PDF Accessibility Tools

Adobe Acrobat DC
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Adobe Creative Cloud for Faculty & Staff

* Adobe Creative Cloud software is now available for use (at no
additional charge) on all faculty and staff university-owned
computers, labs and classroom devices, and for all students.

* Please note that this deployment of Adobe software is not

available for use on personally-owned faculty and staff
devices at this time.

* Learn more about Adobe Creative Cloud for Faculty & Staff

* Adobe Reader is for viewing, printing, signing, sharing, and
annotating PDFs. Adobe Reader doesn’t have Accessibility
Adobe Acrobat DC checking tool.
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https://www.csun.edu/it/adobe-creative-cloud-faculty-staff

What are Screen Readers

Screen readers are a form of assistive technology (AT) software that
enables access to a computer, and all the things a computer does, by
attempting to identify and interpret what is being displayed on the
computer screen using text-to-speech. Screen readers can only access and
process live text (fully editable or selectable text).

* Provides access to someone who is
visually impaired, mobility or has a
learning disability to access text on the
screen.

e Offers same level of independence and
privacy as anyone else.
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Types of screen readers

JJ
JAWS

Job Access With Speech

o) | .

N

Talk
w' Back Zoom
NV Access L s g W Screen Reader

VoiceOver (Apple)

Empowering lives through
non-visual access to technology

Screen reader program for Provides auditory Adds spoken, audible, Screen magnifier for
Microsoft Windows that allows  descriptions of each and vibration feedback Microsoft Windows
blind and visually impaired onscreen element to your device. that allows you to see
users to read the screen either using gestures, a and hear everything on
with a text-to-speech output or  keyboard, or a braille the computer.

by a refreshable Braille display. display.
NVDA screen reader can be

downloaded free of charge by

anyone.



https://www.nvaccess.org/

Left » Right

How Do Screen Readers Work?

e Screen readers read line-by-line from left-to-right

and top-to-bottom.
Top
e Screen readers start at the top of a document or
website and read any text including alternative text
for images, graphics or charts.
e Screen readers navigate a document or website Bot‘t'om

using the keyboard without a mouse. Tab key: jump
from link to link, Enter: select a link, arrow keys:
navigate a document or website.

* Reading order is important for users with visual
challenges. The users can become confused if the
document (content, tables, images or charts) is
poorly organized or out of order.




Live or Real Text

* To check if the text is “live” or “real,” try to select the text with your cursor.
If you’re unable to highlight/select it then it is not real text, and therefore

not accessible for all users.

* Live text is searchable; this allows users to use search functions like
CTRL + F to look for specific terms and find what they need quickly or to

copy/paste text.

Universal Design Center

Accessibility ensures everyone can perceive, understand, engage, navigate, and interact with
technology regardless of device, software, or product without barriers.

Accessibility is not about disability it’s actually about ability. It's about making easy for
everyone.

e Easytoget

e Easyto understand

e Easytouse

Accessibility is for everyone.




Mysterious Dash or Hyphen

Screen readers do not know what the — symbol represents (minus, hyphen, en dash or em dash) so
screen readers will not read it. It is always a good practice to spell the word and any abbreviations
or make a reference to your abbreviation when used for the first time.

For examples:

May 8th, 2022 from 3:30 - 5:00pm. The screen reader reads three, thirty five. Recommend
May 8th, 2022 from 3:30 to 5:00pm.

Final exams May 14 - 20, 2022, screen reader reads May 1420, 2022.
Recommend May 14 to 20, 2022.

Homework assignment pages 200 — 281 for tonight’s reading material.
Recommend pages 200 to 281.

The fiscal year 2015-2016. Recommend The fiscal year from 2015 to 2016.
Grading scale 95 - 100%, screen reader reads 95100%. Recommend 95 to 100%.
** A+, screen reader reads A+. Recommend A plus.

** A —, screen reader reads A. Recommend A minus.
** Recommend to spell the word plus or minus for consistency purpose.

Minor changes can have a big effect on maintaining clarity for students using assistive technology.



TAGS are the HTML code
accessibility markup all of
the document text, images,
etc. Tags are invisible
identifiers that will tell
screen readers and other
assistive technology (AT)
an element is...

* header <H1-H6>

e paragraph <P>

* image <Figure>

* listitem <LI>

* hyperlink <Link>

* table data cell <TD>

What is a Tagged PDF?

<H1-H6>
<P>

<L>
<Figure>
<Link>
<Table>
<Sect>
<Artifact>

N @S O D

Tags X

O

BE-©
v ﬁ Tags
v Iﬂ <Sect>

v G§<H1>

HUH.JM/
v G <H2>

= | Accessibility Statement

v G‘«.%

= | As part of our commitment to exc

=

Universal Design Center

ccessibility Statement

@s part of our commitment to excellence through diversity and inclusion, California State
University, Northridge (CSUN) strives to ensure that campus communication and information
technology is accessible to everyone. The California State University system statement on
accessibility is articulated in California State University - Executive Order 1111, in accordance
with both federal and state laws including the Americans with Disabilities Act of 1990 (ADA) and
Section 508 of the U.S. Rehabilitation Act.

[H3ked help? |

v 4 <H3> <

H\leij'h“?////
v <3‘<3>

= | Need assistance or have a guestio

E'eed assistance or have a question not answered here? Please contact the Universal
Design Center (UDC) at UDC@csun.edu or, during business hours (Monday through
Friday, 8am to 5pm Pacific time), at (818) 677-5898.

[H2)'hat is Accessibility? What is Universal Design?

E\ this context, “accessibility” means that people with disabilities have access — to facilities, to
information and to technology. “Universal design” takes this concept one step further, to
ensure that everyone can perceive, understand, engage, navigate and interact regardless of

~ G <H2=>
=] What is Accessibility? What is Unit
> G <P>
_ ability or preference.
v G <Figure>
= | Image (76): w:315 h:315
> G <H2>

> 4l <P> W




What’s the Difference?

Remediate PDF Document; _‘ Remediate Source Documents _‘
@

and other

. software... @ ‘
. @l HAPPY HOUR

No tags, or inaccessible scanned version PDF keeps accessibility tags from original document
Incorrect reading order Logical reading order

No descriptive text (alt text) for images and graphics ¢ Descriptive text (alt text) for images and graphlcs
Testing accessibility and fixing issues Use Built-in Accessibility Checker '

HOUR LATER




0))ile]1 M No Source Document? Try Export Options

When no source document is available,
recommend opening the PDF in Acrobat, and
exporting to a Word or PowerPoint file.

To convert a PDF to a Word document, select
File > Export To> Microsoft Word > Word
Document.

Next step is applying Styles Formatting. See
the next slide “Direct vs Styles Formatting.”

Note: Need to verify format, alignment,
unrecognized characters, punctuation,
spelling, etc.

FIEN Edit View Window Help
[~ open.. Ctrl+O [epdf X
ah
Creat
LO Heate 272 M M O® s -
Save As... Shift+Ctrl+S
Save as Other
Export To Microsoft Word
E Attach to Email... Spreadsheet
Microsoft PowerPoint Presentation
Image
Close Ctrl+W
HTML Web Page
Properties... Ctrl+D
Rich Text Format
= Print.. Ctrl+P
Encapsulated PostScript
View All Recent Files... .
PostScript
Exit Ctrl+Q

Text (Accessible)

Text (Plain)

XML 1.0




Direct vs Styles Formatting

Insert Design Layout References

D Calibri (Body)

Direct Formatting

PR = p— pg— S
™ A Aa -~ A =iz v ni—_ - | €= 3=
Paste B I U-a LAl A L IE === 2. &
> ~ Format Painter = A A = = = | =
Clipboard 13 0 I Paragraph

Help

Grammarly Acrobat Q Tell me what you want to do

AaBbCcD| AaBhCcD AaB AaBbCc AaBbCc 4oBbCcD AaB AaBhCcC AaBbCcD AaBbCeD
TMormal | TMNoSpac.. Heading1 Heading2 Heading3 Heading4 Title Subtitle  Subtle Em.. Emphasis £

Styles

Styles Pane

Direct Formatting

* Not accessible to any assistive
technology such as screen readers

e Can’t create a Table of Contents

e Can’t create a navigation to different
sections in a document

* Huge barriers!

