility 2021

Author: ["Karen McCall, MEd."

Subject: ‘accasslb\a document design

Keywords:  |"A0DA, Accessibility for Ontarians with Disabilities Act, Section 508, ADA, Americans with Disabilities Act, CRPD, Convention on
the Rights of Persons with Disabilities, accescible document design, accessible PDF"

Created: 2021-08-119:31:37 AM Additional Metadata...
Modified: 2023-02-22 4:15:14 PM

Application:  Microsoft® Word for Microsoft 365

Advanced
PDF Producer:  Microsoft® Word for Microsoft 365
PDF Version: 1.7 {Acrobat 8.x)
Location: D\Documents\Sample Werd Document 202312021\
FileSize: 335.24 KB (343,283 Bytes)
Page Size: 8.50x 11.00in Number of Pages: 10

Tagged PDF:  Ves Fast Web View: No

Help oK | Cancel
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Figure 10 Document Properties dialog, Initial View tab showing Document Title to be shown (Adobe Acrobat
Pro DC).

Document Properties x

Description  Security Fonts  Initial View  Custom  Advanced

Layout and Magnification

Navigationtab:  Page Only V
Pagelayout:  Default -
Magnification: | Default ™

Opento page: |1 of 10 I

Window Options
[ Resize window ta initial page
[C) Center window on screen

[[] Open in Full Screen mode
LIV Document Title [

User Interface Options
[[] Hide menu bar
[CJ Hide tool bars

[ Hide window controls

Help oK I Cancel

PDF 18: Document Title - Foxit PDF Editor (Slide 18)

Figure 11 Properties, Description area, Document Title present (Foxit PDF Editor).

Create Genera
Open D DETpIET File le Word Document 2023\2021\WordSample2021CheckTO
Initial View PDF Version
Fast Web View
Save As A
[] Security Tagged PDF
PDF Optimizer — Page Size 11.00 inch]
Fonts
Pages
Action Wizard age
@ Advanced Title ord Document Optimized for Accessibility 2021]
i Subject accessible document desig
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Figure 12 Properties area, Initial View set to Show Document title (Foxit PDF Editor).

Properties Initial View
Create Layout and Destination
Open E?EI- Description Navigation Page Only
Initial View Page Layout Default
s - Magnification Default
[g] Security Open to page 1

PDF Optimizer
—
Fonts

@Advanced

Action Wizard
Export
Print

Batch Print

————

PDF 9: Headings - Microsoft 365 (Slide 19)
Use Heading Styles in Word.

Ensure that the Headings are sequential.

Avoid skipping Headings.

Avoid H1 followed by H3; or H2 followed by H6.

Heading styles are the foundation for a linked Table of Contents and Bookmarks in PDFs.
Use the default Slide Title placeholder in PowerPoint!

Do not replace with Text Boxes!

When presentations are converted to tagged PDF, it is the slide titles that convert to
Headings.

Title Slide and Section Headers are H1s

All other slide titles are H2s.

PDF 9 Headings: Acrobat and Foxit (Slide 20)
There are several ways to remediate Headings in either PDF Editor.
Double click on a Tag and change its designation.

Use the Reading Order panel or Order Panel to change its designation.

Right-click on the errant Tag, choose Properties and change the designation.
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Figure 13 Object Properties dialog in Acrobat showing the list of possible Tag designations.

Object Properties n

Content Tag Color

Type: |Heading |v

Bibliography Entry

Title: Block Cuote

Caption |
Actual Text: Code

Division

Document

Alternate Text for Images: | Figure

Form
Formula
: |
Language: | ~
Edit Tag... Edit Attribute Objects... Edit Attribute Classes...
Close

PDF 2: Bookmarks (Slide 21
Adobe Acrobat Pro DC and Foxit PDF Editor have a Bookmarks Panel in the Navigation
Pane.

Bookmarks can be added manually if the PDF is auto tagged or there is not a way to convert
Headings to Bookmarks.
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Figure 14 Bookmarks Panel in the Navigation Pane showing list of Bookmarks.

Bookmarks X
E=- &
ﬂ Publication Information
> ﬂ Additional Learning
Opportunities
ﬂ White Space in this
Tutoria

> ﬂ Starting Point for this
Tutoria

ﬂ The Basics

N @S OO

> ﬂ Tagging PDFs

S

> ﬂ The PDF Techniques for
WCAG 2.0,2.1 and 2.2

> D PDF 1: Applying Text
Alternatives (Alt Text)
to Images with the Alt
Entry in PDF Documents

> D PDF 2: Creating
Bookmarks in PDF

————————

PDF 2: Bookmarks - Microsoft 365 (Slide 22)

When saving a word document for the first time, go to the Options button in the Save As
dialog.

