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About this Module

In this module, you will learn how to:
* Add metadata (Title, Author, and Subject)

« |dentify potential accessibility issues

* Set Initial View to “Show: Document Title”

* Set document Language

About this Module

In this module, you will learn how to:
e Add metadata (title, author, and subject)
e I|dentify potential accessibility issues
e Setinitial view to Show: Document Title

e Set document language.
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Locate Document Properties

8l @ AcrobatProPDF Acc

Document properties are an important piece for
accessible PDFs. It allows you to add metadata and set
language settings.
* Metadata (such as Title, Author, and Subject) helps
screen readers convey information about the
document’s purpose and origin.

* Setting the document language ensures that
assistive technologies, like screen readers, : :
pronounce words correctly and apply appropriate
linguistic rules.

In this module, we’ll cover how to add metadata and set
the document's language.

To begin, select the Menu dropdown and then select
Document properties (or use Ctrl + D).

Locate Document Properties

Document properties are an important piece for accessible PDFs. It allows you to add metadata
and set language settings.

e Metadata (such as Title, Author, and Subject) helps screen readers convey information
about the document’s purpose and origin.

e Setting the document language ensures that assistive technologies, like screen readers,
pronounce words correctly and apply appropriate linguistic rules.

In this module, we’ll cover how to add metadata and set the document's language.

To begin, select the Menu dropdown and then select Document properties (or use Ctrl + D).
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The Document Properties box has %
important information for both the

author and end user.

Select the Description tab on the top
left. Confirm or enter the following
information:

* Title: Title of the document. The
title is read aloud by screen

readers.

¢ Author: Author of the
document. State of Minnesota P0F roducer. Addbe FOF Lisary 150
employees should use the e

ccessibility Training POF\

agency name and division.

401 MB (4201602 Bytes)

Number of Poges: 38

Subject: Document topic. This
may be the same as the title.

Fest Wieb View: No
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The Document Properties box has important information for both the author and end user.
Select the Description tab on the top left. Confirm or enter the following information:

e Title: Title of the document. The title is read aloud by screen readers.

e Author: Author of the document. State of Minnesota employees should use the agency
name and division.

e Subject: Document topic. This may be the same as the title.
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Review the following information to
determine potential accessibility
issues:

stom  Advanced

* Application: Displays the
software used to create the
source document.

* PDF Producer: Displays the
software used to convert the file Crested. 6152018100412 AM
to PDE. Modtesd

Appiication:  Acrobat PDFMaker 16 for Word

12025 216:58 PM

The sample shown here was created Adanced

in Microsoft Word and converted £0F Prodorer,Acobe POF Lbary K0
using the Acrobat conversion
software. It is an example of a
properly created PDF.

401 MB (4201602 Bytes)
PageSize: 850xT100in Number of Poges: 38

Togged POF. Yes Fest Wieb View: No
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Review the following information to determine potential accessibility issues:

e Application: Displays the software used to create the source document.
e PDF Producer: Displays the software used to convert the file to PDF.

The sample shown here was created in Microsoft Word and converted using the Acrobat
conversion software. It is an example of a properly created PDF.
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Challenging PDFs, 1 of 2 <PREV [ NEXT >
Created:  3/6/2025 2:50:16 PM Created: 4/20/2018 1:08:17 PM
Modified: ~3/6/2025 2:50:16 PM Modified: 4/20/2018 1:06:17 PM
Application:  PScripts.dll Version 522 Application: - RICOH MP C4504
Advanced Advanced
PDF Producer:  Acrobat Distiller 24.0 (Windows) PDF Producer: RICOH MP C4504

PDF Version: 16 (Acrobat 7x) PDF Version: 14 (Acrobat 5.x)

Important! Not all PDFs are created equal—some are much harder to fix. Check the
Application and PDF Producer section to understand how the PDF was created. If
the PDF was converted improperly, it may be difficult to remediate.