Styles Pane Formatting
Provide structure and make document accessible
Easier to modify existing formatting
Create and update a Table of Contents
Quicker navigation to different sections in a document
Retain document structure when export to PDF

Accessible to any assistive technology like screen
readers

Save time and save lives!



Headings and
Document Structure

Example 1: Reading long, dense text
documents can be a daunting task for
learners

Example 2: Well-structured documents help readers
organize and process texts

As part of our commitment to excellence through diversity and inclusion, California State
University, Northridge (CSUN) strives to ensure that campus communication and information
technology is accessible to everyone. The California State University system statement on
accessibility is articulated in California State University - Executive Order 1111, in accordance
with both federal and state laws including the Americans with Disabilities Act of 1990 (ADA) and
Section 508 of the U.S. Rehabilitation Act.

Need assistance or have a question not answered here? Please contact the Universal Design
Center (UDC) at UDC@csun.edu or, during business hours (Monday through Friday, 8am to Spm
Pacific time), at (818) 677-5898.

In this context, “accessibility” means that people with disabilities have access — to facilities, to
information and to technology.

“Universal design” takes this concept one step further, to ensure that everyone can perceive,
understand, engage, navigate and interact regardless of ability or preference.

The UDC supports the campus community in their efforts to make it possible for individuals to
learn, communicate, and share via information and communication technology. One way we do
this is by assisting the campus community to ensure their information and communication
technology is interoperable, usable and accessible, so that individual learning and processing
styles and/or physical characteristics are not barriers to access.

The role of the UDC is to help CSUN implement business practices which enable the campus to
meet policy standards under the Accessible Technology Initiative Coded Memoranda.
What does this mean to me?

Everyone has a part in creating accessible and usable information. The responsibility of creating
and maintaining accessible content falls to the entire campus community.

Universal Design Center) Heading 1

Accessibility Statement

As part of our commitment to excellen®gthrough diversity and inclusion, California State
University, Northridge (CSUN) strives to enSure that campus communication and information N orm al
technology is accessible to everyone. The Califolgja State University system statement on
accessibility is articulated in California State Universiy - Executive Order 1111, in accordance pa rag ra p h
with both federal and state laws including the America ith Disabilities Act of 1990 (ADA) and
Section 508 of the U.S. Rehabilitation Act.

Need help? Heading 3

Needassistance or have a question not answered here? Please ¢
Design Center (UDC) at UDC@csun.edu or, during business hours (
Friday, 8am to S5pm Pacific time), at (818) 677-5898.|

@Accessibility? What is Universal D@

In this context, “accessibility” means that people with disabilities have access #to facilities, to
information and to technology. “Universal design” takes this concept one stgp further, to
ensure that everyone can perceive, understand, engage, navigate and intgfact regardless of
ability or preference.

act the Universal

Heading 2

@al Design Center M@

The UDC supports the campus community in their efforts to make it possible for individuals to

learn communicate and chare via infarmatinn and cammunication technalaovy One wav we dn




Heading Styles

* Heading Styles (Heading 1 through Heading 6) in a logical sequence. Do not

skip heading levels i.e. Heading 2 to Heading 4, headings should be in order.)

Heading 1: Document title or main content heading/title (just one)
Heading 2: Major section heading
Heading 3: Sub-section of the Heading 2

Heading 4: Sub-section of the Heading 3, and so on, ending with
Heading 6

Normal: Text or paragraph

Title in Word Style won't recognize when converting to a PDF. Start
with Heading 1 for the document title.

How to create an accessible document using Microsoft Word, visit Word

Essentials page www.csun.edu/udc/word

Layout  References Mailings Review  View  Grammarly ~ ACROBAT ) Tell me what you want to do

e ns Sign a C
Calibr - A A M- B -l --e > 8 € aabcedd Aasbcedd AaBb AaBbC AaBbcel agsbeeo AQ B
B x? caby L A . . . 3 T Normal | T No Spa Heading1 Heading2 Heading3 Heading4 Title
I inter £ N
» ront

~ AaBbCcD AaBbCcDi AaBbCcD:i A AaBbCcDi AaBbCcD:

1 1 2 Subtitle Subtle Em Emphasis Intense E Strong Quote

AaBeCcDr AaBsCcD AaBbCcD AaBbCcDe

Microsoft Word

Headings are styles to
give a document structure
by category or topic.

Without headings, a
person using assistive
technology like a screen
reader cannot navigate by
sections, subsections, or
scan section titles to
understand the document
structure.

AaBbccDd AaBbcedd AaBb AaBbCe
AaBbCc 4a8bCcDd % AaBbCcD
Heading Heading 4 Title Subtitle

AaBbCcDd AaBbCcDd AaBbCcDd AaBbCcDe

|

Styles Pane



http://www.csun.edu/udc/word

Windows: Converting Word Document to PDF

0

. Select File from the menu and
select Save As. Choose where you S
want to save the file. s -

.In the Save As dialog box,
choose PDF in the Save as type list. e S

. Select Options button in the same
dialog box, make sure to select these S
boxes

v ¢ lude non.printing informatior
¢ DOC u m e nt St ru Ct u re ta gs fO r File name: - Guide for Creating Accessible Tables » ‘i";‘: :‘2:”’ arks using

accessibility | o
« Document Properties |

» Create bookmarks using: Headings RAREEY Sy

. Select OK and Save the PDF. tarpt e dcmettyspomers

A Hide Folders




Mac: Converting Word Document to PDF

. Select File from the menu and
select Save As. Choose where you
want to save the file.

. In the Save As dialog box,
choose PDF (Export Formats) in the
File Format.

. Select 1st radio button “Best for
electronic distribution and
accessibility (Uses Microsoft online
service)”

. Select Export button

¢ tF s <} Guide for Creating Accessible Tables

Layout References Mailings Review View Acrobat

Save Ac | Guide for Creating Accessible Tables. do(

images B v

v Word Document (.docx)

Online Locations

Word 97-2004 Document (.doc)
: Word Template (.dotx)
o™ Word 97-2004 Template (.dot)
Rich Text Format (.rtf)
Plain Text (.txt)
Web Page (.htm)
Web Page, Filtered (.htm)

Word XML Document (.xml)

Word 2003 XML Document (-xml)
Step 2: Select Table Heat ;.. e web page (mht)

OpenDocument Text (.odt)

A table header row contains colur

hﬁ*\

Word Macro-Enabled Document (.docm)
— Word Macro-Enabled Template (.dotm)

he

T B2 s

* Guide for Creating Accessible Tables

Layout References

Online Locations

Mailings Review View Acrobat

{éurde_f;w?:nm?ng Acoos;ibh Tablu..;')d;}

images B -

File Format: PDF

(uses Microsoft online service)

* Best for electronic distribution and access

ibility

" Best for printing

o




Never Choose Print to PDF Option

Never choose a "Print" to PDF option in Print

Office, or in any other program. A screen . [

reader user may still be able to access the :E!

text of a PDF created in this way, but —

heading structure, alternative text, a logical -

reading order, and any other tag structure |
Settings

will be lost.
”Tj E)he‘.-:fﬂlhlulcnpe ?h'ng
Pages:

[—

Use Save As choose PDF.
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How to open PDF files from Adobe Acrobat not Web Browser by default?