File, Save As, More Options.
In the Options dialog, check “Create Bookmarks from:” and then check Headings.

You should only need to do this once in a document or template.
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Figure 15 Options dialog from the Save As dialog once the PDF file type is chosen.

Options ? X

Page range
O
() Current page
Selection
() Page(s) From: |4 =] Te: [4 B
Publish what
© Document
Document showing markup

Include non-printing information

?Qreate bookmarks using::
© Headings
Word bookmarks
ﬂ Dacument properties
ﬂ Document structure tags for accessibility

PDF options
[T POF/A compliant
] optimize for image guality
ﬂ Eitmap text when fonts may not be embedded

[] Encrypt the document with a password

PDF 2: Bookmarks - Adobe Acrobat Pro DC (Slide 23)

Figure 16 New Bookmarks from Structure option in the Bookmarks Panel Options menu (Adobe Acrobat Pro
DC).

Bookmarks x
MNew Bookmark Ctrl+B

MNew Bookmarks from Structure...

Expand Current Bookmark

Expand Top-Level Bookmarks

N @S OB

+ Highlight Current Bookmark

&

Hide After Use

v Wrap Long Bookmarks

Text Size b

Set Default Bookmark Zoom level b
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Figure 17 Structure Elements dialog showing several Heading levels to be used as Bookmarks (Adobe Acrobat
Pro DC).

Structure Elements x I
Structure
Artifact
Figure
Footnate
H1
H2
H2
H4
L
Select All Clear All
|

PDF 2: Bookmarks - Foxit PDF Editor (Slide 24)

Figure 18 New Bookmarks from Structure option in the Bookmarks Panel Options menu (Adobe Acrobat Pro
DQC).

Bookmarks X

B- I [b

MNew Bookmark Ctrl+B

Expand Current Bookmark
Expand Top-Level Bookmarks

(8
N
@ New Bookmarks from Structure...
B
i

+ Highlight Current Bookmark
% Hide After Use

v Wrap Long Bookmarks

Text Size 3

Set Default Bookmark Zoom level »
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Figure 19 Structure Elements dialog showing several Heading levels to be used as Bookmarks (Adobe Acrobat
Pro DC).

Structure Elements * I

Structure

Artifact
Figure
Footnote
H1

H2

H2
H4
L

Select All Clear All
| -
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PDF 1: Alternate Text - Microsoft 365 (Slide 25)

Alternate Text can be added in the source document.

For example, Word, PowerPoint, Excel or Outlook.

Microsoft 365 has a “mark as decorative” checkbox for Artifacts.

Figure 20 Alt Text Pane in Word (Microsoft 365).

Alt Text vooX

How would you describe this object
and its context to someone who is
blind or low vision?

- The subject(s) in detail

- The setting

- The actions or interactions

- Other relevant information

(1-2 detailed sentences
recommended)

| Generate alt text for me

|| Mark as decorative i)

PDF 1: Alternate Text - Adobe Acrobat Pro DC (Slide 26)

Figure 21 Adobe Acrobat Pro DC, Accessibility tools, Set Alternative Text dialog.

l Set Alternate Text

Image 1 of 14

=

b

Alternate text: [ Decorative figure

Save & Close l

Cancel
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Figure 22 The Object Properties dialog for a tag in Adobe Acrobat Pro DC showing the Alternate Text edit

area.
Object Properties B
Content Tag Color
Type: |Figure ~
Title: |
Actual Text: |
Alternate Text for Images: f
©
: |
Language: w
Edit Tag... Edit Attribute Objects... Edit Attribute Classes...
Close

PDF 1: Alternate Text - Foxit PDF Editor (Slide 27)

Figure 23 Foxit PDF Editor Set Alternative Text dialog.

Set Alternate Text

Image 1 of 14

Alternate text: ["] Decorative figure

-

L

Cancel

Save & Close
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Figure 24 The Object Properties dialog on a tag in the Tags Tree (Foxit PDF Editor).

Object Properties n

Content Tag Color

Type: | Figure ~
Title:
Actual Text:
hd
Alternate Text:
-~
ID:
Language: ~
Edit Tag... Edit Attribute Objects... Edit Attribute Classes...

e |

PDF 4: Decorative Images - Microsoft 365 (Slide 28)

In Word, PowerPoint, Excel, and Outlook, graphics can be identified as decorative or
Artifacts.

