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1.3 About this Module

About this Module

In this module, you will learn how to:
« Start with an accessible document
* Locate the following items:

o Accessibility tags panel

o Prepare for accessibility tool

= Check for accessibility tool

= Fix reading order tool

* Understand the Accessibility
Checker results icons

About this Module
In this module, you will learn how to:
e Start with an accessible document
e Locate the following items:
o Accessibility tags panel
o Prepare for accessibility tool
= Check for accessibility tool
= Fix reading order tool

e Understand the Accessibility Checker results icons.
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Get Started, 1 of 2

This course is designed to teach people how to make PDFs accessible using Adobe
Acrobat Pro. PDFs cannot be remediated using Acrobat Reader.

As noted in the Accessible Word Document training, it is essential to start with an
accessible source document. The source document must be properly converted
into a PDF. This creates a PDF that is ready for remediation.

Review the Word training for the correct PDF conversion steps, if needed.
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This course is designed to teach people how to make PDFs accessible using Adobe Acrobat Pro.
PDFs cannot be remediated using Acrobat Reader.

As noted in the Accessible Word Document training, it is essential to start with an accessible
source document. The source document must be properly converted into a PDF. This creates a
PDF that is ready for remediation.

Review the Word training for the correct PDF conversion steps, if needed.



1.5 Get Started, 2 of 2

Get Started, 2 of 2

If you are starting with a document created without the use of basic accessibility
concepts, or created before accessibility tools were available, take a minute or two
to manually check for issues. Check color contrast, document properties,
alternative text, heading structure, and hyperlinks. It is often easier to fix these
problems in the source document.

Have an old, legacy document? It's usually easier to create a new source document
and then convert it to PDF.

This module introduces the tools. Module 2 begins the remediation process.

Get Started, Slide 2 of 2

If you are starting with a document created without the use of basic accessibility concepts, or
created before accessibility tools were available, take a minute or two to manually check for
issues. Check color contrast, document properties, alternative text, heading structure, and
hyperlinks. It is often easier to fix these problems in the source document.

Have an old, legacy document? It's usually easier to create a new source document, and then
convert it to PDF.

This module introduces the tools. Module 2 begins the remediation process.
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Keyboard Navigation Tips for Acrobat Pro
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These instructions work for all actions unless otherwise
stated.

* Press the F6 key to move between the panes

* Use the Tab and arrow keys to move within the
individual panes

* Use the Enter key to select an item
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Keyboard Navigation Tips for Acrobat Pro
These instructions work for all actions unless otherwise stated.
e Press the F6 key to move between the panes.
e Use the Tab and arrow keys to move within the individual panes.

e Use the Enter key to select an item.
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Adobe released a new version of
Acrobat Pro in 2025. The location of
some tools and features has changed
from earlier versions. Here are some
changes in the updated experience:

* The Navigation pane is on the Navetonlpanc e N

right.

* The All tools panel is on the left.
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Navigation and All Tools

Adobe released a new version of Acrobat Pro in 2025. The location of some tools and features
has changed from earlier versions. Here are some changes in the updated experience:

e The Navigation pane is on the right.

e The All tools panel is on the left.
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Menu

The traditional ribbon is now a hamburger menu (three horizontal lines next to the word
“Menu”) at the top left of the screen.
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Navigation Pane Options
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The Navigation pane includes the Accessibility tags
panel and the Bookmarks panel.

The bottom of the Navigation pane has options to
navigate pages and access zoom settings.
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Navigation Pane Options
The Navigation pane includes the Accessibility tags panel and the Bookmarks panel.

The bottom of the Navigation pane has options to navigate pages and access zoom settings.
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New Names
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New Names

Some items and tools have new names. For example, the Accessibility tool is now called
“Prepare for accessibility.”

Although the New Acrobat Experience makes the software look different and changed the
names of some tools, everything works the same.
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Before You Begin

Important!

If you aren’t familiar with the basics for creating accessible Word documents, stop
right here.

Before starting this course, take the Accessible Word Document training to learn

basic accessibility concepts. A link to the training is available in the Resources
section.

Before You Begin

Important!

If you aren’t familiar with the basics for creating accessible Word documents, stop right here.

Before starting this course, take the Accessible Word Document training to learn basic
accessibility concepts. A link to the training is available in the Resources section.
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1.12 Ready to Go

Ready to Go

Completed the Accessible Word Document training?

Now you're ready to get started!

Ready to Go
Completed the Accessible Word Document training?

Now you’re ready to get started!
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1.13 Accessibility Tags Icon

Accessibility Tags Panel Icon
The Accessibility tags panel icon is found in the Navigation pane,on — & %
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« If the icon isn't visible, right-click (Shift + F10) in any blank I o
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Accessibility Tags Panel Icon

The Accessibility tags panel icon is found in the Navigation pane, on the right side of your
screen. It looks like a price tag.

e If theicon isn't visible, right-click (Shift + F10) in any blank space on the Navigation pane.
A list of additional options appears.

