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Introduction

PDF files are created in a variety of ways, from a variety of applications, and for a variety of purposes. Achieving
the desired accessibility goals for an individual PDF file requires understanding the nature of the PDF and its
intended use. Adobe Acrobat Pro DC provides several tools including the Make Accessible Menu in the Action
Wizard mode and the Accessibility Checker to assist authors in evaluating and fixing issues that can impact
accessibility.

To make a PDF accessible to users of Assistive Technology (AT), you need to create an Accessible Tagged PDF.
Most PDF files are created from files in other formats like Microsoft Word, Excel, and PowerPoint. If the original
file was created accessibly and saved using the Create PDF function on the Acrobat tab, only a little additional
work will be needed to create an accessible tagged PDF file.

Purpose

This guide is intended to help DOL employees and contractors create accessible PDF documents that are
conformant with Section 508 requirements and best practices.

PDF Background

What Software is Required?

Adobe Acrobat is the industry-standard software for creating PDFs. You must have the professional version of
Adobe Acrobat to remediate a PDF. This is different than Adobe Reader, which allows you only to read PDFs. The
professional version allows you to modify the tags in the PDF.

What are PDF tags?

At the highest level, every document contains two things: content and structure. Content is what the document
is about: the words, the pictures, the data, and the information. Structure is how the document is organized. If

you can see, you understand structure immediately. You can tell that the word “Introduction” at the top of this
page is a heading — because it looks like a heading and it’s in the place where a heading should go.

In PDF, structure is defined through tags. It’s the job of the PDF author to make sure that tags exist in the
document, are correct, and are in the correct order.

How do Assistive Technology Users Read a PDF?

When the word “Introduction” is tagged as a heading, Assistive Technology will expose important qualities to
users with disabilities. Screen reader users will hear not only the content (the word “Introduction”), but also the
structure (“Heading Level 1”). They will also be able to navigate a document by using its headings — typically by
pressing the H key.

Accessibility Options and Tools Setup

The Accessibility Tools and Make Accessible Menu option in the Action Wizard may not be visible when you
open Acrobat DC. If they are not, see Accessibility Tool Setup section.
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Converting to PDF Format

Start with an accessible source document. It should pass the accessibility checker and the DOL Section 508
checklist. In Word, PowerPoint, and Excel:

.

File Home Insert Design Layout References Mailings Review View Developer Add-in: [RaEelsEN

.- - L 1§ - - -

) B L& & . o= °
Create Preferences [ Create  Mail Create and Acrobat Create PDF and Insert
PDF nd Share Merge Send For Review Comments ~ Run Action ~ Media
Create Adobe PDF Create and Share Review And Comment Create and Run Action Media

Figure 1. Acrobat tab with PDF options in Word

Select Acrobat tab

Select Preferences

Verify Enable Accessibility and Reflow with tagged Adobe PDF checkbox is checked
Select Ok

s e

Seltings Security Word Bookmarks
PDFMaker Settings
Conversion Settings: Standard v

Use these settings to create high quality Adobe PDF documents suitable for a
delightful viewing experience and printing of business documents. Created PDF v

View Adobe PDF result
Prompt for Adobe PDF file name

Convert Document Information
PDF/A Compliance: None v

Advanced Settings ..

Application Settings

[]Attach source file

Create Bookmarks

Add Link

Enable Accessibility and Reflow with tagged Adobe PDF I

Figure 2. PDF Preferences window in Word

Do NOT use the Saveas option! This doesn’t keep the accessibility of the source document.
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Set Document Properties

The document title, author, initial view, and language must be set as part of the document properties.

Title and Author

1. Select File

2. Select Properties
3. Enter Title (Description tab on Document Properties window). Title should be meaningful, not the file name
4. Enter document Author as “United States Department of Labor” or “AGENCY NAME, “United States
Department of Labor.”
5. Press Ok
Docurnent Properties x

Description  Security Fonts  Initial View Custorn  Advanced
Description

File: Creating 508 Compliant_WORD 20180703.pdf

Title: |Crea‘b1ng 508 Compliant Word 2016 Documents

Author: [Cn‘f'n:e of the Chief Information Officer

Subject: |

Keywards: |

Created: 12/18/2018 4:06:57 PM Additional Metadata...
Modified: 12/18/2018 4:40:47 PM
Application:  Acrobat PDFMaker 19 for Word