If a graphic is marked decorative in Microsoft 365, it will be an Artifact when the content is
converted to tagged PDF.

Figure 25 Microsoft 365, Alt Text Pane, Mark as Decorative option.

Alt Text v X

How would you describe this object
and its context to someone who is
blind or low vision?

- The subject(s) in detail

- The setting

- The actions or interactions

- Other relevant information

(1-2 detailed sentences
recommended)

Generate alt text for me

Mark as decorative | L)
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PDF 4: Decorative Images - Adobe Acrobat (Slide 29)

Figure 26 Graphic in a PDF selected showing the buttons in the Reading Order Panel active (Adobe

1
Draw a rectangle around the content then click one of
the buttons below:

Text/Paragraph Figure

{8 Show page content groups

© Page content order

[s] Karen McCall, Med |

O Structure types

8 Show table cells

Ue\ Copyright 2022 |

(] Display like elements in 3 single block

8 Show tables and figures

Clear Page Structure. Show Order Panel

Help Close

Fg

Form Field Figure/Caption
Heading 1 Heading 4
Heading 2 Heading 5 Cell
Heading 3 Heading 6 Formula
Reference (q) Note (2) Background/Artifact

—1

Figure 27 Graphic in a PDF selected showing the buttons in the Reading Order Panel active (Adobe

I Set Alternate Text

Image 1 of 14

Alternate text:

b

[ Decorative figure

Save & Close

cancel
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PDF 4: Decorative Images - Foxit PDF Editor (Slide 30)

Figure 28 Foxit PDF Editor Set Alternative Text dialog.

Set Alternate Text

Image 1 of 14

Alternate text: [] Decorative figure

Save & Close Cancel

Figure 29Touch-Up Reading Order Panel showing graphic selected and Tag as Background/Artifact button
active (Foxit PDF Editor).

Touch Up Reading Order X
Draw a rectangle around the content then click
one of the buttons below:
Text Figure
I Figure - Mineral deposit in Cave of the...
Form Field Figure/Caption
Heading 1 Heading 4 Table
Heading 2 Heading 5 Cell
Heading 3 Heading & Formula
Reference(q) MNote(z) Background/Artifact
|_= ren McCall Med Table Editor
E 8 show page content groups ]
1O Page content order
() Structure types
@ show table cells ||
() Display like elements in a single box
@ Show tables and figures
Clear Page Structure... Show Order Panel
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PDF 8: Abbreviations - Adobe Acrobat Pro DC (Slide 31)

Figure 30 The Tags Tree showing the <Span> tag used to isolate an acronym (Adobe Acrobat Pro DC).

IIE ITISTILUU [TatIOTIdT Cdlle

~ 4 <P
- are blind or visually disabled.
5 e
v ¥ For acronyms:
& NFE
-
The NFBlis an American organization

=

% 5 3n American organization of people who | 4

> 4 <P>

Figure 31 Object Properties dialog showing the Content tab, Expansion Text editor (Adobe Acrobat Pro DC).

Chbject Properties

Content Tag Color

Type: Container

Container Tag: | Article ™
Structure Tag:  Article
.
Expansion Text:
| °q

Language:

Edit Dictionary...

Close

PDF 8: Abbreviations - Foxit PDF Editor (Slide 32)

Figure 32 Acronym isolated using the <Span> tag (Foxit PDF Editor).

<P> .
For acronyms:
The
<Span> The NFB.is an American organization of peaple who are blind or visually disabled.
is an Ametican organiz:
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Figure 33 Object Properties dialog Showing Content tab, Expansion Text editor (Foxit PDF Editor).

Object Properties n

Content  Tag Color

Type  Container

Container Tag: Span w

Structure Tag:  Span

Expansion Text: I

Language:

Edit Dictionary...

Close

PDF 6: Correct Table Tagging (Slide 33)

Tables must have a parent <Table> Tag.

The <THead> Tag contains the Table Header Row.
The <TBody> contains the data for the table.
<TR> must be present for rows in the table.

<TH> Tags identify column and row titles.

<TD> Tags identify Table Data Cells.

<TFoot> can be used for source/citation information
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Figure 34 Sample table tags in the Tags Tree of a PDF.

~ B <Table>

v <j‘ <THead=
~s B8 <TR>

> R <TH>

> B <TH=

> B <TH=
3 BF <IR>
v <j‘ < TBody>
~s B8 <TR>

> R <TH>

> B <TD=>

» B <TD=>

y B <TD=>

5 B «TD=
5 B8 <TR>
3 B5 <TR>

y B8 =TR=>

Page 26 of 47



PDF 20: Table Editor (Slide 34)
The Table Editor is available in both Adobe Acrobat Pro DC and Foxit PDF Editor.

