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Chapter 1 - Introduction

PDF Files - Overview

Cascade Server is the Content Management System being used at MISD to update web
pages that are part of misd.net. When creating websites in Cascade Server, the
templates used to create HTML pages, together with the accessibility checker, are
designed to insure that the web pages are accessible.

PDF documents that are linked from each website need to be created, checked, and
modified separately to make sure that they are also accessible.

Best Approach

PDF files typically begin as files created in a Microsoft Office program such as Word,
Excel, or PowerPoint.

The best approach to making sure that a PDF file is accessible is to begin with a source
document from Microsoft Office that is already accessible before it is converted to PDF.

When the original Microsoft Office document is not available, or cannot be easily re-
created, it is possible to fix accessibility errors in Adobe Acrobat DC.

Checking and modifying each PDF file can be a time-consuming process. A good
starting point is making sure each site in Cascade Server contains only those PDF files
that are being used. Extra PDF files that are not being used can be downloaded to your
computer and removed from the site.

This guide is meant to be used, along with other training resources, to learn how to:

1. Manage PDF files effectively in Cascade Server.

2. Create an Accessible Word document that can be converted to PDF.

3. Use Adobe Acrobat DC to identify and fix accessibility issues.

4. Replace PDF files in Cascade Server with new revised (and accessible)
versions.
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Chapter 2 - PDF File Management

Overview
Checking and modifying each PDF file can be a time-consuming process.

A good starting point is making sure each site in Cascade Server contains only those
PDF files that are being used.

Extra PDF files that are not being used can be downloaded to your computer and
removed from the site.

PDF File Check - Cascade Server

Items such as images, PDF files, and other web pages are included on the site using
links.

In Cascade Server it is possible to see what files have links from other pages by using
the Relationships tab.

View Edit Move/Rename Copy Publish Relationships More |

The process for checking what PDF files are being used on the site:

1. Select a file from the list on the left side of the Cascade Server screen.

= Files
Ll AllwaysGrowingbook.pdf

Iu STUDENTCALENDAR.pdf

Ll weatherrelatedclosings.pdf

| whenshouldyourchildstayhc

2. Select the Relationships tab.

View Edit Move/Rename Copy Publish Relationships More |

3. View the pages that contain links to the PDF file.

. /__accessibility_training/Files/STUDENTCALENDAR.pdf

View Edit Move/Rename Copy Publish llnlatiunshins More

(&) Publish all relationships

« Path
=] —accessibility_training/childdevelopment
| __accessibility_training/index

__accessibility_trai

g/overview

Select: All | None | With Selected: | Select One ¥




4. When a PDF file is selected that is not linked from anywhere on the Cascade
Server site there will be no pages listed under the Relationships tab.

I /__accessibility_training/Files/AllWaysGrowingbook.pdf

View Edit Move/Rename Copy Publish Relationships More |

There are no relationships for this file

If there are links to other folders in Cascade Server those relationships will be displayed
under the Relationships tab. However, if you have sites outside of Cascade Server that
link to the PDF file those will not be listed.

Download PDF Files to Archive

If a PDF file is not being used then it might be a good idea to remove it from the Cascade
Server site unless there are plans to use it in the near future.

It is sometimes helpful to archive the PDF file before removing it to be sure there is a local
copy of the file available if it is needed in the future.

The process for archiving PDF files before removing them from the site:

1. Select a file from the list on the left side of the Cascade Server screen.
= Files

E AllWaysGrowingbook. pdf

|d] STUDENTCALENDAR.pdf

.| weatherrelatedclosings.pdf

-\ whenshouldyourchildstayhome

2. Double-check the Relationships tab to make sure there are no links to the file.

[r—
View Edit Move/Rename Copy Publish Relationships More

There are no relationships for this file

3. Select the View tab and then click the Download link.

__accessibility_training
B8 Files
I AllWaysGrowingbook. pdf

| STUDENTCALENDAR.pdf

Edit Move/Re

View

Content Lock

W Download

Properties

\| weatherrelatedclosings.pdf

| whenshouldyourchildstayhome
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4. The file will be listed in the Downloads folder of the computer.