12



1.14 Quick Tools

Quick Tools < PREV
= e (D ¥y AcobtDCPOPDFAC X | # Creme QLo He® - 0O Xx
Atoos  EM Comert i et o0 tscks. @ S =2
—_— 5 B 3 3 U L
a.

A floating, customizable Quick tools panel has
replaced the old toolbar at the top of the screen.
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Quick tools

A floating, customizable Quick tools panel has replaced the old toolbar at the top of the screen.
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Tag Tree
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Tag Tree
Most remediation work happens in the tag tree.

Tags define the document’s structure and the order assistive technologies (screen readers and
Braille displays) use when reading the document.

You will learn more about the tag tree in Modules 3 and 4.
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Order Panel
v B Comment There is an Order panel in the Navigation pane. To set the
’ E fockmatid reading order, only use the Accessibility tags panel. Do not
Qa — use the Order panel. It cannot be accessed by assistive
T technologies.
& At
B
@
S

Signatures

Resetside panels

Order Panel

There is an Order panel in the Navigation pane. To set the reading order, only use the
Accessibility tags panel. Do not use the Order panel. It cannot be accessed by assistive
technologies.
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Prepare for Accessibility Panel
= R The Prepare for accessibility option is found in
Alocls  Edt Comvert ESign the All tools panel on the left side of your

screen.
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View more

Prepare for Accessibility Panel

The Prepare for accessibility option is found in the All tools panel on the left side of your screen.

Let’s review the tools in this panel that are used to remediate PDF documents.
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Check for Accessibility
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Check for Accessibility

Opens the automated checker to help identify accessibility issues.
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Fix Reading Order
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Fix Reading Order

Opens the reading order tool used for basic tagging functions.

Fix reading order:
* Opens the reading
order tool used for
basic tagging functions.
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Reading Order Tool, 1 of 5
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When the Reading Order tool is opened, shaded boxes appear around the text. These boxes
provide useful information:
« All content inside a shaded box is tagged and can be accessed by assistive technologies.
+ All content not in a shaded box is not tagged and therefore not accessible.

* At the top left of each shaded box is a white box which indicates that content’s tag type.

Reading Order Tool, Slide 1 of 5

When the Reading Order tool is opened, shaded boxes appear around the text. These boxes

provide useful information:

¢ All content inside a shaded box is tagged and can be accessed by assistive technologies.

¢ All content not in a shaded box is not tagged and therefore not accessible.

e At the top left of each shaded box is a white box which indicates that content’s tag type.
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Reading Order Tool, 2 of 5
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The Reading Order tool can be used to tag content or place decorative content into
the background. We'll talk more about this in the next two slides.

Close the Reading Order tool by either selecting the X in the upper right corner or by
selecting the Close button on the bottom right.

Reading Order Tool, Slide 2 of 5

The Reading Order tool can be used to tag content or place decorative content into the
background. We'll talk more about this in the next two slides.

Close the Reading Order tool by either selecting the X in the upper right corner or by selecting
the Close button on the bottom right.
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Reading Order Tool, 3 of 5

Reading Order n

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

TextfParagraph Figure
Form Field Figure/Caption
Heading | Heading 4
Heading 2 Heading 5 cell

Heading 3 Heading 6 Formula

Reference () Note (z) Background/Artifact

The top section of the Reading Order tool has multiple buttons that add or change
tags. These include tags for normal text, headings, figures and tables. Not all types of
tags are included in this tool.

We'll cover common tags in Module 3.

Reading Order Tool, Slide 3 of 5

The top section of the Reading Order tool has multiple buttons that add or change tags. These

include tags for normal text, headings, figures and tables. Not all types of tags are included in
this tool.

We’ll cover common tags in Module 3.
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Reading Order Tool, 4 of 5
{8 show page content groups [ |
(O Page content order
1O structure types
18 show table cells |
() Display like elements in 2 single block
18 show tables and figures n

Clear Page Structure. Show Order Panel

Help Close

The bottom section of the Reading Order tool contains a series of checkboxes and
radio buttons. These options affect how the document’s content is displayed on the
screen:

* Show page content groups checkbox: Select this option. It adds the shaded
boxes around the content on the page.

= Page content order radio button: Do not select this option. It doesn’t display the
reading order used by assistive technology.