It is accessed through the Reading Order Panel when a table is selected in a PDF.

This is not a fair checkpoint as not all PDF Editors may have a Table Editor.

Figure 35 Reading Order Panel showing Table Editor (Adobe Acrobat Pro DC).

his table is an example
Editor of a PDF Editor.

Draw a rectangle around the content then click one of

4 ible 1 Plants in my garden. the buttons below: l%]
nt & Text/Paragraph Figure
9ES Form Field Figure/Capticn
1 Heading 1 Heading 4 Table
" Heading 2 Heading 5 Cell
Heading 3 Heading & Formula
25plly Hocks /{ﬁ
> Reference (g} Mote (z) Background/Artifact
E
Table Editor
B Show page content groups | |

© Page content order
() Structure types
B Show table cells O

[T Display like elerents in a single block

B Show tables and figures ||
Clear Page Structure... Show Order Panel
Help Close
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PDF 20: Table Editor - Adobe Acrobat Pro DC (Slide 35)

Figure 36 Table Editor, Table Cell Properties dialog, Adobe Acrobat Pro DC.

Table Editor Options X

Color Options
Border color
Header cell color
Data cell color
Selection color

Show cells that span multiple rows or columns

N N OO = m

Show cells with missing header

Label Option

Show cell type (TH or TD)

oK Cancel

Figure 37 Table in Table Editor mode Adobe Acrobat Pro DC.

Tulesperson fry First Halt of 2020 TH Second Half of 2020

ITH THrst Quarter [rHecond Quarter [rHhird Quarter [rH/ourth Quarter
[THrnaby TDp00 TD|500 ITDE00 TDI500

THvia TDp25 TD|650 ITof 50 TOE7 75

[THIe TDf50 TD|750 TDb50 Tot950

TH:d TDE50 TD[B75 ITDROO TDL850

Figure 38 Table Cell Properties dialog in Adobe Acrobat Pro DC.

— |
Table Cell Properties *
Scope:  Mone w
(O Data Cell
Attributes
BRow Span: |1—
LColumn Span: |1—
D |
Associated Header Cell IDs: R
=
Cancel
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PDF 20: Table Editor - Foxit PDF Editor (Slide 36)

Figure 39 Table Editor, Table Editor Options sialog, Foxit PDF Editor.

Table Editor Options *

Color Options

Border color

Header cell color
Data cell celor
Selection color

Show cells that span multiple rows or columns

L
]
|
| |
| |

Show cells with missing header

Label Opticn

Show cell type (TH or TD)

OK l Cancel

Figure 40 Table in Table Editor mode, Foxit PDF Editor.

[m]esperson [74] First Half of 2020 Second Half of 2020 B

TH|rst Quarter |THbcond Quarter ird Quarter [Hburth Quarter |

| [THmaby [Tof00 [TD500 (10500 (10500 |

| [THvia Dp25 [of50 ]
H]e [Tof50 (10550

[ [m}d [0p50 0§00 ]

Table Cell Properties X
Type
Scope Mone w
() Data Cell
Attributes
Row Span: 1

Column Span: 1

10:

Associated Head Cell IDs:

0K l Cancel
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PDF 21: Correct List Tagging (Slide 37)

In PDFs, there is only the concept of a list, there is no distinction between an ordered and
unordered list.

You can have sub-lists.
Parent <L> Tag.
Each List Item has an <LI> Tag.

Each <LI> Tag has a <Lbl> Tag and <LBody> Tag.

Figure 42 Correctly tagged list and sub-list in a PDF.

v § <L
v § <U>
> §f <Lol>
v § <LBody>
iy ThereareTagsf
v § <>
> §F <Lol>

o O <LBody>

= ] The Tags are co

Important Note About Tags (Slide 38)

If a paragraph, table or list spans more than one page, the paragraph text must be in a
single <P> Tag, The complete table must be in a single <Table> Tag and the complete list
must be in a single <L> Tag.

If these elements are divided, they will be read as two separate paragraphs, two separate
tables and two separate lists.

The relationship of the information will be lost to those who use adaptive technology such
as a screen reader.
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Table Spanning Two Pages (Slide 39)

Figure 43 Sample table spanning two pages.