Advanced
PDF Producer.  Adobe PDF Library 19.8.103
PDF Version: 1.6 (Acrobat 7.x)
Location:  C\Users\Lastort-loanne-L\OneDrive - US Department of Labor - DOLADOL- 508\Checklists\Guides\ Previous Versions,
File Size:  724.50 KB (741,991 Bytes)
Page Size:  B.50x 11.00 in Mumber of Pages: 17

Tagged PDF:  Yes Fast Web View: Yes

Figure 3. Document Properties window — Description tab
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Set Language

Set the appropriate language for the document.
1. SelectFile

2. Select Properties

3. Select Advanced tab

4. Select Language (in Reading Options section)

Decument Propesties *
Description  Security Fonts  Initisl View  Cutom  Advanced
POF Settings

BuisLFL |

Search Index | Browse_ Clear
Toappedt  Unkmown
Print Disleg Presets

Page Scaing: | Dedauk w

Duplexblode | Simpbe -
Baper Sowce by Page Sizce []

N
omber of Copies: | Default

Reading Optiont

o Ll

Language: | Enghsh

Figure 4. Document Properties window - Advanced tab - Set Language

Set Initial View

Set the Initial View to Document Title so that the document title, not the file name will be read to the screen
reader user.

1. SelectFile

2. Select Properties

3. Select Initial View tab

4

Select Document Title (in Window Options section)

Document Properties

Description  Security Fonts | Initial View | Custom Advanced

Layout and Magnification

Mavigation tab: | Page Only ~
Page layout: | Default ~
Magnification: |Defau|t ~

Open to page: IPageW of Page 1 (1)

Window Options
[] Resize window to initial page
[] Center window on screen

[] Open in Full Screen mode

Show: | Document Title

Figure 5. Document Properties window - Initial View tab - show document title
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Set Page Layout

Set the Page Layout to Single page or Single Page Continuous.
1. SelectFile

Select Properties

Select Initial View tab

Select Page Layout (in Layout and Magnification section)

vk W

Select Single Page or Single Page Continuous

Description  Security Fonts  Initial View  Custom  Advanced

Layout and Magnification

Mavigation tab: | Page Only L
Page layout: | Single Page v
Magnification: Drefault >

Open to page: |'| of 17

Figure 6. Document Properties window - Initial View tab - Page Layout

Content Copying for Accessibility Flag

Verify the Content Copying for Accessibility Flag is set to Allowed so that screen reader software can access the
content.

Select File

Select Properties

Select Security tab

Select Content Copying for Accessibility (in Document Restrictions Summary section)

vk N

Verify it is set to Allowed

Document Restrictions Summary
Printing:  Allowed
Changing the Document:  Allowed
Document Assembly:  Allowed

Content Copying:  Allowed

Content Copying for Accessibility:  Allowed

Figure 7. Content copying for accessibility
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Accessibility Tools

The Accessibility Tools allow you to perform many accessibility functions such as Set alternate text (Alt text),
access to the Reading Order tool, and the Accessibility Checker.

The Accessibility Tools icon is found on the right-hand tool bar.

ﬁ Create PDF
52 Edit PDF
Comment

(] Organize Pages

@ Prepare Form

@ Accessibility |

Figure 8. Accessibility tool icon

List of Accessibility Tools

-

a Autotag Document o=

=0

Reading Options IEl

Accessibility Check E&
Accessibility Report

®

Identify Form Fields
Set Alternate Text

Setup Assistant

B0 8@ © B

Reading Order

Figure 9. Accessibility Tools pane
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Set Alternate Text Tool

The Set Alternate Text tool lets you enter the alternate text (Alt text) for all the images in the document at one
time. You can also mark images as “decorative”. If you have converted the document from Microsoft Word or
another Microsoft Office product and added Alt text, it will transfer to the PDF document. If not, you will need
to add it manually.

Alternate Text (Alt text)

Alternate text (Alt text) is important to assure people with disabilities are able to effectively use the information
contained in images within the document. Alternate text (Alt text) allows Assistive Technology (AT) users to
understand the images. All images that convey meaning need to be accompanied by Alt text, so that their
purpose is communicated to people using Assistive Technology (AT).

For example, you are trying to demonstrate a technique to use during a storm, and you have an image of a
single-family home with plywood over the windows. In your Alt text, the words “Boarded up house” convey
more meaning and get to the intended purpose of the image more than just having the word “House.”

