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1.3 About this Module

About this Module

In this module, you will learn:
« How to use the Reading Order tool

* How to handle untagged documents

* What it means to “walk the tag tree”

* How to look for tags that are:
o Missing

Mislabeled/Incorrect

In the wrong order

Decorative

O O O ©O

Empty

+« How to delete tags

About this Module
In this module, you will learn:

e How to use the Reading Order tool
e How to handle untagged documents
e What it means to “Walk the Tag Tree”
e How to look for tags that are:

o Missing

o Mislabeled/Incorrect

o Inthe wrong order

o Decorative

o Empty
e How to delete tags
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The Reading Order Tool, 1 of 3
In this module, you will learn how to: SRR ] ¥ Acobol ProPOF cces
. Identify untagged content Alltools  Edit  Convert  ESign &

* Insert new tags
* Change incorrect tags

< Prepare for accessibility x

(8 Automatically tag PDF

To open the Reading Order tool:

1. From the tool bar, open the All tools panel.

2. Select Prepare for accessibility. S el

3. Select Fix reading order. @ Check for accessibilty
@ Open accessibility report
[ Identify form fields

B3 Add alternate text

+X% Use setup assistant

Ey Fix reading order
View, and then repair, the

reading order of page content

The Reading Order Tool, Slide 1 of 3
In this module, you will learn how to:

e Identify untagged content
e Insert new tags
e Change incorrect tags

To open the Reading Order tool:

1. From the tool bar, open the All tools panel.
2. Select Prepare for accessibility.
3. Select Fix reading order.
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The Reading Order Tool, 2 of 3
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When the Reading Order tool is open, all tagged content is inside a shaded box.

Content without a shaded box is untagged. Untagged content is not recognized by
assistive technologies and is not accessible.

The Reading Order Tool, Slide 2 of 3

When the Reading Order tool is open, all tagged content is inside a shaded box.

Content without a shaded box is untagged. Untagged content is not recognized by
assistive technologies and is not accessible.
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The Reading Order Tool, 3 of 3
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The image on this slide shows tagged and untagged content. Since the content in the

section about dogs is not inside a shaded box, it is untagged. We'll cover how to tag
content later in this module.

The Reading Order Tool, Slide 3 of 3

The image on this slide shows tagged and untagged content. Since the content in

the section about dogs is not inside a shaded box, it is untagged. We'll cover how
to tag content later in this module.
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Accessibility Tags Panel
All content in a PDF, except for decorative en#e® - 0o x
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Accessibility Tags Panel

All content in a PDF, except for decorative content, must be tagged. We’'ll cover
decorative content later in this module.

Tags can be viewed in the Accessibility tags panel. The Accessibility tags panel is
often called the “tag tree.” We'll use these terms interchangeably throughout this
training.

To open the tag tree, select the Accessibility tags icon on the right-side panel. A
list of tags appears and shows how the document’s content is structured.



1.8 Untagged Documents

Untagged Documents
If the tag tree shows “No Tags available,” x Accessibilitytags @ - Q
it can mean one of the following three
things: £ NoTags awailable I:]E
* The file is a scanned copy. Acrobat O
recognizes it as an image, with no B
readable text.
* The PDF wasn’t converted properly

from its source file.

* The software used to create the PDF
doesn’t support tagging.

Accessible PDFs must have tags. While
you can add them manually, it is time-
consuming. Fortunately, Adobe Acrobat
Pro includes a tool to automatically add
tags to untagged documents. We'll cover
that in the next slide.

Untagged Documents

If the tag tree shows “No Tags available,” it can mean one of the following three
things:

e Thefile is a scanned copy. Acrobat recognizes it as an image, with no
readable text.

e The PDF wasn’t converted properly from its source file.

e The software used to create the PDF doesn’t support tagging.