> 9 <P Salesperson First Half of 2020 Second Half of 2020
> q <P _l'st Quarter | Second Quarter | Th l_ Quarter FothQuarter
« & <Fble [Barnaby] 500] 50 50
Dlivia] 1525] 650] 50] 5]
S ko sy T a
> &8 <R 1250] pa75] 500] 850}
» &8 <TR> ]
~ @ KiBodp
N
5 &8 <R
5 &8 <R
5 &8 <R
> &= <TR>
3 &8 <R
> &5 <TR> Salesperson First Half of 2020 Second Half of 2020
3 5 < First Quarter | Second Quarter | Third Quarter Fourth Quarter
[7650] £450] 250 650
> q <> 1850] P585]
5 @ <+ 1675] E570]
5 o Edmund] 1355] £650] ;133 500
gz o0

PDF 11 and 13: Links (Slide 40)

Links must have the long web address or text and the “Link-OBJR” annotation in order to be
accessible.

Sometimes links coming from InDesign look like they are keyboard activated, even show up
in a list from a screen reader but cannot be activated using the Enter key.

Always check!

Alt Text is not needed on contextual links!

Figure 44 Correct tagging on an accessible link in a PDF.

V1'|=P>

= For older versions of b

<:'j’ Link - OBJR

= Karlen Communicz

Language and Language Changes (Slide 41)

A PDF needs a core language, but if there are parts of the PDF or parts of a sentence with
language changes, those need to be remediated.

PDF 16 and 19: Language (Slide 42)

The PDF must have a core language.

Document Properties, Advanced tab, Language.
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Use plain language so that the end-user can use their synthesized localized voice.
A single Tag can have a different language.
Object Properties, Language.

Grouping Tags such as <Sect> or part can group multiple Tags in a different language and
use the language attribute on the grouping Tag.

For words or phrases in a sentence, the <Span> Tag is used to isolate the word or phrase
and the language attribute is applied.

PDF 16: Language of Document (Slide 43)

Figure 45 Document Properties dialog showing Advanced tab Language setting (Adobe Acrobat Pro DC).

Document Properties X

Description  Security Fonts  Initial View Custom Advance d
PDF Settings

BaseURL: |

Search Indexs | Browse... Clear
Topped:  Unknown

Accessibility

PDE/UA Compliance: None “
Print Dialog Presets

PageScaling:  Default

DupleMode:  Simplex -

Paper Source by Page Size: [

Print Page Range:
Number of Copies:  [SEEHTYE -

Reading Options

Binding:  LeftEdge
Language: |English v

Protected Mode: On
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PDF 19: Changes in Language (Slide 43)

Figure 46 Correct tagging for language change in a sentence (Left) and Object Properties dialog showing
Language setting (Right).

Object Properties ﬂl
Content  Tag Color

et |Span

Tale |

dictual Text: |

Atemmate Text for Images: ’

titut national canadien ‘

= Canadian organization f

|

— ]

Edit Tag... Edit Attnbute Dbjects, Edit Attribute Clagses.

Lase

WCAG Techniques for PDF Forms (Slide 44)

This is a grouping of all WCAG 2.x success criteria for PDF forms. Keep in mind that PDF
forms are not HTML forms, so some things are different.

PDF Techniques for Forms (Slide 45)

PDF 12 name role etc. (Slide 46)

PDF 10 labels (Slide 47)

PDF 23 keyboard (Slide 48)

PDF 5 required fields (Slide 49)

PDF 15 buttons (Slide 50)

PDF 22 errors (Slide 51)

Form annotations must be added to the Tags Tree in order for the form to be accessible.
Form text must be tagged correctly.

Tooltips must be added to every form control.
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PDF 12: Name, Role... Adobe Acrobat -1 (Slide 46)

Figure 47 ToolTip area of the Properties dialog (Adobe Acrobat Pro DC).

Text Field Properties n

General Appearance Position Options Actions Format Validate  Caloulate

Marne: |Name

Tooltip: |First and last name|

Comrmon Properties

Form Field: | Wisible ~ [JRead Only
Qrientation: | 0 v | degrees [ Required
JLocked Cloze

Figure 48 Sample of a correctly tagged form question with the <Form> Tag and its annotation nested with the
question text (Adobe Acrobat Pro DC).

v First and last name (required)

= First and last name (requi

o ;|

\;“ FirstLastName - OBJR
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PDF 12: Name, Role... Adobe Acrobat - 2 (Slide 47)

Figure 49 Dropdown Properties dialog showing entries for a dropdown list (Adobe Acrobat Pro DC).