Some best practices to keep in mind when writing Alt text include:

e Keep the text concise while still being meaningful and informative. Ask yourself if the text can stand alone—that is, it
should act as an equivalent for the image if the image were to be removed.

e Don’t use the terms “photo of”, “image of”, “picture of”, etc., in the Alt text because AT users are told it's an image.

e Alt text for the Department of Labor seal should be: “United States Department of Labor seal”.

Adding Alternate Text (Alt Text)

Select Set Alternate Text tool
Image will be highlighted

Enter alternate text (if necessary)
Select the Next Arrow

vk N

Select Save and Close when finished

\ Image 1 of 33 3

Alternate text: [] Decorative figure

United States Departrment of Labor seal

Save 8 Close Cancel

Figure 10. Set alternate text window

What about Decorative Images?

Decorative images are things like lines, or rectangles, or anything used for layout. They can also be images of
things that are added to make the page look more interesting, like an icon of a calendar next to a calendar used
to select a date. For these, check the Decorative figure checkbox.
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Image 1 of 33 [

Alternate text: Decorative figure

Save & Close Cancel

Figure 9. Set Alternate text window with checkbox checked

Accessibility Checker

The Accessibility Checker is a valuable tool in checking accessibility. However, just because your document
passes the Accessibility Checker does NOT guarantee it is conformant. Use the checker more as a guide rather
than a hard-and-fast rule. The Accessibility Checker cannot find all the issues. Some issues can only be found by
a person. For instance, it can tell if there is no alternative text (Alt text), but it cannot tell if the alternate text (Alt
text) makes sense.

The Accessibility Check option produces a report that is displayed on the left-hand side. Sections with errors are
in bold text. Expand the section to see the individual errors. Selecting the error will highlight the element on the
page that has the error. Review each error to correct it. When you click on the error, the object will be
highlighted in the document. Right-click (or use the context menu key) and select Explain get an explanation of
the error and how to correct it. Errors that need to be verified manually are marked.

1. Select Accessibility Check
2. Select Start Checking (to check all the options)

Report Options
[] Create accessibility report Choose...
Attach report to document

Page Range

(®) All pages in document () Pages from 2 to

7

Checking Options (30 of 32 in all categories)

Categorny: Page content o

[ All page content is tagged

[=] All annotations are tagged

[] Tab order is consistent with structure order
Reliable character encoding is provided
AII multimedia objects are tagged

Page will not cause screen flicker

Mo inaccessible scripts

Mavigation links are not repetitive

Page does not require timed responses

Select All Clear All

Show this dialog when the Checker starts

Help Start Checking Cancel

Figure 10. Accessibility checker options
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Lv)

Accessibility Checker

E-

Document (3 issues)
o Accessibility permission flag - Passed

a# Image-only PDF - Passed

The DEMENTS oF Creating accessi
enviranment. Accessibility is de:
equal to thase of people withou
technology. The Department of
meeting standards for accessib

+” Tegged PDF - Passed Pur pose
= E This guide is intended to help D
i) Logical Reading Order - Needs manual check that are compliant with Section

o Primary language - Passed
) Title - Failed

o Bookmarks - Passed

Excel documents should be use
tables where the information in
describe the cell's content.

A few tips for developing Access

_ lise a simple table struc
Do not use images of d:
Lise one row of column |
Awvoid merged or split ce
. ldentify the header row.
Flace data tabies indine

g} Color contrast - Needs manual check
Page Content
Forms

Alternate Text

oM aWwN P

Tables

2
>
>
>
>

Figure 11. Accessibility report

Reading Order Tool

The Reading Order tool is for less advanced tasks than the Tags panel. For some things it is more efficient to use
than the Tags panel. Select the Reading Order tool from the right-hand side panel. You can use the Reading
Order tool to perform the following accessibility tasks:

e Remove nonessential content, such as ornamental page borders or formatting

e Correct or set structure types
e Fix the tagging of simple tables, and prepare complex tables for more advanced manipulation in the Tags panel

To perform advanced reading order and tagging tasks, such as fixing complex tables, removing obsolete tags,
and adding alternate text to links, use the Tags panel. (See Tags Panel section.)

Warning: Save the document before you use the Reading Order tool. You can’t use Undo to reverse changes
made with this tool, so reverting to a saved document is the only way to undo such a change.

U.S. Department of Labor | Office of the Chief Information Officer
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Make sure the Structure types radio button is selected so all the structures will be displayed.