Here are two examples of challenging PDFs:

* The first example has PScript5.dll under application. This PDF was created
using the Print to PDF function. This method removed all accessibility features
in the source document.

* The second example has a brand of a copy machine under both Application
and PDF Producer. This file is from a scanned PDF. The file is an image with no
readable text.
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Important! Not all PDFs are created equal-some are much harder to fix. Check the Application
and PDF Producer section to understand how the PDF was created. If the PDF was converted
improperly, it may be difficult to remediate.

Here are two examples of challenging PDFs:

e The first example has PScript5.dll under application. This PDF was created using the
Print to PDF function. This method removed all accessibility features in the source
document.

e The second example has a brand of a copy machine under both Application and PDF
Producer. This file is from a scanned PDF. The file is an image with no readable text.
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Modified: 3/6/2025 2:50:16 PM Modified: 4/20/2018 1:06:17 PM

Application:  PScripts.dll Version 522 Application: - RICOH MP C4504
Advanced Advanced
PDF Producer:  Acrobat Distiller 24.0 (Windows) PDF Producer: RICOH MP C4504
PDF Version: 16 (Acrobat 7.x) PDF Version: 14 (Acrobat 5.x)

In both cases, the result is a PDF that can’t be read by screen readers or
remediated using standard tools.

What to do:

* Ask the document creator for the original source file. Then convert it to PDF
using the appropriate conversion method.

« If the original is unavailable, you may need to recreate the document from
scratch.

Challenging PDFs, Slide 2 of 2

In both cases, the result is a PDF that can’t be read by screen readers or remediated using
standard tools.

What to do:

e Ask the document creator for the original source file. Then convert it to PDF using the
appropriate conversion method.

e [f the original is unavailable, you may need to recreate the document from scratch.
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Initial View Tab

To ensure the document title appears >
in the title bar or tab when the PDF is
open, it must be set on the Initial
View tab. This makes the title easier
to identify for everyone, including
users with assistive technology.

* In Document Properties, select
the Initial View tab.

The Show dropdown menu has
two options: File Name or
Document Title.

Choose Document Title. You can
also set the title from the
Accessibility Checker results
pane.

Initial View Tab

To ensure the document title appears in the title bar or tab when the PDF is open, it must be
set on the Initial View tab. This makes the title easier to identify for everyone, including users
with assistive technology.

e In Document properties, select the Initial View tab.
e The Show dropdown menu has two options: File Name or Document Title.

e Choose Document Title. You can also set the title from the Accessibility Checker results
pane.
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Advanced Tab - Set the Document Language

As noted earlier, setting the correct Pocmnent brpaies &
document language helps screen i i i i 2o

readers pronounce words accurately sasevR: |

and apply the right grammar rules. —

* In Document Properties, select
the Advanced tab to set the Aty
document’s language. AT e

¢ Under Reading Options, use the e o o
Language dropdown menu to Dupletiode | simplex
select the appropriate language. s

You can also set the document
language from the Accessibility
Checker results pane.

Advanced Tab — Set the Document Language

As noted earlier, setting the correct document language helps screen readers pronounce
words accurately and apply the right grammar rules.

e In Document properties, select the Advanced tab to set the document’s language.

e Under Reading Options, use the Language dropdown menu to select the appropriate
language.

You can also set the document language from the Accessibility Checker results pane.
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Summary

In this module, you learned how to:
* Add metadata (Title, Author, and Subject)

« |dentify potential accessibility issues

* Set Initial View to “Show: Document Title”

* Set document Language

Summary

In this module, you learned how to:
e Add metadata (Title, Author, and Subject)
e I|dentify potential accessibility issues
e Set Initial View to “Show: Document Title”

e Set document Language
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Module 2 Complete

Congratulations!

You have completed Module 2: Document Properties.

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

Click the Exit button to continue with the course.

EXIT

Module 2 Complete
Congratulations!
You have completed Module 2: Document Properties

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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