Home  Share  View

4 W=
@ ~ 4 Js » ThisPC » Downloads

& This PC Name Date modified Type Size

archive.misd.net IF AllWaysGrowingbook.pdf 06/19/2017 6:59 AM  Adobe Acrobat Doc... 1,014 kef

demoweb.misd.net

k& Desktop

/| Documents

s Downloads

U Music
My Web Sites on MSN

5. From there the PDF file can be copied to the network location where the site PDF
files are stored.

Home Share  View
;;E Cut
[M.] Copy path

l¢ lEl x E:@ ‘—"_:|Newitem' _}j B

F¥ T Easy access ~
N Move Copy Delete Rename  New Properties
# | Paste shortcut tov to - folder - £

Clipboard Urganize NEY Upen

4 B~

Copy (Ctrl+C) » Downloads

Copy the selected items to the
Clipboard. Name

archive.misd.net = AllwaysGrowingbook.pdf
demoweb.misd.net

k& Desktop

E T S

Remove PDF Files Not in Use

Once the PDF file is archived, it can be removed from Cascade Server if it is not being
used.

The process for removing PDF files from the site:

1. Select the file to be removed from the list on the left side of the Cascade Server

screen.
= Files

u AllWaysGrowingbook. pdf

| STUDENTCALENDAR.pdf
|| weatherrelatedclosings.pdf

L] whenshouldyourchildstayhome




|l weatherrelatedclosings.pd

2. Select the down arrow to the right of the file name and choose the Delete
command.
View
Content
[E]] STUDENTCALENDAR.pdf | 4 View
& Edit
. ) Publish
|| childdevelopment L—U ! I% _
— +um Relationships

= Files
= whenshouldyourchildstay ':’8 Move/Rename
[_] index

AIIWaysGrowingbook.pdf
Co
images - Copy
— W) Delete

|_.| overview Access

3. There will be a message that indicates the asset is capable of being unpublished
from the remove server.

2 This asset is capable of being unpublished from the remote server. Unpublishing from the remote server will delete the content from the selected destinations.

-

4. Then click Submit.

You are about to delete accessibility_training/Files/AllWaysGrowingbook.pdf. Are you sure you want to delete this file?

Submit Cancel

5. If the file that being removed has links from other pages the following message
will appear, along with a list of places with links to the file.

~|Content Links
file you are about to delete is included in the content of the following assets. If this file is deleted, it could lead to broken images and/or lir

Asset Last Modified Last Modified By

accessibility_training/index & Kfandale

& Kfandale

sibility_training,

sibility_train. Jun 19, 2017 6:53 AM & Kfandale

accessibility_training/overview & Kfandale

Do not delete files that have Content Links listed.
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Chapter 3 —-Accessible Word Document

Overview
The best approach to making sure that a PDF file is accessible is to begin with a source
document from Microsoft Office that is already accessible before it is converted to PDF.

In this guide a Word document is used as the source document since that is the most
common source. However, a similar process can be followed when using Excel or
PowerPoint as the source.

There are separate training handouts and Lynda.com tutorials that outline creating
accessible documents in Word, Excel, and PowerPoint.

Plan Contrast between Text and Background
If there is a good level of contrast between the text and background of a document, people
with vision impairments will be better able to see and use the content.

Dark text on a white background is ideal. However, if there is a desire for a different text
or background color, tools are available to determine if sufficient contrast exists.

