Dublin Core metadata elements in Adobe Acrobat Professional

= File > Document Properties > Additional metadata

= Fill in Title, Description, Keywords

= Title: make sure it is descriptive of the PDF and can stand alone, as it will
show up in search results; if there are similar PDFs, consider using a haming
standard (naming all similar documents with the same structure)

= Description: use good sentence structure (sentences or good phrases);
include searchable terms; treat as a short abstract of the PDF

= Keywords: single terms or noun phrases that describe all major aspects of
the PDF; 3-5 terms is the goal - more if necessary to describe the content
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PDF Accessibility Repair Checklist

1.

Is default language assigned to document?

a. YES—move on to item #2

b. NO —assign language
Is document tagged?

a. YES—move on toitem #3

b. NO -tag document
Does document follow a logical reading order?

a. YES—move ontoitem #4

b. NO — Use Touchup Reading Order Tool (TURO) to repair reading order.
Do tags need editing?

a. YES — edit tags for proper identification (figures, background, tables, text,

etc.)

b. NO — Move on to item #5
Do image tags include alternative text?

a. YES—Move on to item #6

b. NO —insert alt text
Does document contain bookmarks, links and other elements to assist with
navigation?

a. YES—Move on to item#7

b. NO — Add bookmarks, links and other navigation elements as needed
Run full accessibility check — are errors reported?

a. YES —repair

b. NO - Move on to item #8
Perform a manual test — does document pass test?

a. YES - congratulations!

b. NO —identify problem and repair

Repair Resources:

Adobe: http://www.adobe.com/accessibility/products/acrobat/training.html
Freedom Scientific: http://www.freedomscientific.com/training.asp

W3C: http://www.w3.org/WAI/GL/WCAG-PDF-TECHS-20010913
http://wac.osu.edu/pdf/scan/pdffromscan-textonly.html
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