Windows
» Save PDF files on desktop

* Right-click on PDF file, select
Open with, Choose another app

Creating an

Open with Adobe Acrobat DC
Print
T-Zip
CRC SHA

@ Edit with Adobe Acrobat
ﬁ Combine files in Acrobat...

%% Send with Transfer..,
Move to Dropbox

Ea Scan with Windows Defender...
] Spirion >
12 Share
I Open with

B Adobe Acrobat DC
E Google Chrome
i'_] Microsoft Edge

m Word

Send to m Search the Microsoft Store

Choose another app
Cut

Give access to

[ Spirion Classification

R R

Restore previous versions

How do you want to open this file?
Keep using this app

Adobe Acrobat DC

Other options

E Google Chrome
a Microsoft Edge
E Word

m Look for an app in the Microsoft Store

&/ Always use this app to open .pdf files

OK

Mac

Save PDF files on Desktop
Select PDF (not double

click)

File tab, Always Open

with, Other

@ Finder

Edit View Go Window Help

Ope

New Finder Window #BN

New Folder 38N
New Folder with “Accessible PDF.pdf” ~3N
New Smart Folder

New Tab

and Close Window

Always Open With

Eject

Find

Close All

Show Inspector pe: |
Rename

Compress “Accessible PDF.pdf"

Duplicate ®¥D
Make Alias ~HA
Slideshow “Accessible PDF.pdf" X®8Y
Show Original AN 3A
Add to Sidebar

Delete Immediately...

Accessible
PDF.pdf

3 Adobe Acrobat.app (default) (18.011,

¥ Adobe Acrobat.app (15.006.30503)
I Adobe lllustrator CC 2018.app

A Adobe Photoshop CC 2018.app

' Books.app

%=~ ColorSync Utility.app

 Google Chrome.app

1 Microsoft Word.app

=2 Preview.app

'@ Safari.app

< v

Favorites
Box Sync
£ Recents

| Desktop

[3 Documents

o Downloads
Locations

&7 iCloud Drive

El 1ne Man

7Options

Choose an application to open the document “Accessible PDF.pdf"

Bl Adobe Acrobat DC &

" Bl Adobe Acrobat 2015
Adobe Acrobat DC
[ Adobe After..ts CC 2018
Bl Adobe Animate CC 2018
B Adobe Audition CC 2018
" Bl Adobe Bridge CC 2018
B3 Adobe Creative Cloud
Adobe Drea...er CC 2018
Bl Adobe lllust...or CC 2018
B Adobe InCopy CC 2018
[l Adobe InDesign CC 2018
B Adobe Phot...op CC 2018

/~| Adobe Acrobat.app

>
»
>
>
>
»
>
>
>
>
»>
>

Enable:

Recommended Applications
Always Open With

Q

Cancel




MTOOIS Pane Set Up

= O X

Adobe Acrobat Pro DC
File Edit View Window Classifications Help

=
Q lSearc:c\s
E] Action Wizard
~
: [ Create PDF
Forms & Signatures -
E2 Edit PDF

é @ Q/Q [ Export PDF
= = = Fp—— If this is your first time
B e scan setting up Adobe

Protect & Standardize O Protect
- —_ Acrobat software
O y74 N ® B oo e Select Tools Tab

Protect Redact PDF Standards Optimize PDF Print Production Accessibility ER Cdmpare Fil
o=l (=R 0 =D =0 | = * Add Shortcut for
‘ Open ° eofe
s Accessibility
Customize Learn Mo
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Adding Tools to Navigation Pane

These are the primary tools needed to create an accessible PDF:

Option 1: View > Show/Hide >Navigation >
Tags, Z-Order, and Content Pane

File Edit

\UETS Window Help

Rotate View

Page Navigation

Page Display

Zoom

Tools
Show/Hide
Display Theme

IE Read Mode
|:| Eull Screen Mode

E(;D Tracker...

Read Out Loud

Compare Files

Ctrl+H
Ctri+L

©)

1

16 M MO G

82.

Navigation Panes

v Tools Pane Shift+F4
Toolbar Items
Page Controls

v Menu Bar F9

Button Labels
Rulers & Grids

Cursor Coordinates

‘ UY Articles

@ Attachments
lfl Bookmarks
a Content
Destinations ‘
@ Layers

?:FE} Model Tree

E% Order
@ Page Thumbnails
é;.. Signatures

% Tags

Show Navigation Pane

Reset Panes

F4

Option 2: On left pane, right-click to select
Tags, Z-Order, and Content Pane

(& On left pane,
n right-click to select

Content, Order,
@ Tags

Ul Articles

@ Attachments

D Bookmarks
B Content

Destinations
@ Layers
E Model Tree

rder

(@]

(el

age Thumbnails

., Signatures

IR G|

— | It

ags

Reset Panes

Hide Navigation Pane Buttons




Tags Panel, 1 of 2

Accessible PDF means every piece of content must be
tagged with the correct tag.

<H1-H6>
<P>
<L>
<Figure>

ik Tags are invisible identifiers that will tell screen readers and

@ Tags X
E- ®

v 5 Tags

Ly other assistive technology (AT) an object is...

<Artifact>

e Paragraphs of body text: <P>

* Headings and subheads: <H1> - <H6>

e Lists: <L>, <LI>

e Tables: <Table>, <TR>, <TH>, <TD>

* Graphics have Alt-Text that describe the visual: <Figure>

v [F] <Sect>
> \j <H1>
> § <H>
> ﬂ <P>

OLRE
@

* Hyperlinks: <Link>

> & <P>
 Captions, and other parts of a document: <Caption> -
* Decorative images: <Artifact> s @ <>
Ensure the tags are in the correct logical reading order to match the 4 \'”jp
S §F <Figure>

document pane.
> \j <Caption>




Tags Panel, 2 of 2

N @S 3O B

&

= Universal Design Center

A4 0 <H2>

= | Accessibility Statement

vﬂ«.j‘)

= | As part of our commitment to
v a <H3=>
= | Meed help?
> ﬂ <P>
> ﬂ «P=
> a <H2>
> ﬂ <P>
> G <Figure>

Universal Design Center

Accessibility Statement

As part of our commitment to excellence through diversity and inclusion, California State
University, Northridge (CSUN) strives to ensure that campus communication and information
technology is accessible to everyone. The California State University system statement on
accessibility is articulated in California State University - Executive Order 1111, in accordance
with both federal and state laws including the Americans with Disabilities Act of 1990 (ADA) and
Section 508 of the U.S. Rehabilitation Act.

Need help?

Need assistance or have a question not answered here? Please contact the
Universal Design Center (UDC) at UDC@ csun.edu or, during business hours (Monday
through Friday, 8am to 5pm Pacific time), at (818) 677-5898.

‘What is Accessibility? What is Universal Design?

In this context, “accessibility” means that people with disabilities have access — to facilities, to
information and to technology. “Universal design” takes this concept one step further, to
ensure that everyone can perceive, understand, engage, navigate and interact regardless of
ability or preference.

Figure 1: Accessibility logo

Tags are shown as an
expandable “tree”

 Up and Down arrow keys to
navigate tags tree.

* Right and left arrow keys to
expand and collapse the text.




Check Accessibility

First run the Accessibility Full Check at the beginning and at the end.