The Colour Contrast Analyser (CCA) can be found at:
https://www.paciellogroup.com/resources/contrastanalyser/

If CCA is installed on the computer it can be found on the program menu.

b | | Cisco Systems VPN Client ¥ | B Blue Jeans

» | | Colour Contrast Analyser 4 ‘ &5 Colour Contrast Analyser

s . TaEs = - =~ .- --

The tools allows testing of potential foreground/background color combinations to make
sure they provide sufficient contrast.

| Colour Contrast Analyser = =

Options Image Help
Foreground Background

Colour select: Hex: Colour select: Hex:

I | | #000000 [ |wv A~ |#FFFFFF

Result - luminosity

Text Foreground:#000000
( Pass (AA) Background:#FFFFFF
o  Pass(AAA) The contrast ratio is: 21.0:1

Large text Text passed at Level AA

Text passed at Level AAA
v Pass (AA) Large text passed at Level AA

v Pass (AAA) Large text passed at Level AAA

[ "] Show contrast result for colour blindness Copy results



https://www.paciellogroup.com/resources/contrastanalyser/

The process for testing background and text colors for the site:
1. Open the Colour Contrast Analyser.

2. Use the foreground eyedropper tool to select the text color.

| Colour Contrast Ar
Options Image Help
Foreground Backg 4
Ma ram-(MIF
Colour select: lex: Coloul roxi ‘whonee
_ vl 2~ k000000 I: eve ffect-learr
4 M

Result - luminosity

3. If the background color is something other than white, use the background
eyedropper tool to select the background color.

4. View the results.
i | Colour Contrast Analyser -

Options Image Help
Foreground Background
Colour select: Hex: Colour select: Hex:

L I~ #ESDFEC [ I~ Av] #FFFFFF

Result - luminosity

Text Foreground:#E5DFEC
x Background:#FFFFFF
x The contrast ratio is: 1.3:1
Large text Text failed at Level AA
x Text failed at Level AAA
Large text failed at Level AA
x Large text failed at Level AAA
["] show contrast result for colour blindness Copy results

5. Change the text and/or background color if the color combination fails.

Avoid Use of Color as the Only Way to Convey Meaning

There is often a desire to emphasize important text by using a different color such as red.
This works well for most people without vision impairments, but it can be a challenge for
those who are color blind.

The best approach is to use a method other than text color to signify meaning. However,
if text color is used in this way make sure to also use an alternative method, such as
adding a heading for an important note, so that those who are unable to view the change
in color do not miss important information.

Remove Repeated Blank Characters

Avoid using the enter key to move text to a new page. Instead, use Ctrl+Enter to create
a page break. Also use Spacing After on the Page Layout ribbon to add spacing after
paragraphs or headings.

MISD Accessibility Training
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Use Built-in Heading Styles

Using built-in heading styles for documents that will be converted to PDF and added to
the website is the most important step that can be taken to make the document
accessible.

People using assistive devices such as screen readers and those limited to using a
keyboard to navigate the web depend on an organized, logical reading order to navigate
content.

When Microsoft Word’s built-in headings are used it sets the foundation for logical and
consistent navigation from one heading to the next.

When formatting such as bold, font style, italics, and color are added directly to text
without using heading styles there is no way for screen readers to identify the headings
in the document.

Adding Heading Styles
There are several heading styles available in Microsoft Word. A good strategy is to:

e Assign Heading 1 to the title of the document.

e Assign Heading 2 to all major headings within the document.
e Assign Heading 3 as a subheading of Heading 2.

e Assign Heading 4 as a subheading of Heading 3.

Follow the pattern above for as many heading levels as required in the document. Most
documents will need no more than 4 heading levels.

The process for adding heading styles to the page:

1. Select the title of the document and select Heading 1 from the Home ribbon.

J1 KEFEKENUED MAILINGD KEVIEW VIEW UEVELUPEK ALKUBAI

Aa- | Bp|i=-i=-T=- €% 4N AaBbCcDc AaBbCcDcJ AaBbCl.

L aty . A .

=D~ - T Normal | T No Spac Heading 1

e Paragraph

Welcome-to-MIPP!9]




2. Select each major heading and select Heading 2 from the Home ribbon.

Aa~ hp i=-i=-52- €3 9 M | paBbCeDe! AaBbCeDe AaBbCl AaBbCcl
ay . A .