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 & Formula
Reference (q) MNote (z) Background/Artifact
Table Editor
[“]1 Show page content groups |

() Page content order

(@) Structure types

[4 Show table cells 1

[]Display like elements in a single block

Show tables and figures [ ]
Clear Page Structure... Show Order Panel
Help Close

Figure 12. Reading Order tool window

When the Reading Order tool window is displayed, the structures appear on the document.

[H2Jiue Sheet Names

E\d using the default sheet names such as “Sheet 17, “Sheet 27, The sheet names should be descriptive
provide sufficient information about the kind of data the spreadsheet contains. To name a sheet, either
double click the tab text and begin typing, or right click>select Rename.

H3 Ming a New Table

Excel's builtin function 1o create tables. You will need to name column and row headers. |
Ell. hnd Column Headers)
s pan Frce P08
[ ECt cells 1o include in the table |
Ectinseritab |

Bt Table |
BCt My table has headers checkbox_ |

EE]

o fb b b

Figure 13. Structure types displayed
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Creating Artifacts with Reading Order Tool

Use the Reading Order tool to identify and remove content that is not relevant to an AT user. Standard content

that does not represent meaningful content, or appears as a background should be tagged as an artifact.

Examples of such content in a document include decorative images or line spaces. Additionally, because they are
not considered real content, artifacts are not present in the Tags Panel and so will not be read by a screen

reader.

Content is removed by making it an Artifact. This removes it from the Tags which is what the Assistive

Technology uses to read the document. (See How do Assistive Technology users use a PDF section.) When

content is selected, it is highlighted in blue. Once it is selected, select the Background/Artifact button.

Q
s )
=) =
o= =
2 S
o s

ATES 0L

[P]

?). S. DEPARTMENT (

lreating 508 Comr
icrosoft Excel DOC

the buttons below:

Draw a rectangle around the content then click one of ﬁﬁ

Test/Paragraph Figure
Form Field Figure/Caption
Heading 1 Heading 4 Table
Heading 2 Heading 5 Cell
Heading 3 Heading & Formula
Reference (g) Naote (z) Background/Artifact

Table Editor

Figure 14 Example of formatting elements

Note: You can also remove nonessential content in the Tags Panel. See Creating Artifacts section.

U.S. Department of Labor | Office of the Chief Information Officer
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Tags Panel

This is where you can see the structure of the document. Assistive Technology software uses the Tags to read
the document. You can correct the reading order by selecting and dragging the elements to the proper place in
the list. You can also edit or add tags.

To show the Tags Panel, press the Tag figure on the left-hand side menu bar.

Tags X

E- ®

e @ Tags ~
h) @ <Figure>

3 O <H1=
v O <HZ>

= Project Initiating Quick Refe

vﬂ“p:‘

(OB B & 0 B

= Initiating: During Initiation,

= Identify the Sponsor The Pre

VO<L>

Figure 15. Tags Panel

Common Tags

Tag Description

<H1> Heading level 1 (use for Title)
<H2>...<H6> Heading levels 2-6

<P> Paragraph (text)

<L> List

<LI> List item

<Lbl> List label (1., 2., a. b., or bullets)
<LBody> List body

<Table> Table

<TH> Table header

<TR> Table row

<TD> Table data cell

<Figure> Image

<Link> Link (and Link-OBJR)

<Note> Footnote/endnote text
<Reference> Table of Contents entry, page number, subscript
<Document> Document

<TOC> Table of Contents

<TOCI> Table of Contents item

U.S. Department of Labor | Office of the Chief Information Officer
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Tables

Tables pose a special challenge for screen readers because they present textual or numerical data to be easily
referenced visually. Content within table cells can be complex and might contain lists, paragraphs, form fields, or
another table.

There are two types of tables: data tables and layout tables. To be Section 508 conformant, data tables must
have their column and row headers identified and layout tables should not be used. It is very difficult to create
accessible complex tables. Examples of complex tables include those with row and column headers, multiple
rows of headers, and headers that are both row and column headers. In general, complex tables should be
avoided.

Format Tables

Tables created accessibly in Word should still be checked for proper formatting. Tables that have row headers
or headers that are both for columns and rows need to be formatted. Tables are formatted using the Reading
Order Table Editor.

The Reading Order Table Editor tool displays the selected table into cells and allows the user to apply additional
table markup. Most tables are properly recognized using the Table Editor; however, the tool may not recognize
a table that lacks clear borders, headings, columns, and rows. Use the Table Editor to check and correct table
tags. By viewing table tags, determine whether columns, rows, and cells have been correctly identified. Tables
that lack well-defined borders and rules are often tagged incorrectly or contain adjacent page elements. It is
possible to correct poorly tagged tables by selecting and redefining them:; it is possible to split combined cells by
creating a tag for each cell.