Autotag Document

Reading Options

Full Check

B 4 @] H

Accessibility Report
Identify Form Fields
Set Alternate Text
Setup Assistant

Reading Order

Accessibility Checker Options

===

Report Options

[ Attach report to document

Page Range

Q@ All pages in document

Checking Options (31 of 32 in all categories)

Create accessibility report Folder: C\Users\sem72178\Documents

") Pages from 2 to |2

Category: [Do(ument

[¥] Accessibility permission flag is set

Document is not image-only PDF

Document is tagged PDF

Document structure provides a logical reading order
[#] Text language is specified

Document title is showing in title bar

Bookmarks are present in large documents

Document has appropriate color contrast

l Select All II Clear All

Show this dialog when the Checker starts

Start Checking l I Cancel

(&
N
@

@
B
Z

&

Accessibility Checker X

(=]~

v

Document (4 issues)
o Accessibility permission flag - Passed
o Image-only PDF - Passed
@ Tagged PDF - Failed
.jé/‘. Logical Reading Order - Needs manua
o Primary language - Passed
€ Title - Failed
o Bookmarks - Passed
fé. Color contrast - Needs manual check
Page Content (2 issues)
Forms
Alternate Text (5 issues)
@ Figures alternate text - Failed
@ Nested alternate text - Failed
(%) Associated with content - Failed
) Hides annotation - Failed
> @ Other elements alternate text - Failes
Tables (4 issues)
Lists (2 issues)
Headings (1 issue)

(%) Appropriate nesting - Failed

)

* Accessibility checkers

results in bold text have
ohe or more issues/failed
that need to fix.

If you have a failure, you
can right-click on any
item in the report and
select “Explain” that will
link to Adobe webpage to
explain the problem.

If the results not in bold
text, that section has
passed.



No Tags Available

@ Tags
E- ®

@ MNo Tags available

N @ © 3

If you see “No tags available” in the Tags Panel, then the document is
missing tagged structure. See the next slide “How to tag a document?”

niversal —esign _enter csun.edu/udc



How to Tag a Document?

. Open Accessibility, select Reading Order Tool

. Draw a rectangle around the content or double-click the content

1
2
3. Select one of Reading Order buttons to tag it
4

. Proceed step #2 to tag the rest of the content

I} Autotag Document

Step 1

@ Accessibility Check
@ Accessibility Report
S"* |dentify Form Fields
Set Alternate Text

8, Setup Assistant

~

Accessibility Statement

Universal Design Center | Step 2

As part of our commitment to excellence through diversity and inclusion, California State

University, Northridge (CSUN) strives to ensure that campus communication and information
technology is access|b|e toeverinona Tha Califarnia S+ata | lnivarcitu cvctam ctatamant an

accessibility is articulated i
with both federal and state

Section 508 of the U.S. Re Step 3

g? Reading Order

Universa [Design) Center

Accessibility Statement

As part of our commitment to excellence through diversity and inclusion, California State
University, Northridge (CSUN) strives to ensure that campus communication and informatior
technology is accessible to everyone. The California State University system statement on
accessibility is articulated in California State University - Executive Order 1111, in accordance
with both federal and state laws including the Americans with Disabilities Act of 1990 (ADA)
Section 508 of the U.S. Rehabilitation Act.

Draw a rectangle around the content then click one of ===
the buttons below: %

Text/Paragraph Figure
Form Field Figure/Caption
Heading 1 Heading 4 Table
Heading 2 Heading 5 Cell
Heading 3 Heading 6 Formula
Reference (qg) Note (z) Background/Artifact

Table Editor



Heading Tags Sample

@ Tags X
Reading Order (] 0 EENO)
TR Uni | Design Cent
Draw a rectangle around the content then click one @ v [ <sec> niversa 95|gn enter
of the buttons below: [ﬁ
B MR Accessibility Statement
: &g Universal Design Cent
[ Text/Paragraph J ‘ Figure ] 35 - mviM As part of our commitment to excellence through diversity and inclusion, California State
- - - v R University, Northridge (CSUN) strives to ensure that campus communication and information

[ Form Field ] l Figure/Caption ’ O & Accessibility Statement technology is accessible to everyone. The California State University system statement on

5 & <P accessibility is articulated in California State University - Executive Order 1111, in accordance
( Heading 1 ] { Heading 4 ] { Table ] with both federal and state laws including the Americans with Disabilities Act of 1990 (ADA) and

ad Section 508 of the U.S. Rehabilitation Act.
‘ Heading 2 ‘ l Heading 5 } l Cell \ g Need help?

. < Need help?

l Heading 3 ] l Heading 6 ] [ Formula ’ > & Need assistance or have a question not answered here? Please contact the Universal

7 @ “H2> Design Center (UDC) at UDC@csun.edu or, during business hours (Monday through
[ Reference (q) ’ { Note (Z) ’ ‘ Background/Artifact ] ,.i Wha‘us Accessibility? WhatT Frlday, 8am to Spm PaCIfIC t|me), at (818) 677-5898.

> <P> B . oy syes & . . . R P

M What is Accessibility? What is Universal Design?
> Cﬁ <Figure>
. In this context, “accessibility” means that people with disabilities have access — to facilities, to
> Fne information and to technology. “Universal design” takes this concept one step further, to

Content highlighted from tags tree

For multiple tags selection, CTRL + select tags (PC) or Command + select tags (Mac)

niversal esign "_enter csun.edu/udc




Paragraph Tags Sample

Reading Order 2] o P X
0 E-®
Draw a rectangle around the content then click one 5 Toos
A - -
of the buttons below: @ @ i <sect U nive rsal DESlgn Ce nter
1 Text/Paragraph ‘ll Figure \ B > @ Accessibility Statement
<H2>
. - - 35 > & ! As part of our commitment to excellence through diversity and inclusion, California State
[ Form Field ] [ Figure/Caption ] 7 OK‘P’E University, Northridge (CSUN) strives to ensure that campus communication and information
Q &g As part of our commitment to ex technology is accessible to everyone. The California State University system statement on
[ Heading 1 ] [ Heading 4 ‘ [ Table ] s @ <t accessibility is articulated in California State University - Executive Order 1111, in accordance
with both federal and state laws including the Americans with Disabilities Act of 1990 (ADA) and
[ Heading 2 ‘ l Heading 5 ] l Cell ] > F Section 508 of the U.S. Rehabilitation Act.
) o’ <H2>
; : ?
[ Heading 3 ] { Heading 6 ] [ Formula ‘ > §F <P ¢ Need hglp. ) )
Need assistance or have a question not answered here? Please contact the Universal
: > 4 <Figure> Design Center (UDC) at UDC®@csun.edu or, during business hours (Monday through
{ feierence @) l [ plofe.&) 1 l Rackaiound/Adifact ] s @ <H> Friday, 8am to 5pm Pacific time), at (818) 677-5898.

Content highlighted from tags tree

niversal esign "_enter csun.edu/udc




List Tags Sample

“ ,Cﬁ <L> p
v @ <Ll>

W G <|Body=

How to create an accessible PDF:

1. Create an accessible Word document

— 1. Create an accessible Word documg

—» . Convert your Word document to PDF
v @ sl _— : )
3. Validate PDF Tags and Reading Order
v 4§ <LBody> 4. Use the accessibility checker to test your document

= | 2. Canvert your Word document to P
v @ <Ll=
5 G <|Body=
v @ <Ll=
S G <LBody=

niversal " esign csun.edu/udc



Link Tags Sample

NPT ~ AS Part or our COMIMITITIENT [0 EXCENENTe NToUgN UIVETSITy anda INCIusion, CanTornia State
University, Northridge (CSUN) strives to ensure that campus communication and information

v € <P> technology is accessible to everyone. The California State University system statement on

accessibility is articulated in California State University - Executive Order 1111, in accordance

with both federal and state laws including the Americans with Disabilities Act of 1990 (ADA) and

= Meed assistance or have a gquestion not ans

v @ <P Section 508 of the U.S. Rehabilitation Act.
v @ <tk Need help?
g Universal Design Center Need assistance or have a question not answered here? Please contact the
Lk OBIR — |Universa| Design Centerl{UDC} at UDC@csun.edu or, during business hours (Monday
¢ through Friday, 8am to 5pm Pacific time), at (818) 677-5898.
= (UDC) at
o @ <t p What is Accessibility? What is Universal Design?