Dropdown Properties

General Appearance Position Options Actions Format Validate Calculate

Item: |FuIIT|me

Export Value: |

Item List: (ARG
Part Time

Continuing Education

Delete

Down

I () Sort items

() Allow user to enter custom text
B Check spelling

() Commit selected value immediately

Select an item in the list to make it the
default choice.

v

[ Locked

Close
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Figure 50 Format tab in the Text Field Properties dialog showing date settings (Adobe Acrobat Pro DC).

Text Field Properties nl

General Appearance Position Options Actions Fermat Validate Calculate

Select format category:  Date w

Date Options

d-mmm-yyyy

dd-mmm-yy

dd-mmm-yyyy

|
yyyy-mm-dd

mmm-yy

Example of current format: 24-02-16

(") Use the Date format category to display enly the date
\J or both date and time values. Use the Time format
category to display only the time.

[_] Locked Close

PDF 12: Name, Role... Foxit PDF Editor - 1 (Slide )

Figure 51 Pop-up for a form control (Foxit PDF Editor).

e
Mame: FirstLastMame

[ | Required All Properties
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Figure 52 Properties dialog showing ToolTip area highlighted (Foxit PDF Editor).

Text Field Properties

General Appearance Position Options Format Validate Calculate Actions

MName:  FirstLastMame

RL:1e i First and last name (required |

Commen Properties

Form Field:  Visible ~ [_JRead Only

Qrientation: 0 ~  Degrees REqUifEQ

() Locked Close |

PDF 12: Name, Role... Foxit PDF Editor - 2 (Slide 50)

Figure 53 Text Field Properties dialog, Options tab showing Alignment (Foxit PDF Editor).

ITe:d Fizld Properties *
General Appearance Position Options Format Validate Calculate Actions
Alignment:
|
Default Value:
B scroll long text
Allow Rich Text Formatting
I [ Limit of 1 Characters I
Pazzword
Field is used for file selection
@ Check spelling
Comb of Characters
Multi-line
Auto
[ Locked Close
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Figure 54 Text Field Properties dialog, Format tab, Number and Currency format (Foxit PDF Editor).

ITexT Field Properties x

General Appearance Position Options Format Validate Calculate Actions

Select format category:

MNumber Opticns |
Decimal places: 2 w
Separator style: 1,234.56 p
I Currency Symbol: .5, Dollar(5) R I
Megative number style:  [_] Show parentheses
] Use red text

Example of current format:  54,123.03

Use the Mumber format category to display numbers, including
currency styles,

[ Locked Close

PDF 10 Labels (Slide 51)
In the language of WCAG, Labels have a couple of meanings...I think.

In this case, “Label” is referring to the text in the form what asks for the information.
For example, First Name, Last Name, Date.

Include the date format in the text of the form AND in the Tooltip.

Figure 55 PDF form with date and date format identified in the "Label".

Date (mm-dd-yy)

PDF 23 Keyboard (Slide 52)

Form controls in PDF forms must be usable/accessible by keyboard.
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This is where ensuring that the form is tagged correctly, and the form annotations are in
their correct place in the Tags Tree.

Both must be correct in a PDF form.

Same idea as with links.

Figure 56 Correctly tagged date form control.

vﬂqP}

= Diate (mm-dd-yy)

O Date :DBJF{

PDF 5: Required Fields (Slide 53)

There is a checkbox in the Properties dialog of form controls that can designate it required.

[ generally use the entire word required so that the end-user knows that a form control is
required.

It is too easy for an asterisk to be misread or skipped depending on the voice used by the
end-user.

r.n

Using the abbreviation “req’s” also present accessibility issues.
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Figure 57 Text Field Properties dialog showing the Tooltip indicating a required field and the Required check
box checked (Adobe Acrobat Pro DC).

Text Field Properties n

General Appearance Position Options  Actions Format  Validate Calculate

Mame: |Fir5tLastName

Tooltip: |Fir5t and Last Name - Required

Commaon Properties

Form Field:  Visible w ] Read Only
— =
Orientation: 0 ~  degrees Required
[ Locked Close

PDF 15: Submit Button (Slide 54)

There are two parts to creating an accessible Submit button:
The Tooltip which the adaptive technology reads.
The text or value on the button that is visible to those accessing the form visually.

Submit button actions are found under the Action button in the Button Properties dialog.
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Figure 58 Sample Submit buttons. Note the one in the upper left has no label and is inaccessible visually.

Submit

Submit

Submit

Submit"

PDF 22: Error Messages (Slide 55)
When you define a date format (for example), if the date is entered incorrectly, there will
be an error message indicating the correct date format as defined by the form control.

If you are using a character limit on a multi-line form control, there is no error message
when the limit is exceeded.

Figure 59 Date form control with inaccurate format entered and Error dialog.