Accessible PDFs must have tags. While you can add them manually, it is time-
consuming. Fortunately, Adobe Acrobat Pro includes a tool to automatically add
tags to untagged documents. We’ll cover that in the next slide.
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Adding Tags to Untagged PDFs
To add tags to a document with “No Tags X Accessibility tags ® - Q
1. Right-click on No Tags available or 5 == . ¢
use Shift + F10. — @
2. Select Autotag document. —_— B
3. Acrobat opens the Recognition
Report, which flags potential tagging
issues.
4. Select the Accessibility tags icon

again to reopen the tag tree. The tag
tree should now have a list of various
tag types (<H1>, <H2>, <P>, etc.).

Adding Tags to Untagged PDFs

To add tags to a document with “No Tags available”:

1.
2.
3.

Right-click on No Tags available or use Shift + F10.

Select Autotag document.

Acrobat opens the Recognition Report, which flags potential tagging
issues.

Select the Accessibility tags icon again to reopen the tag tree. The tag
tree should now have a list of various tag types such as Heading 1,
Heading 2, Paragraph, etc.
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Scanned PDFs
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If the tag tree shows only <Figure> tags after tagging, the document was likely
scanned using a copier or scanner. In that case, the content is just an image and not
usable.

To check, try selecting some text on the page. If the whole area highlights in blue,
it’s an image with no readable text.

You'll need to run Optical Character Recognition (OCR) to recognize text in the
image. We'll cover that in the next slide.

Scanned PDFs

If the tag tree shows only <Figure> tags after tagging, the document was likely
scanned using a copier or scanner. In that case, the content is just an image and
not usable.

To check, try selecting some text on the page. If the whole area highlights in blue,
it’s an image with no readable text.

You'll need to run Optical Character Recognition (OCR) to recognize text in the
image. We'll cover that in the next slide.



1.11 Scanned PDFs: Run Optical Character Recognition, 1 of 2

Scanned PDFs: Run Optical Character Recognition, 1 of 2
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Scanned PDFs: Run Optical Character Recognition, Slide 1 of 2
To run OCR:

1. From the Menu, open the All tools panel.

2. Select Scan & OCR. If you don’t see it, scroll down and select View more.

10
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Scanned PDFs: Run Optical Character Recognition, 2 of 2
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Scanned PDFs: Run Optical Character Recognition (OCR), Slide 2 of 2
3. In the RECOGNIZE TEXT section, select In this file.
4. Select the Recognize text button.

5. Run the autotag feature again. Right-click (Shift + F10) on Tags and select
Autotag document.

Note: OCR cannot accurately recognize all characters from poor quality
documents. Check the text carefully for errors.

OCR is an advanced process and will not be covered further in this PDF 101 series.
For more information about OCR, contact your agency’s Digital Accessibility
Coordinator (internal state employee link) or visit Adobe’s Learn Acrobat Pro
website.
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Walk the Tag Tree: The Basics, 1 of 2

% Accessibility tags

It's crucial to ensure all tags are accurate. To review the tags, make sure to “walk
the tag tree” by systematically checking each tag within the PDF.

To walk the tag tree:
1. Open the Accessibility tags panel.
2. Select the top tag.

3. Press the down arrow on the keyboard to move through the tags one at
a time.

Walk the Tag Tree: The Basics, Slide 1 of 2

It's crucial to ensure all tags are accurate. To review the tags, make sure to "walk

the tag tree" by systematically checking each tag within the PDF.
To walk the tag tree:

1. Open the Accessibility tags panel.
2. Select the top tag.

3. Press the down arrow on the keyboard to move through the tags one at

a time.

12
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Walk the Tag Tree: The Basics, 2 of 2
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4. Asyou move down the tag tree, Acrobat will highlight the corresponding
content on the page. Make sure the tags and the content match—and that they
appear in the correct reading order.

This is the same order assistive technology follows.

Starting with a well-structured source document makes this process easier. With
practice, walking the tag tree becomes quick and efficient.

Walk the Tag Tree: The Basics, Slide 2 of 2

4. Asyou move down the tag tree, Acrobat will highlight the corresponding
content on the page. Make sure the tags and the content match—and that they
appear in the correct reading order.

This is the same order assistive technology follows.

Starting with a well-structured source document makes this process easier. With
practice, walking the tag tree becomes quick and efficient.