In this context, “accessibility” means that people with disabilities have access — to facilities, to
information and to technology. “Universal design” takes this concept one step further, to

4 Link - OBJR ensure that everyone can perceive, understand, engage, navigate and interact regardless of
ability or preference.

= | UDC@csun.edu

== or. during business hours (Mondav PathPat

niversal esign "_enter csun.edu/udc




Table Tags Sample

v E <Table> 2
v EH <TR=>
> E8 <TH>
b3 j <TH=
v B8 <TR=>
> EH <TD=>
> Ef <TD> Disability People in U.S.
v B <TR- Visual 1.8 Million
o | <TD> | 4 N
v =i ' =#* | Hearing 1.0 Million
v q <P> " -
Cognitive Mental 4.3 Million
= | Hearing
Ambulatory 11.8 Million
> Ef <TD=
v EH <TR=
> EH <TD=
R How to create an accessible PDF:
B
y & <TR> 1. Create an accessible Word document

csun.edu/udc

niversal ' esign



* The purpose of Alt Text is to allow low vision or blind users who
use text-to-speech assistive technologies (AT), such as screen

Image Alte rnative readers, to understand the purpose of graphic images. Sighted

users usually don’t see alt text unless they use AT.

or Alt TEXt » Screen readers and other AT can’t convert images into texts. So,
when writing alt text, consider the following for images:

" o Describe the content and the purpose of the image clearly
Accessﬂ)l ) V _ and concisely, in a phrase or a sentence or two. Keep alt text

user-friendly document for™ " \&N short 200 characters or less.
CSUN student success

o Image with text (for example, the CSUN wordmark) should
include the words on the image.

o “Image of...”, “Photo of...” is not needed because screen
readers and other AT announce that it’s an “image” or
“graphic”.

» o When completing the alt text, use proper punctuation such
screen readers and other AT announce that it’s as periods to indicate the end of the alt text. Without proper
an “image” or “graphic”, then read the alt text: _ . _
“Three plants going through transformation punctuatlon, some screen readers will run the alt text into

with text quote Accessibility user-friendly the body text that follows and cause confusion to the user.
document for CSUN student success.” L _ ]
o Don’tinsert hyperlinks in alt text because they are not

clickable and can’t create descriptive link text.



How to Describe Images?

ACCESS
DENIED!

A hand reaches out of a computer screen giving
painted yellow with bold black text that reads the hand gesture for stop. The screen reads
museums are now. ‘access denied!

and together, as Matadors, w
mountains.

@ oEO 0

Student holds a diploma hardcover up in the air
during CSUN commencement. Caption text "and
together, as Matadors, we will move mountains."

Michelle Obama claps and Barack waves.

In the Tigrinya language of
Eritrea and Ethiopia,
Haben means “pride.”

HABEN GER M A

=

FHABENBOOK

On the left is the book cover for Haben The Deafblind
Woman Who Conquered Harvard Law, and on the
right is the quote: “In the Tigrinya language of Eritrea
and Ethiopia, Haben means 'pride.”

More examples of How
to Describe Images

e  Document Learning Tools: Describing images

* How to Describe Images (Art, Chemistry,
Diagrams, Flow Charts, Formatting & Layout,
Graphs, Maps, Mathematics, Page Layout, Tables,
Text-only images)

e Periodic Table of the Elements

e UDC Best Practices for Describing Images



https://www.csun.edu/universal-design-center/document-learning-tools#DescribingImages
https://poet.diagramcenter.org/how.html
https://cdpn.io/aardrian/debug/NmoQdN
https://www.csun.edu/universal-design-center/best-practices-accessible-images

Figure and Caption Tags Sample

Reading Order

Ed

Draw a rectangle around the content then click one
of the buttons below: E‘—@
Text/Paragraph Figure
Form Field Figure/Caption
Heading 1 Heading 4 Table
Heading 2 Heading 5 Cell
Heading 3 Heading 6 Formula
Reference (q) ’ ‘ Note (z) Background/Artifact

> ff <H3»
> 4 <P>
> 4 <P>
> ff <H2>
> € <P>

v O <Figure>

What is Accessibility? What is Universal Design?

In this context, “accessibility” means that people with disabilities have access — to facilities, to
information and to technology. “Universal design” takes this concept one step further, to
ensure that everyone can perceive, understand, engage, navigate and interact regardless of

ability or preference.

;.’ Image (136): w:315 h:315

v O :<Capti0n>:

=] Figure 1: Accessibility logo

> O<H2>
b ﬂ <P

v

Ifigure 1: Accessibility logo

* Images are tagged as “Figure”

* Or images with short text underneath as “Figure/Caption”.



Background/Artifact Tag for Decorative Images

* Conveys no information; does not provide

meaningful information. Reacing Order B

d PurE|y for Visual effect. Draw a rectangle around the content then click one %l
of the buttons below:

* The horizontal line that divided the two sections. mmr—— =
* Line border image used as part of page design. Form Feld Figure/Capion
 Decorative images do not require a text — — s

a Ite r.n atlve Heading 2 Heading 5 Cell

. . . Heading 3 Heading 6 Formula

* Decorative images, lines, borders, or shapes |

ignore by assistive technologies, such as screen
readers.

niversal —esign ‘enter csun.edu/udc



Delete Empty Tags

Empty tags mean no text underneath the tags. Screen
A readers will say “Blank”. Recommend to delete any empty
: o S:” tags by selecting <P> or <H2>, right-click to select “Delete
i Empty Tags”.

= | Universal Design Center

N Ci <Document =

&

Tags X
v G <P>
s Initiative (ATD . . . . El ’ @ New Tag...
= | nitiative (ATIl) of the California State Universit...
; v ﬁ Tags cut
<P=
G v O <Document: Delete Tag
p) G <Figure = v @ <At Delete Empty Tags
v 4§ <Sect Reading Qrder (x)
Ny G <P=
) G <H1{
) o Find...
= | All CSU programs, services, and activities should b... B U
Edit Class Map...
A v <P>
G <H2> ¢ Edit Role Map...
= | In
v G <P= & Tag Annotations
+ Document is Tagged PDF
= | As part of our commitment to excellence through > 4 <Figy
) PR v Apply Role Mapping to Tags
~ >
“ G <H2=> A v Highlight Content
. m Properics..
= | UDC Mission §F <H2
6 <P v G <P=
S | As part of our commitment to excellence through
by G <H3> v @ o>

V G <P= HUDC Mission




Common Issues — Title shown as a failure

Acrobat did not recognize the Title from
Word Document, simply right-click Title item
and select “Fix”.

The document description gives the
document a proper title and language to be
recognized by assistive technology.

* Select File menu > Properties

* Description tab, enter Title box is
document title or main content
heading/title (deselect Leave As Is, if
necessary).

* Application box showing the source
document created from Word to PDF.