Select the Reading Order tool
Select the Show Tables And Figures button

If the table is not clearly labeled in the document pane, drag to select the entire table, and then click Table in the
dialog box

4. Select Show Table Cells to make sure that all cells in the table are defined as individual elements.

If cells do not appear as separate elements:

1. Use the Reading Order tool to select a single cell from within a merged cell
2. Select the Cell button in the dialog box

3. Repeat for each split or merged cell

THirent Aszets H 2016 H 2017

T Cash £ 11,000 10,004
AqTDnts receivable § 500 300
Inventory i 200 104
Prepaid expenses £ 300 304
Short-term investments 4 1,000 200
Total current assets % 13,000 11,500

Figure 16. Example of table with merged cells

U.S. Department of Labor | Office of the Chief Information Officer
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Table Editing Mode
1. Select the Show Order Panel button in the Reading Order dialog

2. Highlight a cell from the table in the Order panel
3. The Table Editor button in the Reading Order tool becomes active
4. Select the Table Editor button on the Reading Order dialog to place the table in Table Editing Mode. Header cells
are indicated with <TH>. Data cells are indicated with <TD>.
TH Innovation TH Technology

Toromputer file could he printed exactly az  [TD|dobe Postscript(r)
t appeared on screen, with all formathing,
Sraphics and fonts intact

TOgdefined the gquality and complezity of Ddobe lustrator(t)
mages that could be created for print, and Adobe Photoshopir)
ater extended those benefits to content
created for wideo, filtn, web, and alternative
cormputing devices

TDlange page layout market TD|dobe InDesionir)

TDEbled formatted digital document shanng [TDdobe Acrobat()

scross platforms Adobelr) Portable Document
Format (PDF)

TOEatly enhanced how people create, Udobe(t) Engagement

manage, deliver and engage with Flatform

nformation

Figure 17. Table Editing Mode

Selecting Table Cells

Select individual cells by clicking within the borders with the mouse. When the cell has been selected, it will
have a green border. Select multiple table cells by holding down Shift and clicking. (This is an efficient method
for selecting the first row of data cells in a table which need to be changed to header cells.) Some properties for
multiple cells can be set at once thus saving time tagging large and complex tables.

THrrent Aszets H 2016 H 2017

T Cash g 11,000 10,000
Accounts receivable £ 500 304
Inventory L3 200 104
Prepaid expenses § 300 aog
Short-term investments LS 1,000 204
Total current assets : 4 13,000 11,504

Figure 18. Example of selected cell
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Edit Cell Properties

Once in Table Editing mode, right click to display the Table Cell Properties dialog.
Use the Table Cell Properties dialog to:

e Specify the type of a table cell (Header cell or Data cell)

e Set cell attributes that span more than one row or column

e Assign a scope of row, column, both, or none to header cells

e Assign a unique header ID for Table Headers

e Associate Data cells with Header IDs that have been created for the table

Type
O Header Cell Scope: | Mone
(®) Data Cell

Attributes
Row Span:

Colurn Span:

T

1D
Associated Header Cell [Ds: L]
=
oK Cancel

Figure 19. Table cell properties

Note: If the TH and TD are not visible, you will need to change the options in the Table Editor.

1. Right-click (or use the context menu key) on any table cell
2. Select Table Editor Options
3. Check Show cell type (TH or TD) checkbox (Label Option)

Verifying Table Structure with the Tags Panel

Use the Tags panel to check the structure of the table. See Tags Panel section.
1. Inthe Tags panel, expand the tags root to view a table tag
2. Select the table tag <Table> and verify that it contains
Table Rows <TR>, each of which contains Table Header <TH> or Table Data <TD> cells

Do one or more of the following:
e If the tags for the table doesn’t contain these elements, but rows, columns, and cells appear in the table in the
document pane, use the Reading Order tool to select and define the table or individual cells.

U.S. Department of Labor | Office of the Chief Information Officer
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e |If the table contains cells that span two or more columns or rows, set ColSpan or RowSpan attributes as appropriate
for these cells in the Table Editor of the Reading Order tool.
e Re-create the table in the authoring application, and then convert it to a tagged PDF.