13
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Walk the Tag Tree: What to Look For
As you walk the tag tree, check for these gt w
common tag issues: &

« Missing tags (untagged content)

* Mislabeled orincorrecttags o _ o _ —

* Incorrect order (tags are not in logical Week 1 Week 2
reading order) Monde, Seps. Mondar Secx. 16 > g

« Decorative images that are tagged but w“:;t g 'N‘";""!‘l i )
shouldn’t be >4

* Empty tags with no content e

* Improper tag setup (e.g., content split
across multiple tags)

= Improper tag hierarchy (the logical
nesting of tags to reflect structure)

We'll cover improper tag setup and hierarchy
in later modules.

Walk the Tag Tree: What to Look For
As you walk the tag tree, check for these common tag issues:

e Missing tags (untagged content)

e Mislabeled or incorrect tags

e Incorrect order (tags are not in logical reading order)

e Decorative images that are tagged but shouldn’t be

e Empty tags with no content

e Improper tag setup (e.g., content split across multiple tags)

e Improper tag hierarchy (the logical nesting of tags to reflect structure)

We’ll cover improper tag setup and hierarchy in later modules.

14
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Add Tags to Untagged Content
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To add tags using the Reading Order tool:

1. Use your cursor to select and drag to highlight the content you want to tag. In
the image on this slide, the content is surrounded by fuchsia (bright pink)
boxes.

2. Inthe Reading Order tool, choose the appropriate tag type from the list.

If the tag you need isn’t listed, select Text/Paragraph. The tag can then be changed to
the appropriate type using a different process with more tag type options. We'll cover
this process in the next slides.

Add Tags to Untagged Content

To add tags using the Reading Order tool:

1. Use your cursor to select and drag to highlight the content you want to

tag. In the image on this slide, the content is surrounded by fuchsia

(bright pink) boxes.

2. In the Reading Order tool, choose the appropriate tag type from the

list.

If the tag you need isn’t listed, select Text/Paragraph. The tag can then be
changed to the appropriate type using a different process with more tag type

options. We’'ll cover this process in the next slides.
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How to Change Incorrect Tags, Method 1 of 2

There are two ways to change a tag type | OdectPropertes [ |
outside of the Reading Order tool. This
first method uses the Object Properties
menu.

Method 1. Change a tag using Object
Properties:

Hex
AT | yesgng

1. In the Accessibility tags panel,
select the tag you want to fix.

2. Right-click and choose Properties
(Shift + F10, P).

3. The Object Properties menu opens. =
Select the Tag tab and use the Type Lrgwage: [Englishus
dropdown to choose the correct
tag.

Edit Tag. Edit Attribute Objects. Edt Atribute Classes.

4, Select Close. The tag tree now
shows the updated tag type.

Close

How to Change Incorrect Tags, Method 1 of 2

There are two ways to change a tag type outside of the Reading Order tool. This
first method uses the Object Properties menu.

Method 1. Change a tag using Object Properties:

1. Inthe Accessibility tags panel, select the tag you want to fix.

2. Right-click and choose Properties (Shift + F10, P).

3. The Object Properties menu opens. Select the Tag tab and use the Type
dropdown to choose the correct tag.

4. Select Close. The tag tree now shows the updated tag type.

16
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How to Change Incorrect Tags, Method 2 of 2

Method 2. Change the tag type from the tag

tree: x  Accessibility tags ®
This method lets you rename the tag by typing
the correct tag type. Be careful to use the o @ Tags
proper tag structure.
1. Select the tag in the Accessibility tags v \3 <Document>>
panel.
2. Click it once to select it, then click again > \3
(a slow double click) to edit (or press > \j <Figure>
F2).
3. The tag type appears in a blue box.
4, Type in the correct tag type, including N m Tags

the angle brackets (e.g., type in <H1>).
v \j <Document>

The image on this slide shows the tag type

<H2> highlighted in the blue box. It is the > | <Hb>
incorrect tag type because it is not the proper > \j <Figure>
heading hierarchy. It needs to be changed to

the tag type <H1>.

How to Change Incorrect Tags, Method 2 of 2
Method 2. Change the tag type from the tag tree:

This method lets you rename the tag by typing the correct tag type. Be careful to
use the proper tag structure.

