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Scope of this Guide
The PDF is a common file format widely compatible with a variety of computers and devices. Software for
opening and viewing PDFs is freely available. But like any computer file, special care must be taken to ensure
that the document is accessible. PDFs can be especially problematic, since the PDF itself is simply a container
for the content. If the content within the PDF is not accessible, then the PDF is not accessible either. To benefit
the most from this guide, you should be familiar with creating, uploading, and downloading PDFs.

Microsoft Office Documents
Use the features and functions in Word and PowerPoint to make documents accessible before saving as a
PDF. When saving a Word document or PowerPoint presentation as a PDF, be sure to use Save as Adobe
PDF under File.

Refer to the guides Word 2010/2013: Accessible Documents and PowerPoint 2013: Accessible Slideshows for
more information.

Existing PDFs
It is common practice to provide students articles from the Internet or electronic databases. Typically, the
article is downloaded as a PDF and made available to the students. There is no guarantee however that the
downloaded PDF is accessible. Often the article layout and formatting make the PDF incompatible with
assistive technology. The PDF may also be a scan of the original paper based article, making it incompatible
with assistive technology without the addition of optical character recognition.

Electronic Database Full Text Option
Check to see if the article you plan to use is available in full text online. This means that the entire article is
available directly on the database webpage. If it is, then provide the link to the full text article online. Be sure to
provide the persistent link to the article online.
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This likely will be the most accessible option. If the article is available only as a downloadable PDF, do not
assume that it is accessible. Use Adobe Acrobat Professional to check and make the PDF accessible.

Making a PDF Accessible
Adobe Acrobat Professional features an easy to use wizard that guides you step by step through the process
of making a PDF accessible.

Action Wizard: Make Accessible
Use the Action Wizard to run the Make Accessible action.
1. With the PDF open in Acrobat Professional, navigate to View > Tools > Action Wizard.
2. Click on Make Accessible.
3. Click Start.

CETL | Accessible PDFs

Page | 2

4. Adjust the document title.
5. Click OK to recognize text with OCR.
6. Click Skip this Step unless the PDF contains a fillable form.
7. Set the Reading Language.
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8. Click OK to scan for graphics and images without Alt Text.
9. Add a description for the graphic or image missing Alt Text.
10. Use the arrow to move to the next image missing Alt Text, Save and Close once finished.

11. Click Start Checking to run the Accessibility Full Check.
12. Click Close to close out the Make Accessible Wizard.
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Review Remaining Accessibility Issues
Use the Accessibility Checker panel to view remaining accessibility issues. Notice the Logical Reading Order
issue. You must check this manually.

Check Document Reading Order
1. Navigate to View > Tools > Accessibility.
2. Click on Touch Up Reading Order.
3. Ensure that Show page content groups and Page content order are both selected.
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The reading order is shown in numbered blocks. In the example below, the article flow is disrupted by the
following incorrect reading order: beginning of article > author note > column two of article. The note about the
author interrupts the flow from column one to column two of the article. The note about the author should
appear after the first block containing the article title and author name.
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Adjust Document Reading Order
1. Click Show Order Panel in the Touch Up Reading Order panel (View > Tools > Accessibility.)
2. Locate the block you wish to reorder.
3. Click and drag the item into the correct reading order.
Check the reading order on each page.

Configure Tables for Accessibility
A table may contain column and row headers that are visually distinct from other cells in the table. However,
this visual formatting isn’t discernable by users of assistive technology. Column and row headers must be
tagged as headers using the Touch Up Reading Order Tool in Acrobat.
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Establish Table Headers with Table Editor
1. Open the Touch Up Reading Order panel (View > Tools > Accessibility.)
2. Ensure that Show page content groups and Page content order are both selected.
3. Click on the number representing the reading order for the table.
4. In the Touch Up Reading Order panel, click on Table Editor.

5. Right click on one of the column headers within the table.
6. Click on the Table Cell Properties menu item.
7. In the Table Cell Properties window, find Type and select Header Cell.
8. Adjust the Scope by selecting Column, then click OK to finish.

Repeat steps 5 through 8 for remaining headers. For row headers, use the row scope option.
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Adjusting Row and Column Span
In some tables, the row or column header will span two or more rows or columns. In the example below, Row
Heading 1 applies to rows 2 and 3. Visually this can be seen, but the table structure without additional
configuration may not be easily discernable by users of assistive technology. To correct this, we’ll set Row
Heading 1 to span 2 rows.

1. Open the Touch Up Reading Order panel (View > Tools > Accessibility.)
2. Ensure that Show page content groups and Page content order are both selected.
3. Click on the number representing the reading order for the table.
4. In the Touch Up Reading Order panel, click on Table Editor.
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5. Right click on one of the row headers within the table.
6. Click on the Table Cell Properties menu item.
7. In the Table Cell Properties window, find Type and select Header Cell.
8. Adjust the Scope by selecting Row.
9. Set the Row Span to 2, then click OK to finish.
10. Click Yes to the malformed table structure alert.

Repeat steps 5 through 10 for any remain row headers.
In the restructured table, the red shading now shows Row Heading 1 applying to rows 2 and 3.

NOTE: Column Span is also available to indicate that the column header applies to two or more columns.
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