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Introduction

This document covers the basic steps for manually tagging map PDFs using Adobe Acrobat 2017. It is
meant for PDFs that have been exported directly from a map or vector application without tags. Consult
other guides for more detail on accessibility of additional document elements (e.g., paragraph styles,
tables, walking the tag tree, etc.).

Other professional versions of Acrobat will have similar steps but the tool names may vary. Note that
the free downloadable Acrobat Reader does not have tagging capability.

Export to PDF

How you export your map will affect the ease of tagging.

Export without layers (flattened) when possible. Tagging can make items disappear from layered files.
Check your application as to how this is done.

Newer versions of Acrobat can create and assemble a PDF from multiple files from different
applications. Look into the options in Acrobat under File > Create . . .
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Create Tags with the Reading Order Tool

Design your layout so the map and important text do not overlap.

1. Open Tools > Accessibility > Reading Order (or Touch Up Reading Order, or TURO).

2. Treat the entire map and legend as one figure. Select it by dragging the cursor around it all, then
choose "Figure" from the Reading Order panel.

3. Select the caption or title, then choose Text/Paragraph (or a Heading).
Note: design your pages so this text is outside the map area and easy to select.

For items you want ignored, select and choose “Background.”
5. Continue to tag other pages as needed.

Tips

e If you mess up a page or a document comes to you with messy tagging, select “Clear Page
Structure” and then follow the above steps.

¢ If you need to select things that overlap, select and tag the larger item first, then the smaller.
e If want to deselect something within another item, hold down the Control key while selecting.

Reading Crder

| Draw a rectangle around the content then <lick one
of the buttons below:

I Teat/Paragraph | | Figure
I Form Fi |[ Figure/ Caption I
\
[ Headingy | [ Ht\;:gj ] f_ Table
| Heading2 | | Headin)i\] [ Cal ]
[ Heading3 | [ Headings \[  Fomuh |

| Referencetg) | | Motel | [Mpckgroundirtifact |

Table Editor

[¥] Show page content groups
@ Page content order

() Structure types

Show table cells
[¥] Dusplay like elements in a single block
Show tables and figures [ ]

DEPARTMENT OF
®  Surface Water MATURAL RESOURCES

[ ClewPageStuctwe.. | [ ShowOrderPanel |

[ 2]
1 Help | | e [ N Figure X. Figure Title
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Add Alternative Text to Figures

After the map has been tagged there are two options to add alternative text (alt text).

Individually: With the Reading Order panel open, right-click the icon in the upper left corner of
the tagged figure: Edit Alternative text > {enter text}.

Entire document: From the side menu select Accessibility > Set alternate text > OK.

Acrobat will find each figure and provide text boxes with arrows to scroll through.

Alt text should convey the message of the map.

Keep important detail outside of the alt text. Try to put it in captions or body text where it is
available for all readers. Then this text can be easily edited, and other functions can be used
such as spell check, find/replace, links, indexing, and automatic numbering.

Keep the alt text brief. A short alt text should indicate the type of figure and then reference
more detailed descriptions in the caption or body text.

If there is no other information to reference, the detail must be in the alt text. This is not ideal
as stated above, there is a character limit, and alt text is often forgotten during editing and
updates.

Create Links

If your map references more information elsewhere, consider adding links to the other documents,
pages, or websites.

1. Close accessibility tool > highlight the text
2. Right-click > Create Link
3. Choose the Link Type, Highlight Style, and Link Action > Next
4. Paste in URL or destination > OK
Minnesota Weekly Stream Flow Report b o]
4/15/2018 Link Appearance
THIS MAP IS BASED ON PROVISIONAL STREAM GAGE DATA Link Type: |Visible Rectangle »| Line Style: [Solid  +]
e S igight S ol )
Copy Cri+C e et

Copy With FEormatting
Il Link Action

Edclit Text ) Go to a page view

Export Selection As

©c link

Highlight Text E
Strikethrough Text Help Cancel
Add Mote to Replace Text L
Add Mote to Text | | Edit URL &j

18

Enter a URL for this link:

Add Bookmark Ctri+B s T Trte
Create Link

>

. . 0K Cancel

Look Up "wehsite [—J
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Fill in the Properties (Metadata)

This is what search engines use to find your document on the web.
Open File > Properties > then update the information in the following tabs.
Description tab

e Title: This must match the title of your document (no paraphrasing). It is the first thing a search
engine looks for.

e Author: Usually your agency, and possibly your name. Check your local policy.

e Subject: This should be a description of what the document offers and will be part of what is
shown when searched by a browser.

¢ Keywords: Check your agency policy.

- T = - -— 1
Docurnent Properties

Description | Security | Fonts | Initial View | Custom | Advanced

Description

File: Existing Trails and New Trail Construction T159R35_CLM.pdf

Title: |

Author: I

Subject: |

Keywords:

Initial View tab

¢ Under “Window Options” change “File Name” to Document Title.

Advanced tab

¢ Under “Reading Options” change the language to English. This helps the reading device use the
correct pronunciation.

r r
Diocument Properties ’ Cocument FremmeS_ - e A a
— . Description | Se(umyl Fonts |]n|l|al View | Custom| Advanced
Descrnption | Security | Fants | Initial View |Custom | Advanced i PDF Settings
Layout and Magnification Base URL: |
Havigation tab: [Page Only vl SearchIndex |
Page layout: [Default vl
Print Dialog Presets
Magnification:  Default - P .
Page Scaling: | Default  «
Open ta page: |1 of 2 Duplextode:
Paper Source by Page Size: []
Window Options Piint Page Range:
[ Resize window to initial page Mumber of Copies:
[ Center window on screen Reading Options
["] Open in Full Screen mode Binding [—]wth[ge .
FILTT | Document Title 83 Language: | TR M
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Run the Accessibility Checker and Fix

Accessibility > Full Check > Start Checking. Fix any remaining issues as follows.

Accessibility Checker

= Document (4 issues)

s Accessibility permission flag - Passed

s Image-only PDF - Passed

s Tagged PDF - Passed

() Logical Reading Order - Needs manual check
() Primary language - Failed

) Title - Failed

o Bookmarks - Passed

{;) Color contrast - Needs manual check

= Fage Content (1 issue)

i, Tagged content - Skipped
i Tagged annotations - Skipped
1) Tab order - Failed
Fage 1

s Character encoding - Passed
% Tagged multimedia - Passed
ag” Screen flicker - Passed

g Scripts - Passed

s Timed responses - Passed
ag* Mavigation links - Passed

= Forms

Alternate Text (1 issue)

|

() Figures alternate text - Failed
Figure 1

s Mested alternate text - Passed
a® Associated with content - Passed
i Hides annotation - Skipped

i, Other elements alternate text - Skipped

= Tables
= Lists
= Headings

Logical Reading Order: Check/fix in the tag tree*,
then Right-click > Pass
Primary Language Right-click > Fix > English.

Title: Right-click > Fix > Document Title

Color contrast: This should have been checked
during map creation. Check with color checkers
and fix*, then Right-click > Pass.

Tab Order: Right-click > Fix.

Alternative Text: Right-click Figure > Fix
A dialog box will appear allowing you click through
the images and enter the text.

Save, close, and run the checker again.

*Starred items are not covered in this document
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