1. Select the tagin the Accessibility tags panel.

2. Click it once to select it, then click again (a slow double click) to edit (or
press F2).

3. The tag type appears in a blue box.

Type in the correct tag type, including the angle brackets (e.g., type in <H1>).
The image on this slide shows the tag type <H2> highlighted in the blue box. It is
the incorrect tag type because it is not the proper heading hierarchy. It needs to
be changed to the tag type <H1>.
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Incorrectly Ordered Tags, Method 1 of 2

Some tags in the tag tree may be in the incorrect order.

Al ibility t:
There are two methods to change the order of the tags. x g

Method 1. Cut and paste: v ) Tgs
1. Inthe Accessibility tags panel, select the tag you v @@ <Document>
want to reorder. > § >
2. Right-click (Shift + F10) and select Cut or use -
Ctrl + X (skipping the right click). i o
3. Inthe tag tree, select the <H2> tag just above "
> §=»

the correct location.

4. Right-click (Shift + F10) the <H2> tag and select A
Paste or select the tag just above the correct
location and then use Ctrl + V (skipping the right
click) to paste the <P> tag just below it.

Incorrectly Ordered Tags, Method 1 of 2

Some tags in the tag tree may be in the incorrect order. There are two methods to
change the order of the tags.

Method 1. Cut and paste:

1. Inthe Accessibility tags panel, select the tag you want to reorder.

2. Right-click (Shift + F10) and select Cut. Or use Ctrl + X (skipping the right

click).

In the tag tree, select the H2 tag just above the correct location.

4. Right-click (Shift + F10) the H2 tag and select Paste or select the tag just
above the correct location and then use Ctrl + V (skipping the right
click) to paste the <P> tag just below. it.

w
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Incorrectly Ordered Tags, Method 2 of 2
x  Accessibility tags % Accessibility tags X Accessibility tags
v B Togs v A T v ) e

v # <Document> v @ <Document> v @ <Document>
> § <> > <H> > § <H>
L] — > 9 <P > <>
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Method 2. Drag and drop using a mouse:

1. In the Accessibility tags panel, click and hold on the tag you want to move.

2. Drag it to its new location in the tag tree. A horizontal line appears with an arrow to show
where the tag will be dropped.

3. Check the tag tree after moving the tag, and if necessary, drag it to the correct location.

4. Right-click (Shift + F10) the selected tag and select Paste. Or use Ctrl + V (skipping the right
click). Note: Be careful not to drop the tag inside another tag.

The image on this slide shows that the <H2> tag is inside the <H1> tag. To fix, click and drag

the <H2> tag out of the <H1> tag.

Incorrectly Ordered Tags, Method 2 of 2

Method 2. Drag and drop using a mouse:

1. In the Accessibility tags panel, click and hold on the tag you want to move.
2. Drag it to its new location in the tag tree. A horizontal line appears with an

arrow to show where the tag will be dropped.
3. Check the tag tree after moving the tag, and if necessary, drag it to the

correct location
4. Right-click (Shift + F10) the selected tag and select Paste. Or use Ctrl +V

(skipping the right click). Note: Be careful not to drop the tag inside another
tag.

The image on this slide shows that the <H2> tag is inside the <H1> tag. To fix, click
and drag the <H2> tag out of the <H1> tag.
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1.21 Decorative Content

Decorative Content
x  Accessibility tags @
v B s
- <Document>
> <>
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PDF 101 Training Schedule
> F <Figure>
Week 1 Week 2 / > € <P
> 4 <P
Monday, Sept. 9 Monday, Sept. 16 > ®
> § <>
Tuesday, Sept. 10 Tuesday, Sept. 17
> 4 <P
Wednesday, Sept. 11 Wednesday, Sept. 18 > € <P

Decorative content—like lines, borders, or images—that doesn’t convey meaning in the
document should not be tagged. These design elements are purely visual and don’t help
users understand the document’s content.

If decorative items are already tagged, you can safely delete those tags.

We'll cover how to delete tags next.