Tags hd

E-O®

~ Tags ~
o e <Document>

5 @ <H1=>

~ B =Tables

~s B <TR=

e B <TH=

AR

= ITEM #

5 B <TH>
5 B <TH>
5 B <TH>
5 B <TH>
> &5 <TR>
~ &1 <TR>
~ g5 <TD>
= RBN
> &5 <TD>

Figure 20. Table structure in Tags Panel

Page Content Order

You can check the order that the elements on the page will be read in by selecting each tag with the mouse.
When a tag is selected, the corresponding element will be highlighted on the page. Step through each tag and
verify it is in the correct order on the page.

Tags X
B-Q@® Introduction
The benefits of creating accessible
<HD> P environment. Accessibility is desig]
> ¢ equal to those of people without a
P technology. The Department of Laly
> 1 meeting standards for accessible d
> 9 <P>
T Purpose)
IS BUIGE 15 | ded to help DOL
&y Purpose that are compliant with Section S0
> ke Excel documents should be used f
q <P tables where the information in a ¢f
> describe the cell's content.

Figure 21. Selected content displayed
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Correcting Content Order

Correct the order by dragging the tags into the correct order with your mouse.
Note: Do NOT use the Order panel because the Assistive Technology uses the Tags for structure and order, not
the Order panel.

Creating Artifacts with the Tags Panel

You can also remove nonessential content in the Tags panel by changing the tag to Artifact. Checking the
content order using the Tags panel, you can see nonessential formatting elements displayed as shown below.

Set Initial View
Set the Initial View to Document Title so that the documer
@:r user.
elect File
2. Select Properties

3. Select Initial View tab
4. Select Document Title (in Window Options section)

Figure 22. Formatting element in document

In the Tags panel, the formatting element looks like this.

vq’l-ﬁp:\

Figure 23. Formatting element in Tags panel

To remove it from the Tags panel, there are two parts. Change the tag to Artifact and then delete the now
empty tag. The empty tag has no > next to it.

Part 1 — Change tag to Artifact:

1. Selecttag

2. Right-click (or use the context menu key) to open menu

3. Select Change Tag to Artifact (Create Artifact window opens)
4

Select Ok (Page radio button is automatically checked)

I I Create Artifact X
v ] <P>
=1 Hew Tag Artifact Type: Attach to Side(s):
> @Y
Page Left

> %] <P Delete Tag ® Z U
5> @ <A  Delete Empty Tags Irg O Pagination O Top
> NPl Reading Order (3 O Layout [IRight
3 <Py

Y Find Tag from Selection []Bottom
> @ -H

Create Tag from Selection

R
> 4 <Ry

3 <. I Change Tag to Artifact... I
> @< ~—— ﬂ

Figure 24. Create artifact

U.S. Department of Labor | Office of the Chief Information Officer

17



Part Two - Delete empty tag
1. Select empty tag
2. Right-click (or use the context menu key) to open menu

3. Select Delete Empty Tags

q <Pl

" K New Tag..

1' <P Cut

& | Delete Tag

q - Delete Empty Tags
> &

Figure 25. Delete empty tags

Lists

In Adobe Acrobat, each list structure must consist of a parent <L> tag and subsequent list item <LI> tags for each
item in the list. If there are total of eight items listed, then there needs to be eight <LI> tags in the structure.
Each list item <LI> tag should contain a label <Lbl> tag that includes the number or bullet and a list item body
<LBody> tag that contains the text of the item.

v ‘@ <L>
v ‘,@ <Ll>
v J <Lbl>
H -
v §f <LBody>

& Department of Labor Manual Series, (DLMS)
v @ <LI>
v §f <Lbl>

H o
v @ <l Body>

&g Department of Labor System Development Life

Figure 26. List tags
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If there is a sub-list or nested list, it must be nested under the <LBody> tag of the parent list.

have row or column headers

v @ <U> ~
v @ <Lbl>

Put focus in cell in first header in tabh
Select Formulas tab
Select Define Name
Enter TitleRegion in Name fieid

mawl\.\.—

e NUImoer 'within the sne
OF Lhe Tirst laiie
cell in the L

v i <LBody>

W Apply following naming Ypnvention:

Va(L)

v @ Y
Using this naming convention, the table's nam
v @ <Lbl>
“ A2 » I Name
; AR B c D
v @ <LBody> 1 Average Height to Age
2 Sex Height Age
— A uni umber within the sheet 3 John Male 55
4 Jane Female 53

Figure 27. List structure with sub-list

Table of Contents

If you have created a Table of Contents accessibly in Microsoft Word, you will not have to do much work to itin
the PDF file. You may have to nest sub-headings and get rid any extra blank tags.