Reading Order Tool, Slide 4 of 5

The bottom section of the Reading Order tool contains a series of checkboxes and radio
buttons. These options affect how the document’s content is displayed on the screen:

e Show page content groups check box: Select this option. It adds the shaded boxes

around the content on the page.

e Page content order radio button: Do not select this option. It doesn’t display the reading

order used by assistive technology.
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Reading Order Tool, 5 of 5

{8 show page content groups | |
O Page content order
1O structure types

18 show table cells |

([ pisplay like elements in 2 single block

{8 show tables and figures |

Clear Page Structure. Show Order Panel

Help Close

* Structure types radio button: Select this option. It displays tag types.

« Display like elements in a single block checkbox: Keep this unchecked. It
combines similar tags together in groups, making remediation more difficult.

* Show tables and figures checkbox: Select this option if you want a colored box
around tables and figures.

Reading Order Tool, Slide 5 of 5
e Structure types radio button: Select this option. It displays tag types.

e Display like elements in a single block checkbox: Keep this unchecked. It combines similar
tags together in groups, making remediation more difficult.

e Show tables and figures checkbox: Select this option if you want a colored box around
tables and figures.
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Check for Accessibility Tool, 1 of 3

Accessibility Checker Options. x

Report Options The Check for accessibility tool checks
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Help Start Checking Cancel

Check for Accessibility Tool, Slide 1 of 3

The Check for Accessibility tool checks the document for accessibility issues. This tool finds
common issues like missing document titles or missing alt text.
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Check for Accessibility Tool, 2 of 3
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To run the automated accessibility checker:
* From the All tools panel, select Prepare for accessibility.

« Select Check for accessibility.

Check for Accessibility Tool, Slide 2 of 3

To run the automated accessibility checker:

e From the All tools panel, select Prepare for accessibility.

e Select Check for accessibility.

x
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Check for Accessibility Tool, 3 of 3
Accessibility Checker Options x

Report Options  Select the Start Checking button on

B creste sccessinley report the bottom right of the pane to run
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(] Attach report to document
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checks for 32 accessibility criteria.

Some of the checked items conform
to Web Content Accessibility
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Help Start Checking Cancel

Check for Accessibility Tool, Slide 3 of 3
e Select the Start Checking button on the bottom right of the pane to run the checker.
e The results openin a popup window.

Acrobat Pro’s checker automatically checks for 32 accessibility criteria. Some of the checked
items conform to Web Content Accessibility Guidelines (WCAG), but not all.

For State of Minnesota employees, the document must meet WCAG 2.1, Level A and AA
requirements.
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1.28 Accessibility Checker Results Pane

Accessibility Checker Results Pane

The Accessibility Checker pane provides four result types (three indicated by icons):

= Failed - Red circle with a white X: The accessibility check identified an accessibility
issue that must be fixed.

* Needs Manual Check - Blue circle with a white ?: The accessibility checker
couldn't verify this item. It must be manually checked. This includes reading order
and color contrast.

= Did not check (Skip Rule) - Yellow triangle with a black !: The accessibility checker
did not check this item or the item was manually skipped.

= Passed - No symbol (just text): These items passed the accessibility check.

Important! The built-in accessibility checker is a good tool, but it does not
guarantee an accessible document. Learn more about the accessibility checker in
Module 10.

Accessibility Checker Results Pane

The Accessibility Checker pane provides four result types (three indicated by icons):

e Failed - Red circle (X): The accessibility check identified an accessibility issue that

must be fixed.

e Needs Manual Check - Blue circle (?): The accessibility checker couldn't
automatically verify this item. You need to manually check it. This includes reading

order and color contrast.

e Did not check (Skip Rule) - Yellow triangle (!): The accessibility checker did not check

this item or the item was manually skipped.

Passed - No symbol (just text) - These items passed the accessibility check.
Important! The built-in accessibility checker is a good tool, but it does not guarantee an
accessible document. You will learn more about the accessibility checker in Module 10.
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1.33 Summary

Summary

In this module, you learned how to:
« Start with an accessible document when possible.
* Where to locate the:
o Accessibility tags panel
o Prepare for accessibility tool
= Check for accessibility tool
= Fix reading order tool

* How to read the Accessibility Checker icons.

With these tools and practices, you can create accessible PDFs with confidence.

Summary
In this module, you learned how to:
e Start with an accessible document when possible.
e Where to locate the:
o Accessibility tags panel
o Prepare for accessibility tool including:
= Check for accessibility tool
= Fix reading order tool and

e How to read the Accessibility Checker icons.

With these tools and practices, you can create accessible PDFs with confidence.
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1.34 Module 1 Complete

Module 1 Complete

Congratulations!

You have completed Module 1: Get Started.

The Office of Accessibility would like to thank you for your hard work.

Click the Exit button to continue with the course.

EXIT

Module 1 Complete
Congratulations!
You have completed Module 1: Get Started.

The Office of Accessibility would like to thank you for your hard work.
Click the Exit button to continue with the Course.
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