&

@ND(%@Z]

Accessibility Checker
El -
v Document (3 issues)
Accessibility permission flag - Passed
Image-only PDF - Passed
Tagged PDF - Passed
U Logical Reading Order - Needs manual check
Primary language - Passed
Bookmarks - Passed

U Color contrast - Needs manual check

() Title - Failed

Bookmarks

i} Skip Rule
ig) Color contr

Explain
Page Content

Document Properties

Description

File: Creating Accessible Documents_Hand_Out.pdf

Description | Security l Fonts Ilnitlal View I Custom [ Advanced

Title: J

Author: ‘Universal Design Center

Subject: J

Keywords:

Created: 1/11/2019 11:47:41 AM

Modified: 1/11/2019 11:47:43 AM

Application: Acrobat PDFMaker 19 for Word

Advanced
PDF Producer: Adobe PDF Library 19.10.96
PDF Version: 1.6 (Acrobat 7.x)
Location:  C:\Users\hbecs137\Desktop\
File Size: 213.54 KB (218,662 Bytes)
Page Size: 8.50x 11.00 in

Tagged PDF:  Yes

Help

| Additional Metadata..

Number of Pages: 5

Fast Web View: Yes

‘ l Cancel




What are PDF Title and Language?

Title

* A PDF title is a more descriptive and
meaningful version of the file name. PDF
titles are often visible in the PDF window or
tab. This visibility makes it easier to
distinguish multiple PDFs before diving in.

* When multiple PDFs are open, well defined
PDF titles allow for easier distinction
between them. This distinction is particularly
useful when relying on screen readers.

Accessibility 101

Word Essentials

Il
Ally Demo Tools

Language

Screen readers can "speak" various
languages—as long the content
language is identified. If the screen
reader does not support or cannot
speak the defined language, the user
might be informed of the content
language, even if that content cannot
be properly read.

WebAIM: Document and Content Language

ZhiBiE



https://webaim.org/techniques/language/

Accessibility Checker — Manual evaluation

The accessibility checker will always

flag two items that require manual
evaluation:

* Logical Reading Order
* Color Contrast

Two question marks @ will always stay in
Document (2 issues) section even if you
right-click and select Pass. It just there as
a reminder to conduct manual check.

niversal —esign _enter

(=
N

g N WS

Accessibility Checker

IE'.

A

>

Document (3 issues)

Accessibility permission flag - Passed
Image-only PDF - Passed
Tagged PDF - Passed

'-u-' Logical Reading Order - Needs manual check

Primary language - Passed

@ Title - Failed

Bookmarks - Passed

'-u-' :!Color contrast - Needs manual checlcé

Page Content

csun.edu/udc



mCulourContrastAna ar (CCA EEE
Colour Contrast Analyser (CCA) Edit View

Foreground colour

-----------------------------------------------------------

rgb(44, 44, 44)

,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,

__________________

¥ Sample preview

WCAG 2.1 results ! Contrast ratio
1.5:1

¥ 1.4.3 Contrast (Minimum) (AA) |

Text (including images of text) has a contrast
ratio of at least 4.5:1 for "regular” sized text and at least
3:1 for large scale text (at least| 12pt| /| 24px|, or bold
and at least | 1¢pt |/ [18. 5px ), unless the text is purely
decorative.

@ Fail (regular text) @ Fail (large text)

¥ 1.4.6 Contrast (Enhanced) (AAA)

Text (including images of text) has a confrast

ratio of at least 7:1 for "regular” sized text and at least
4.5:1 for large scale text (at least| 12pc | /| 24px |, Or bold
and at least | 14pt|/[12. 5px=|), unless the text is purely
decorative.

Q Fail (regular text) Q Fail (large text)

¥ 1.4.11 Non-text Contrast (AA)

Paraphrased | The visual presentation of user interface

components (their states — including focus indication —
and boundaries) and graphical objects has a contrast
ratio of at least 3:1 against adjacent color(s)

| 0 Fail (Ul components and graphical objects)

People who have low vision or
colorblind could encounter some
difficulty distinguishing text color
from a background color if the
contrast is insufficient contrast ratio

1.5:1.

Colour Contrast Analyser (CCA) Edit  View

Foreground colour

RSN  rob0.0.0)

(=110

Background colour

#E69500

¥ Sample preview

-

example text showing contrast

¥ 1.4.3 Contrast (Minimum) (AA)

Text (including images of text) has a contrast

ratio of at least 4.5:1 for "regular” sized text and at least
3:1 for large scale text (at least|18pt |/ | 24px|, or bold

Contrast ratio

8.7:1

WCAG 2.1 results

and at least | 14pt|/|12.5px]), unless the text is purely
decorative.
() Pass (regular text) () Pass (large text)

» 1.4.6 Contrast (Enhanced) (AAA)

-

() Pass (regular text) () Pass (large text)

» 1.4.11 Non-text Contrast (AA)

[-’) Pass (Ul components and graphical objects)

x= Verify Color Contrast

Bad Examples Good Examples
Yellow on black is good

Blue on orange is bad Black on orange is ok

White on green is good

Aqua on purple is ok

Download Colour Contrast Analyser onto
your computer (PC/Mac) to ensure
accessible contrast or use an online
contrast checker from WebAIM.

This example has a great color
contrast ratio of 8.7:1. The
contrast is sufficient for those
who have color deficiencies

WCAG Level AA requires a contrast ratio of
at least 4.5:1 for regular sized text (12 or
14 pt. font) and 3:1 for large text (18 pt.
font).

Coblis Color Blindness Simulator



https://www.csun.edu/universal-design-center/document-learning-tools#ColorContrast
https://webaim.org/resources/contrastchecker/
http://www.color-blindness.com/coblis-color-blindness-simulator/

Ensure the Tags Tree are in the correct logical order to match the document pane. This example illustrated
that <P> tag is read first which is incorrect reading order. The <H1> for Universal Design Center should read

Repairing Reading Order, 1 of 3

first. How do we repair the reading order? Proceed next slide

(2 |
8 |
4 |
7 |
10 | §
O(5
O(e |
(9 |

3

Top: Incorrect reading order

Bottom: Correct reading order

1 @=
2
'3
4
'5

Tags

>

M DS O G

?

>

&

?

>

I Accessibility

E-©®

v @ Tags

s Iﬂ <Sect>

Hniversal Design Center

[H2kcessibility Statement

Plorr
1 <P>

L <P

O <H3=

§ <H1=

1" <P>

O <Figures»
<;j <H2=

O <Caption>
<;j <H2=

L <P

[

ﬁ part of our commitment to excellence through diversity and inclusion, California State
University, Northridge (CSUN) strives to ensure that campus communication and information
technology is accessible to everyone. The California State University system statement on
hccessibility is articulated in California State University - Executive Order 1111, in accordance
with both federal and state laws including the Americans with Disabilities Act of 1990 (ADA) and
Section 508 of the U.S. Rehabilitation Act.

H3ted help?

F|eed assistance or have a question not answered here? Please contact the

| Link [ersal Design Center {LllDC] at UDC@csun.edu or, during business hours (Monday

through Friday, 8am to 5pm Pacific time), at (818) 677-5898.

[H2Jhat is Accessibility? What is Universal Design?

this context, “accessibility” means that people with disabilities have access — to facilities, to
information and to technology. “Universal design” takes this concept one step further, to
ensure that everyone can perceive, understand, engage, navigate and interact regardless of
ability or preference.

anll Figure - Accessibility icon.