The structure of Table of Contents tags are as follows:

<TOC>
<TOCI>
<Reference>
Link - OBJR
& <o n TABLE OF CONTENTS
v < >
= TABLE OF CONTENTS OCCUPATIONAL SAFETY AND HEALTH ADMINISTRATION....ccconsmsnnmmnnssssssnssssssns 1
> e <TOCI> FY 2021 OPERATING PLAN 1
> € <TOCI> ISSION AND INTRODUCTION . cvotieutssssmncisiasiessns s s sas 1000001001000 000000 0008084000014 0t bbb a0 m
v §F <Toci> Mision !
¢ |ntroduction. 1
v @ <Reference> 4
bpportun\tles for Strateilc \merovements g
& MISSION AND INTRO
Risks 6
@ Link - OBJR CORE FUNCTIONS AND STRATEGIES.......ooovinmmmmninnnnmsninninsnsnns 8
v a <TOC> Enforcement 8
) 6 <TOCI> Safety and Health Standards 16
> @‘ <TOC|> Cooperative Program 21
On-Site Consultation 24
> § <Toc

Figure 28. Table of contents tag structure
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1. Eachitem in a Table of Contents needs to have proper Table of Contents structure. The TOC tags open with a
<TOC> tag. Each item has a <TOCI> tag, followed by a <Reference> tag, followed by a <Link> tag, and then
followed by the content for that link.

2. The hierarchy of the Table of Contents is very important. Not every TOC item is on the same heading level, so
this needs to be reflected in the tags. Sub lists need to be nested within the corresponding parent tag.

Footnotes

This is one case in which the visual order does not match the order in the Tags Panel. The placement of the
<Note> tag depends on where it is.

1. Place the <Note> tag in the Tags tree (in a <P> tag), immediately after the Paragraph tag that references it. When
a list refers to a note, move the <Note> tag inside the <LBody>, placing it after the text in the <LBody>.

o The advantage of this choice is that it places the note text closer in the reading order to where it is
referenced.
o Ifthe same footnote is used to more than once in a document, do not use this option.

2. Do not move <Note> tags inside <TH> cells in data tables. If a footnote is referenced in a table’s header cell, add
the note in a Paragraph tag below the table in the Tags tree.

3. Place the <Note> tag (in a <P>) as the last tag for the page where it appears in the physical view.

o Use this option if the same footnote is referred to multiple times on the page.

o Caution: If a paragraph or list item spans across multiple pages, do not break the Paragraph,
<LBody> or List tag at the end of one page to insert the Note tag before the page break. Instead,
move the <Note> tag after the Paragraph tag, even if it means the note appears on the following

page.
= N
vig OASP is committed to ensuring continuity of mission-critical and essential activities while sii
& OASP is committed to ensu ndministrative safeguards to protect its workforce. OASP has carefully reviewed each of its fu
v @ <Reference> « Metermined that all activities can be fully performed remotely. As such, OASP will primarily n
. posture through Phase 1 and a flexible telework posture during Phase 2 with a limited return of
i premuses. | he majority of personnel and TORCTons wilt resumeomrepremses-durme-Phase .| F
~ # D~

Figure 30. Example of text with footnote number

&£

Figure 31. Example of footnote structure
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Links

The <Link> tag identifies to the Assistive Technology users that the tag contains a link. Having the proper role as
<Link> identified is important so the Assistive Technology users can determine how to interact with the content.
For a link to be structured and identified properly, the <Link> tag needs to contain the text of the link along with
a Link-OBJR tag. OBIJR stands for “Object Reference”, and is basically the action for that link. The OBJR is what
makes the link different from normal text.

=7 «Link
¢ Goodgle
7 Link - 0BIR

Figure 32. Example of Link tag

To ensure the link is identified and given the proper action:

1. Locate the tag containing the visual link text in the Tags Panel. (See Tags Panel section.)

2. Highlight the parent tag of the link text

3. Change the parent tag to a <Link> tag

4. Ensure the link has been activated (Press the Add or Edit link button to reveal links throughout the PDF)

5. Locate the tag containing the visual link text in the Tags pane (This will allow the tag to be placed in relation to its
link text.)