September 5, 2024
Date (date format yy-mm-dd)

Warning: JavaScript Window -

¥y Invalid date/time: please ensure that the date/time exists. Field [ Date ] should

! &# match format yy-mm-dd

PDF 23: Interactive Forms (Slide 56)
This technique reinforces that the form itself must be tagged and the form controls must be
in the Tags Tree in the <Form> Tag.

Each <Form> Tag must be in the same <P> Tag with the information being asked for.

Page 41 of 47



Figure 60 Correctly tagged form control in the Tags Tree.

LW 1‘| ﬂF'.‘:-
= | First and last name (requi

"y O <Form>

& FirstLastName - OBJR

Page Headers, Footers and Page Numbers (Slide 57)

In PDFs, Page Headers and Footers as well as Page Numbers are non-printing elements and
are NOT tagged!

PDF 14: Page Headers and Footers (Slide 58)

In PDFs the page headers and footers are “non-printing” elements and are Artifacts.

They don'’t serve the same purpose as they do in HTML.

Visually, do you stop and read every page header and footer for every page in a document?
We shouldn’t be forced to either.

PDF 17: Page Numbers (Slide 59)

Page numbers are not tagged in the Tags Tree!

Where would you put page numbers in the middle of a paragraph, list or table?

Before the 3 pages of table, after, in the middle where someone is trying to understand the
data?

Page Labels are used by everyone to designate correct page numbers.
JAWS and NVDA have keyboard commands to read page Labels.

Ctrl + Shift + N opens the Go To Page dialog in Acrobat. You can also double-click in the
Toolbar and type in a page number to go to in most PDF Editors or Readers.

Figure 61 Go To Page dialog (Adobe Acrobat Pro DC).

Go To Page X

Page: ii| of 21
oK l Cancel
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PDF 17: Page Labels in PDFs (slide 60)

Figure 62 Pages Panel context menu showing Page Labels (Adobe Acrobat Pro DC).

Insert Pages »
Extract Pages...

Replace Pages...

Delete Pages... Shift+Ctrl+D
Crop Pages...

Rotate Pages... Shift+Ctrl+R
Export Pages »

Page Transitiong...

Cut Ctri+X
Copy Ctrl+C
Page Labels...

Print Pages... Ctrl+P

Embed All Page Thumbnails

Remove Embedded Page Thumbnails

Reduce Page Thumbnails
Enlarge Page Thumbnails

Page Properties...

Figure 63 Pages Panel and Page Label dialog (Adobe Acrobat Pro DC).

E-~ @ ; OO0 Page labels x

Pages

Oall
© Selected

O From: |1 To: |1 of 21

MNumbering

.@ © Begin new section
&,
Stylee 1,23, .. ~

Prefi: ICD\rer
Start: |1

() Extend numbering used in preceding section to selected pages

Samples  Cover 1, Cover 2, Cover 3, ...
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Tab Order and Logical Reading Order (Slide 61)

There is a misconception that those of us who use adaptive technology (screen readers)
“Tab” through content. We Tab through links and Form Controls, not text. The Logical
reading Order of a PDF is not the same as the Tab Order.

PDF 3: Tab Order - 1 (Slide 62)
The Tab is used to move from link to link or form control to form control.

Itis NOT used to move character by character, word by word, line by line, paragraph by
paragraph.

Figure 64 Tab Order numbers in a PDF form.

PT I T[ [ E [[[[[[T]

Calculated Form Control
Number of T-Shirts ($15 CAD Each Quantity:

Number of Jackets ($40 CAD each)) Quantity: JacketsQuantity

Total dollar amount for T-Shirts: F Ex=p 0.00

Total dollar amount for Jackets: F E===p 0.00
Total dollar amount of T-Shirts and Jackets: F fotsDotlarAmourc] B8]

PDF 3: Tab Order - 2 (Slide 63)

Think of this. If someone was just using the Tab key to move through content, how would
we know which “Tab” moved us character by character, which “Tab” moves us word by
word, which “Tab” moves us line by line, which “Tab” moves us paragraph by paragraph,
which “Tab” moves us page by page, which “Tab” lets us navigate by Heading, table, list, or
graphic? If we stop to think of the implications of using a single key to navigate every
element, we see the fallacy in this type of thinking. It is the same when we think of text with
no punctuation.

PDF 3: Logical Reading Order (Slide 64)

The logical reading order of a PDF is not necessarily the order in which content is laid out
in the document.

Consider a multilingual document where one language is on the left and the other is on the
right (in columns).