Repairing Reading Order, 2 of 3

From the Reading Order dialog, checked “Show Page Content Groups, Page content order” number refers to
the order of the element in this content. Then select the “Show Order Panel” button in the bottom-right

corner. — S

(=
B0

BUniversal Designh Center

Reading Order n

v @ UDC sample wrong logical order.pdf ~

D I dth hen click f Ty
the buttons bdowt T EeneS e ¢ . [ Page! [2Accesstbility Statement
il

Toct/Paragraph Figure 1 & [1] As part of our commitment to excellence thi part of our commitment to excellence through diversity and inclusion, California State
) o University, Northridge (CSUN) strives to ensure that campus communication and information
Form Field Figure/Caption 73] & [4] Accessibility Statement technology is accessible to everyone. The California State University system statement on
Heading 1 Heading 4 S & [3] Need assistance or have a question not answ accessibility is articulated in California State University - Executive Order 1111, in accordance
: : % . . with both federal and state laws including the Americans with Disabilities Act of 1990 (ADA) and
Heading 2 Heading 5 Cell i [4] Need help? Section 508 of the U.S. Rehabilitation Act.
Heading 3 Heading & Formula = [5] Universal Design Center 4)eed help? ‘
Reference (q) Note () Background/Artifact WL ERE s pace s Dl ymeans thatipe 4 3 eed assistance or have a question not answered here? Please contact the
& [7] What is Accessibility? What is Universal Desic _Eniversal Design Center {LllDC} at UDC@csun.edu or, during business hours (Monday
- N ‘through Friday, 8am to 5pm Pacific time), at (818) 677-5898.
Table Editor = [8] Universal Design Center
—— . 5 191 Figure 1: Accessbity logo [7What is Accessibility? What is Universal Design?
bpagecontentmder 59 [10] Universal Design Center Mision . this colnte}(‘t, “accessibility” meant_@ that peor.)le with disal?ilities have access — to facilities, to
) information and to technology. “Universal design” takes this concept one step further, to
O Structure types ¢ [11] The UDC supports the campus community ensure that everyone can perceive, understand, engage, navigate and interact regardless of
[#] Show table cells | ability or preference.

= [12] The role of the UDC is to help CSUN implen
m Figure - Accessibility icon.

Display like elements in a single block

&= [131 Shared Campus Responsibility

Showtablesandfigures ]
Clear Page Structure.. Show Order Panel This example illustrated that the order of the element #1 paragraph is read first which is
el Clome incorrect reading order. So, grab element #5 “Universal Design Center” to move on top before

element #1. Repeat the steps to drag up or down in the right reading order. As you rearrange the
order, notice the number also changes.



Repairing Reading Order, 3 of 3

The final order panel should match the document pane like this example

Order X

e @ UDC sample wrong logical order.pdf

b D Page 1

@ © O G

= 5[1] Universal Design Centerg

= [2] Accessibility Statement

e

= | [3] As part of our commitment to excellence thi

&

= [4] Meed help?

= [5] Meed assistance or have a question not answ
= [6] What is Accessibility? What is Universal Desit
= [7] Inthis context, "accessibility” means that pe
= [2] Image

= | [%] Figure 1: Accessibility logo

= | [10] Universal Design Center Mission

= [11] The UDC supports the campus community
= [12] The role of the UDC is to help CSUM implen
= [13] Shared Campus Responsibility

= | [14] Everyone has a part in creating accessible a

Document Pane

"Universal Design Center

[2hccessibility Statement

part of our commitment to excellence through diversity and inclusion, California State
University, Northridge (CSUN) strives to ensure that campus communication and information
technology is accessible to everyone. The California State University system statement on
accessibility is articulated in California State University - Executive Order 1111, in accordance
with both federal and state laws including the Americans with Disabilities Act of 1990 (ADA) and
Section 508 of the U.S. Rehabilitation Act.

[4]eed help?
ed assistance or have a question not answered here? Please contact the
Universal Design Center (UDC) at UDC@csun.edu or, during business hours (Monday
through Friday, 8am to 5pm Pacific time), at (818) 677-5898.

6/What is Accessibility? What is Universal Design?

this context, “accessibility” means that people with disahilities have access — to facilities, to
information and to technelogy. “Universal design” takes this concept one step further, to
ensure that everyone can perceive, understand, engage, navigate and interact regardless of
ahbility or preference.

ibility icon.




Verify Tags Logical Reading Order

Ensure the tags are in the correct logical reading order to match the document pane for the screen readers
and other assistive technology users. Navigate starting from the top of the tags tree and move through each
tag in sequentially using the down arrow key. In case any tag is not in the correct order, grab that specific
tag, then move up or down in the right order. Occasionally, the Order Panel is out of sync with Tags tree.

Tags X

E- 6 Document Pane

v B T g Universal Design Center
o Iﬂ <Sect>
e [H2lccessibility Statement

part of our commitment to excellence through diversity and inclusion, California State
University, Northridge (CSUN) strives to ensure that campus communication and information
technology is accessible to everyone. The California State University system statement on
accessibility is articulated in California State University - Executive Order 1111, in accordance
with both federal and state laws including the Americans with Disabilities Act of 1990 (ADA) and
Section 508 of the U.S. Rehabilitation Act.

(=

=]

= Universal Design Center

v @ <H

= Accessibility Statement

N D © DO

S

i 1‘| <P
&g ~s part of our commitment to excellence 4 —r | H3 ked he|p? |
v @ - ed assistance or have a question not answered here? Please contact the
Universal Design Center (UDC) at UDC@csun.edu or, during business hours (Monday
g Meed help? through Friday, 8am to 5pm Pacific time), at (818) 677-5898,
v B <Sect= L c i x N . . P
= [H2Jhat is Accessibility? What is Universal Design?
<P
> 4 this context, “accessibility” means that people with disabilities have access — to facilities, to
> 4] <P> information and to technology. “Universal design” takes this concept one step further, to
i ensure that everyone can perceive, understand, engage, navigate and interact regardless of
> & ) ability or preference.

> H> m Figure - Accessibility icon.
il N

>1'|<P:~ .




Repair Tag Structure

In case you found incorrect pre-assigned tag i.e.
<P> for heading title “Universal Design Center”
when it should be tagging as <H1>. There are
three different ways to correct the tag from <P>
to <H1> in below examples.

Option 1: Re-draw a rectangle around the
content, select one of the Reading Order
Tool buttons to tag it.

v ﬁ Tags

v Iﬂ <Sect>

Reading Order H
Draw a rectangle around the content then click one of
the buttons below:

Text/Paragraph Figure > ﬂ )

>ﬂ"‘ﬁ>
>ﬂ"‘j>

Form Field Figure/Caption
Heading 1 Heading 4 Table
Heading 2 Heading 5 Cell
Heading 3 Heading 6 Formula
Reference (q) Note (z) Background/Artifact

Tags
E-@

v @ Tags

~

________ — |
> 9P

[<]

Universal Design Center

~ |ﬂ <Sect> //
> ﬂ <P>

@Accessibility Statement

Es part of our commitment to excellence through diversity and inclusion, Californig
University, Northridge (CSUN) strives to ensure that campus communication and in

<P>
- . technology is accessible to everyone. The California State University system statem
> § e accessibility is articulated in California State University - Executive Order 1111, in a
> q <P> with both federal and state laws including the Americans with Disabilities Act of 19
5 P> Section 508 of the U.S. Rehabilitation Act.

Option 2: Double-click the tagi.e. <P>
then re-type to <H1>

Option 3: Select <P> tag, right-click to select
Properties. Type box: select Heading Level 1

Copy Contents to Clipboard

Edit Class Map...
Edit Role Map...

Tag Annotations

+ Document is Tagged PDF

v Apply Role Mapping to Tags
+ Highlight Content

Properties...

Object Properties

Content Tag Color

Type:

Title:

Actual Text:

Alternate Text:

ID:

Language:

Edit Tag..

Paragraph

Form
Formula
Heading

Heading Level 2
Heading Level 3
Heading Level 4
Heading Level 5
Heading Level &
Undex

Heading Level 1

o

|English US

Edit Attribute Objects...

Edit Attribute Classes...

Close




What is the Content Panel?

The Content Panel shows you the
elements on a page and hold all the
content within your PDF.

You should be familiar with structural
elements of PDF documents before
editing them in the Content Panel.

The Content Panel can be difficult to
navigate because it is not properly
organized.