Decorative Content

Decorative content—like lines, borders, or images—that doesn’t convey meaning

in the document should not be tagged. These design elements are purely visual
and don’t help users understand the document’s content.

If decorative items are already tagged, you can safely delete those tags.

We'll cover how to delete tags next.
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Deleting Tags
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Deleting a decorative tag from the Accessibility tags pane removes it from the tag tree.
However, when the Reading Order tool is open, the element will still be highlighted on the

page.

The next two slides show two methods to remove this highlighted area.

Deleting Tags

Deleting a decorative tag from the Accessibility tags pane removes it from the tag

tree. However, when the Reading Order tool is open, the element will still be

highlighted on the page.

The next two slides show two methods to remove this highlighted area.
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1.23 Deleting Tags Using a Mouse

Deleting Tags Using a Mouse

x  Accessibility tags

Oraw & rectarg
the biticns below
v @ <Deaments
e g Figur > f <Figure>
FormF Figare/Capti > @
Heading 1 Heading 4 > f <Figure>
> @<
Heading 2 Heading.
— > @
cing 3 teading ) Figure - No sts.
- > q <P
[3leek 1 [2leek 2
Reference (q) ote > q <P
112 |nday, Sept. 9 > londay, Sept. 16 y @ <>
DgesdaE.SEDLID P Jesday, Sept. 17 38 Lot

Method 1. Using the Reading Order tool with a mouse:

1. Select the Reading Order tool. The content on the page now has shaded boxes
around it with the structure type in the top left corner.

2. Select the decorative element on the page by clicking on the structure type. The
decorative image on this slide shows the word "Figure" in the top left corner.

3. Select Background/Artifact from the Reading Order tool.

Deleting Tags Using a Mouse
Method 1. Using the Reading Order tool with a mouse:

1. Select the Reading Order tool. The content on the page now has shaded
boxes around it with the structure type in the top left corner.

2. Select the decorative element on the page by clicking on the structure
type. The decorative image on this slide shows the word "Figure" in the
top left corner.

3. Select Background/Artifact from the Reading Order tool.
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1.24 Deleting Tags Using Keyboard Shortcuts, 1 of 2

Deleting Tags Using Keyboard Shortcuts, 1 of 2
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Method 2. Delete tags with keyboard shortcuts.
In Module 1 we mentioned there is an Order panel in the Navigation pane. We ask that no

one use this panel to handle the reading order of the tags. However, if a tag needs to he
deleted, this is the only tool that allows for that action with both a keyboard and a mouse.

Deleting Tags Using Keyboard Shortcuts, Slide 1 of 2
Method 2. Delete tags with keyboard shortcuts.

In Module 1 we mentioned there is an Order panel in the Navigation pane. We

ask that no one use this panel to handle the reading order of the tags. However, if

a tag needs to be deleted, this is the only tool that allows for that action with
both a keyboard and a mouse.
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1.25 Deleting Tags Using Keyboard Shortcuts, 2 of 2

Deleting Tags Using Keyboard Shortcuts, 2 of 2
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. Use F6 to navigate to the Navigation pane. Arrow down to the Order panel and select

the Enter key.

Use F6 again to navigate to the Order panel.

Press the Tab key to navigate to an item in the Order panel and then arrow up/down
to the item you want to delete.

Select the Delete key on the keyboard to delete the entry to remove the tag. Do this
for each item you want to delete.

This works for untagging decorative content as well as empty tags.

Deleting Tags Using Keyboard Shortcuts, Slide 2 of 2

1.

Use F6 to navigate to the Navigation pane. Arrow down to the Order panel
and select the Enter key.

Use F6 again to focus on the Order panel.

Press the Tab key to navigate to an item in the Order panel and then arrow
up/down to the item you want to delete.

Select the Delete key on the keyboard to delete the entry to remove the
tag. Do this for each item you want to delete.

This works for untagging decorative content as well as empty tags.
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1.26 Empty Tags

Empty Tags
Minnesota State Parks

Discover new opportunities fc

Are you ready to explore? Minne
Summertime! Wintertime! Any ti
pack a picnic... Your adventure a\

> q <P

Tagged documents may contain empty tags. This usually occurs if:

* The document author used the Enter key to create space between lines of text instead
of using styles or spacing tools.