Logically, all of one language would be grouped together.
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PDF 3: Sample Multilingual Document (Slide 65)

Figure 65 Multilingual PdF with all of one language grouped together; and all of the other language grouped

together.

Accessibility tags
B-©®

~ B Tags
« @ <Document>

> i(Hh

> q <P

vc-
> i(Hb

> q" <P>

5 q <P

> 9 <P>

> q" <P>

vi<Pan:>
> @<

> ﬂ <Pz

> q P

5y q @

> ﬂ <Pz

> q P

B DS oD

Multilingual Document Sample
Whatis e gl reséingorder?

e

Frangais Texte

‘fournit en-tée,psd

complétentles unsles autmez Par

hocument coordinated. Whenyou dick
Pesign and choose a new Theme, e

Cliquez sur Insérer, puss choisissez les

—— vous diquez sur

sraphiques Smarshrt changeat pous

tétes changent pour correspandre au

ou prove your poict Whea you dlick

Lorsque vous ravallez s une uble,

PDF 3: Logical Reading Order - Tri-Fold Brochure (Slide 66)

Figure 66 Logical reading order for a tri-fold brochure. Read the title panel first.

Accessibility tags X

TOPIC CHANGE
Video provides a powesful way to help you prove
voue poiat. Whea you click Online Video, you
can paste in the embed code for the video you
want to add. You can also type 4 keyword to
seatch oaline for the video that best fts your
document

To make your document look professionally
produced, Woed peovides heades, footes, coves
page, and text box designs that complement each
other. For example, you can dd a matching
cover page, header, and sidebar. Click Insert and
then choose the clements you waat from the
diffecent gallenies

Themes and styles also help keep yous document
coosdinated. When you click Design and choose
 new Theme, the pictuses, charts, and SmartAst
‘geaphics change to match yous new theme. When
you apply styles, yous headings change to match
the new theme.

Video provides a powerful way to help you prove
voue point. Whea you click Online Video, you
can paste in the embed code for the video you
want 1o add.

Video provides a powerful way to help you prove
yous point. Whes you click Onlize Video, you
can paste in the embed code for the ideo you
want t0 add

Resources (Slide 67)

Some of these resources are free, others are fee-based.

1.

TOPIC CHANGE
Video provides a powesful way to help you prove
yous point. When you click Online Video, you
can paste in the embed code for the video you
waat to add. You can ako type a keyword to
seasch online for the video that best fts your
document

To make your document Jook professionally
produced, Word provides header, footer, coves

then choose the elements you want from the
diffesent gallesies
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WCAG PDF Techniques in Order (Slide 68)
PDF 1 Alt Text

PDF 2 Bookmarks

PDF 3 Tab Order/Logical Reading Order
PDF 4 Decorative Images

PDF 5 Required Fields

PDF 6 Tables

PDF 7 Scanned PDFs

PDF 8 Abbreviations/Acronyms
PDF 9 Headings

PDF 10 Labels

PDF 11 Correct Link Annotations
PDF 12 Name, Role, Value

PDF 13 Alt Text for Links

PDF 14 Page Headers and Footers
PDF 15 Buttons

PDF 16 Default Language

PDF 17 Page Numbers

PDF 18 Document Title

PDF 19 Changes in Language
PDF 20 Table Editor

PDF 21 Lists

PDF 22 Errors

PDF 23 Keyboard

Additional 2.1 Techniques (Slide 69)
.3.5 Identify Input Purpose (AA)

1.3.6 Identify Purpose (AAA)
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1.4.10 Reflow (AA)

1.4.13 Content on Hover or Focus (AA)

2.5.3 Label in Name (A)

2.5.6 Concurrent Input Mechanisms (AAA)

4.1.3 Status Messages (AA)

Additional 2.2 Techniques (Slide 70)
2.4.13 Focus Appearance (AAA)

2.5.8 Target Size (Minimum) (AA)

3.3.7 Redundant Entry (A)

Authentication is voluntary with the PdF Identifier.
It is often added automatically, or without verification.

3.3.8 Accessible Authentication (Minimum) (AA)

3.3.9 Accessible Authentication (Enhanced) (AAA)

Contact Information (Slide 71)
Karen McCall, M.Ed.

info@karlencommunications.com

Karlen Communications Home Page!?

Karen McCall School on Teachable (eachable.com)?

Not on Facebook or Instagram, no longer on twitter...but am on LinkedIn and Mastadon!

1 Karlen Communications Home page: https://www.karlencommunications.com/
Z Karen McCall School on teachable: https://karen-mccall.teachable.com/
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