Editing your Content Panel is most
helpful when you have PDFs with lots

of graphics or overlapping information.

If content is hidden in your PDF, you
can go to the Content Panel to find it

and reorganize to find the missing info.

g B[D|o &

Content X

El v
v D Page 1
> D Annotations
v Container <H1> Universal Design Center
b Text: Universal Design Center
v B Container <H2> Accessibility Statement
> Text: Accessibility Statement
> Container <P~ As part of our commitment to exce
> = Container <H3> Need help?
> Container <P> Need assistance or have a question
v B Container <Link> Universal Design Center
by Text: Universal Design Center
> Container <Span> (UDC) at
] Container <Link> UDC@csun.edu
> Text: UDC@csun.edu

&4 Container <Span> or, during business hours (Monc
r-.g’ )

Universal Design Center

Accessibility Statement

As part of our commitment to excellence through diversity and inclusion, California State
University, Northridge (CSUN) strives to ensure that campus communication and information
technology is accessible to everyone. The California State University system statement on
accessibility is articulated in California State University - Executive Order 1111, in accordance
with both federal and state laws including the Americans with Disabilities Act of 1990 (ADA) and
Section 508 of the U.S. Rehabilitation Act.

Need help?

Need assistance or have a question not answered here? Please contact the
Universal Design Center (UDC) at UDC@csun.edu or, during business hours (Monday
through Friday, 8am to S5pm Pacific time), at (818) 677-5898.

What is Accessibility? What is Universal Design?

In this context, “accessibility” means that people with disabilities have access — to facilities, to
information and to technology. “Universal design” takes this concept one step further, to
ensure that everyone can perceive, understand, engage, navigate and interact regardless of

ability or preference.




Launch the Tags Panel or the Content Panel

* If you have errors in an Acrobat
Accessibility Check, you should
have the option to show the
error in either the Content Panel
or the Tags Panel or both.

* This lets you quickly see what
the problem is.

* In most cases, activating/clicking
on the error will let you see what
itis in the document, but being
able to see it in either or both
the Content and Tags Panels
takes you right to the problem.

I Accessibility
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Accessibility Checker
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> Document (3 issues)

> Page Content

> Forms
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o Hides anr
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> Lists Check Again
5 Werrfies Show Report
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What is Accessibility? What is Universal Design?

In this context, “accessibility” means that people with disabilities have access — to facilities, to
information and to technology. “Universal design” takes this concept one step further, to
ensure that everyone can perceive, understand, engage, navigate and interact regardless of

ability or preference.

Figure 1: Accessibility logo

Universal Design Center Mission

The UDC supports the campus community
in their efforts to make it possible for
individuals to learn, communicate, and
share via information and communication
technology. One way we do this is by
assisting the campus community to ensure
their information and communication
technology is interoperable, usable and
accessible, so that individual learning and

processing styles and/or physical
characteristics are not barriers to access.

The role of the UDC is to help CSUN
implement business practices which enable
the campus to meet policy standards under
the Accessible Technology Initiative Coded
Memoranda.




Check Accessibility Again...

Go through each section that has one or more issues/failed to fix it until all
sections passed.

Two question marks @ will always stay in Document (2 issues) section even if
you right-click and select Pass. It just there as a reminder to conduct manual

check.

Accessibility Checker X
@ -

Document (4 issues)

v
Accessibility Checker Options @ G\
©

o Accessibility permission flag - Passed
Report Options

o Image-only PDF - Passed
Create accessibility report Folder: C\Users\sem72178\Documents @
3 Tagged PDF - Failed
[[] Attach report to document Q
I:% Autotag Document D @ Logical Reading Order - Needs manua
Page Range
. . o Primary language - Passed
@) All pages in document (") Pages from |2 to |2 2z

@ Title - Failed
Checking Options (31 of 32 in all categories)

&

Reading Options o Bookmarks - Passed

Category: lDocumem

@ Color contrast - Needs manual check

e L
Full Check Accessibility permission flag is set 7
> Page Content (2 issues)
ibili [¥| Document is not image-only PDF
Accessibility Report =
Yieh Document is tagged PDF > Forms
Identify Form Fields Document structure provides a logical reading order v Alternate Text (5 issues)
J
v Text | i ified 3 Fi i
SulERLEgs B I (a\) Figures alternate text - Failed

Document title is showing in title bar I
Set Alternate Text @ Nested alternate text - Failed

Bookmarks are present in large documents
Setup Assistant Document has appropriate color contrast (%] Associated with content - Failed

() Hides annotation - Failed

M/ B0 e|0E

Reading Order

> @ Other elements alternate text - Faile

Tables (4 issues)

Show this dialog when the Checker starts >

Start Checking ] i Cancel > Lists (2 issues)

v Headings (1 issue)

@ Appropriate nesting - Failed

i
N
@

@
B
Z

=]~

A4S

Document (2 issues)
o Accessibility permission flag - Passed
o Image-only PDF - Passed
o Tagged PDF - Passed
@ Logical Reading Order - Needs manual check
o Primary language - Passed
o Title - Passed
o Bookmarks - Passed
@ Color contrast - Needs manual check
Page Content
o Tagged content - Passed
o Tagged annotations - Passed
o Tab order - Passed
o Character encoding - Passed
o Tagged multimedia - Passed
o Screen flicker - Passed
o Scripts - Passed
o Timed responses - Passed
o Navigation links - Passed
Forms
Alternate Text
Tables
Lists
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Use screen reader to finalize
your document accessibility features

DO NOT use Adobe Acrobats built-in ‘Read Out Lout’ tool as a screen reader. This tool is
NOT a screen reader and will not capture the same information as screen readers below.

<)
Access

Empowering lives through
non-visual access to technology

VoiceOver (Apple)

Microsoft Windows NVDA screen reader that allows blind * Apple VoiceOver built-in provides

and visually impaired users to read the screen either with auditory descriptions of each onscreen
a text-to-speech output or by a refreshable Braille display. element using gestures, a keyboard, or a
NVDA can be downloaded free of charge by anyone. braille display.

NVACCESS.Org



nvaccess.org

Course Materials: Canvas Ally says,
"This PDF is scanned"

A scanned document is created when a paper-based document, often already
printed, is digitized using a scanner. The scanning process essentially takes a
picture of every page and bundles it together into a PDF or other format.
While the content will look like text, it's just an image of the text, which is not

accessible for students who are using assistive technologies like screen
readers.

How do | fix a scanned PDF?

Your Subject Specialist at the University Library may be able to help you
find a more accessible digital copy of textbooks, journals, articles, or
publications for your courses.

niversal esign "_enter csun.edu/udc


https://library.csun.edu/About/SubjectSpecialists

Accessibility Tips

* Always save your PDF as you add TAGS
accessibility markup

* When modifying extensive content in reading
order, drag content down not up

 Delete empty tags
Accessibility Tips

 Header, footer, and page numbers, decorative
lines or shapes tag as “Background/artifact”

niversal —esign _enter csun.edu/udc




.’ Adobe Acrobat DC

AIWayS SAV E yo u r P D F a S yo u Adobe Acrobat DC has stopped working

Hang on while Windows reports the problem to Microsoft...

add TAGS accessibility markup e

. Cancel

Save it OFTEN to avoid
Adobe unpredictable crashes!




PDF Accessibility Iterative Process
e

8
Congratulations! .

3
. Review and

niversal esign ' _enter csun.edu/udc



How can we help you make a difference?
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DESIGN means d551gn fbr éveryone .

Make one
design that

| | fits everyone Universal Design Center Offers

ﬂEﬂ @ * Online, self-paced training

e .
Miedia with e In-person training each semester
Captioning  Consultations

* Tools and Services
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