+ Tagged content was deleted (in the Editing menu) from the PDF after tagging.
Empty tags should be removed.

We will cover removing empty tags next.

Empty Tags
Tagged documents may contain empty tags. This usually occurs if:

e The document author used the Enter key to create space between lines
of text instead of using styles or spacing tools.
e Tagged content was deleted (in the Editing menu) from the PDF after

tagging.

Empty tags should be removed.

We will cover removing empty tags next.
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1.27 Delete Empty Tags, Method 1

Delete Empty Tags, Method 1

Here are two methods to remove empty tags. One

method removes individual tags, while the other v BT A
method removes them all at once. vt [(&]
v 8 <Sect> B
Method 1. Delete tags one at a time: > ¢
<Figure>
1. Select the empty tag and right-click the tag. ’ J. -
Select Delete (Shift + F10, then D). ? 1' L e
S New
2. Alternatively, select the empty tag and use the i Autotag document
> €<
Delete key. Increase font size(y)
> 9
Cut
> @ Delete Empty Tags
> @4 Reading Order (x)

Deleting Empty Tags, Method 1

Here are two methods to remove empty tags. One method removes individual
tags, while the other method removes them all at once.

Method 1. Delete tags one at a time:

1. Select the empty tag and right-click the tag. Select Delete (Shift + F10,
then D).
2. Alternatively, select the empty tag and use the Delete key.
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1.28 Delete Empty Tags, Method 2

Delete Empty Tags, Method 2
Method 2. Delete all empty tags at once: 0
~ 8 Tags R
1. Right-click on an empty tag and then select - . :
Delete Empty Tags (Shift + F10, then Y). RS s}
v 8 <Sect>
2. All empty tags should be removed from the B

d > § <
ocument. i
Important: Some table structures rely on tags that

=

appear empty. Before using Method 2, check to : l: New Tag.

ensure important table elements aren’t removed. If o Autotag document

needed, press Ctrl + Z to undo. i Increase font size(y)

In some circumstances, Method 2 does not work. If 5 0 e

that happens, use Method 1 instead. S [E‘:::g -

De mpty Tags

> @< Reading Order (x)

Delete Empty Tags, Method 2
Method 2. Delete all empty tags at once:

1. Right-click on an empty tag and then select Delete Empty Tags (Shift +
F10, thenY).
2. All empty tags should be removed from the document.

Important: Some table structures rely on tags that appear empty. Before using
Method 2, check to ensure important table elements aren’t removed. If
needed, press Ctrl + Z to undo.In some circumstances, Method 2 does not work.
If that happens, use Method 1 instead.
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1.32 Practice Document

Practice Document

You're now ready to apply what you've learned.

Download and follow the instructions in the| Module 4 Practice Document.|

A Module 4 Remediated Practice Document is also available under the Resources
tab above for you to check your work.

Practice Document

You're now ready to apply what you've learned.
Download and follow the instructions in the Module 4 Practice Document.

A Module 4 Remediated Practice Document is also available under the Resources
tab above for you to check your work.
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1.33 Summary

summary

In this module, you learned:

* How to use the Reading Order tool

* How to handle untagged documents

* What it means to “Walk the Tag Tree”

+ How to look for tags that are:

Missing
Mislabeled/Incorrect
In the wrong order
Decorative

Empty

* How to delete tags

Notes:

Summary

In this module, you learned:

How to use the Reading Order tool
How to handle untagged documents
What it means to “Walk the Tag Tree”
How to look for tags that are:

o Missing

o Mislabeled/Incorrect

o Inthe wrong order

o Decorative

o Empty
How to delete tags
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1.34 Module 4 Complete

Module 4 Complete

&

Congratulations!

You have completed Module 4: The Reading Order Tool
and Walking the Tag Tree.
The Office of Accessibility would like to thank you for your hard work.

Click the Exit button to continue with the course.

EXIT

Module 4 Complete

Congratulations!

You have completed Module 4: The Reading Order Tool and Walking the Tag Tree

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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