6. Right-click (or use the context menu key) and select Find

7. Inthe Find Element dialog, select Unmarked Links from the Find combo box and select Find Next

8. When the link in question is highlighted in the main document by a blue rectangle, select the Tag Element button

9. Select Close

10. Confirm a Link-OBIJR tag has been placed with the Link tag

Firid Element
Find: | Unmarked Links W |
Type: [koke

{#)5earch Page () Search Document

| Fird Mext | [ Tag Elementkj [ Close

Figure 33. Find element window
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Adding Alternate Text (Alt text) to Links

Whether the visual text or a raw URL link needs clarification, alternate text can be applied so that the Assistive
Technology user will be able to access more useful information. Alternate text for links is just as easy as adding
alternate text to other elements, such as images.

1. Select the link in the Tags Panel that needs to be updated
2. Right-click (or use the context menu key) and select Properties

3. Add text to the Alternate Text edit field. Meaningful and concise alternate text should not be more than 250
characters

I'_"_'l
=)
m
T
=]
(=]
m
m

Content Tag Color

Type: | Link w

Title:

Actual Text:

Alternate Text: |

InR

Language: ~ |

Edit Tag... Edit Attribute Objects... Edit Attribute Classes...

Close

Figure 34. Adding alt text to links
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Color

Color Contrast

The color contrast ratio between the text and the background is important. If it is too low, some people will not
be able to read the text. The Section 508 color contrast standards require a minimum ratio of 4.5:1.

To test color contrast, you can use an on-line tool, such as the Color Contrast Checker. Just enter the foreground

(text) and background colors in either hexadecimal or RGB format. The contrast ratio is displayed. To change the

ratio, click on the slider bar.

COLOR CONTRAST CHECKER

Enter a RGB foreground and background color tn #hex or integer format to check contrast for accessibility.

Foreground RGB in hex [ —

Red: m EI
Green: b ]
Ble: |

Background RGB in hex: @

Red: |10 S S S B
Green: | I N S
Blue: |1 O s S S

Text size: | Less than 18 points

Sample: | This 1s sample text

Contrast ratio 21.00 |: 1

Compliance Level
Section 308 (revised 2017) and WCAG 2 - Level AAA Conformant

Figure 35. Color contrast checker

Another tool, which would need to be installed by your tech team, is the Color Contrast Analyzer.
Enter a foreground (text) and background color in RGB or hexadecimal format (e.g., #FD3 or #F7DA39) or choose

a color using the dropper tool to select the foreground and background.

& Colour Contrast Analyser — s
Cptions  lmage Help
Foreground
ColourselectRGEl: il
Background
Colourseled:ll |v|RGEl:| 255' 255' 255| 2 -

[] Show contrast result for colour blindness
Result - Luminosity

Contrast ratio: 21.0:1 [ Display details

Text Large text

v| Fssem | «| Pass (AA)
v| Pass@as | | Pass (AAA)

Figure 36. Color Contrast Analyzer
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http://www.w3.org/TR/UNDERSTANDING-WCAG20/visual-audio-contrast-contrast.html
https://www.levelaccess.com/compliance-resource/color-contrast-checker/
https://developer.paciellogroup.com/resources/contrastanalyser/

Color Conveying Meaning

Section 508 requires that when color is used to indicate meaning, direction or other information, that same
meaning be provided in a way that does not use color. The form pictured below has three required fields. The
required fields are in red. Someone who is colorblind (or blind) might not be able to tell which fields are red.
However, this form is Section 508 conformant: the required fields are also marked with an asterisk (*) — and the
form instructions indicate that required fields are marked with an (*).

Tell us who you are. (* on required fields)
Company:
Salutation: (please select) [v|
*“ First name:
“Last name:
Job title: | (please select) v
Phone: eq., 415-555-1111

Web address: http//
* E-mail

Figure 37. Example of use of color and alternate method

OCR

OCR stands for Optical Character Recognition. OCR converts pictures of text into editable text. If the document
is a scanned PDF, then OCR will need to be run on the document.

Open the PDF file for which you want to run OCR

Open Tools>Text Recognition>In this file

A Recognize Text dialogue box will open. Choose your page preferences and select OK

The OCR process will start. It will take some time, depending on the number of pages in the PDF

vk wN e

Use the Reading Order tool to check the page structure

Accessibility Tools Setup

The Accessibility Tools and Make Accessible Menu option in the Action Wizard may not be visible when you
open Acrobat DC.

Select Edit

Select Manage Tools
Select Accessibility
Select Add

Select Action Wizard
Select Add

S
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