= | O~ . T Normal | TNo Spac... Heading 1] Heading 2

Paragraph
1 2 | 3 4 | 5

"Welcome-to-MIPP!q|
1

Overview"|

The:Macomb:-Infant-Preschool-Program-(MIPP)-serves-children-ranging-in-age-from-a-few-v
approximitely-thirty-three:months-who'need-special-education-services-because-of-a-med
or-developmental-delay-that-can-affect-learning.-.Learn-more|

3. Repeat step 2 above for all heading levels in the document.

At this point do not worry about what the heading style looks like. The styles will be
modified in the following section.

Modify Heading Styles

There are several ways to modify styles in a Word document to display the desired
formatting.

What follows is one process to use for modifying styles:

1. Select text in the document that represents the Heading 1 style (the title of the
document).

2. Use the formatting tools on the Home tab to modify the selected text.

*Welcome-to-MIPP!Y
1

3. Keep the text selected and right-click the Heading 1 button on the ribbon.

=L i=.%. == 8 ) )
Aa-| ®): 2= 2 9 aaBoceDe AaBbCeDe |AaBhCl AaBbCcl AaBbcer AADB 2a
W - A- = ! ! TNormal 1 No Spac... | Head Jpdate Heading 1 to Match Selection St
4 Modify
Paragraph ” '
1 2 0 3. . . .4 Select All: (No Data
Rename.
Remove from Style Gallery
Add Gallery to Quick Access Toolbar
" Welcome-to-MIPP!
1
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4. Left-click the first option — Update Heading 1 to Match Selection

-ROBAT
be |AaBbhC. AaBbCcl AaBbcel A\ As
c... | Hel Update Heading 1 to Match Selection S
/9‘ Modify..
4 ' Select All: (No Data -

Rename

Repeat steps 1-4 for the first Heading 2 style in the document:

1. Select text in the document that represents the Heading 2 style (just the first
heading with this style).

2. Use the formatting tools on the Home tab to modify the selected text.

=Overviewf

The:Macomb-Infant-Preschool-Program:(MIPP)-serv

3. Keep the text selected and right-click the Heading 2 button on the ribbon.

RCFEACINLES  IVIMILINGS  REVICYY  VIEVY  ULCVELUFER  AURUDA|
- By ==L == A ~ ol i A - “n
Aa : 3= 2l 9 paBbceDe AsBbCeDe AgBh( |Aap® Aok
. — ) Update Heading 2 to Match Selectic
w. A =EEEE z_: - A~ - TNormal T MNo Spac.. Heading 1 || Heac
)_9" Modify..
o Paragraph & Select All: (No Data
1 C e e e 2 I T T
Rename..

Remove from Style Gallery

Add Gallery to Quick Access Toolba

"Welcome-to-MIPP!q
1

= OverviewY
The:Macomb-Infant-Preschool-Program:(MIPP)-serves-children-ranging-in-age-from-a-few-weeks-to-

annronximitalu.thirtv-thresa:manthewhanesd.enarial.eduratinn.earvicacharausa.nfamadical.diffieultu.

4. Left-click the first option — Update Heading 2 to Match Selection

. N 1)
. |AaB Update Heading 2 to Match Selection
' LHed 4 Modify..
Select All: (No Data
-

Rename...

All of the headings with the Heading 2 style will change to match the formatting of the
first one.




Selecting Fonts

When selecting fonts it is a good idea to use text that is no smaller than 11 or 12 point
through the body of the document.

Also, electronic documents are easier to read with Sans Serif Fonts.

Sans Serif Font Serif Font
(ABCDEFGH]  ABCDEFGHI
1 JRLMNOPQ ¢ JRLMNOPQ
RSTUVINXYZ RSTUVIXYZ
abcdefghijklm abcdefghiyklm
nopqrstuvwxyz noparstuvwxyz

Add Alternative Text for Images

Alternative text is used by screen readers to read a description of an image that cannot
be seen.

The process for adding alternative text for an image in the document is:
1. Right-click on the image.

2. Select Format Picture...

Paste Options:

MISD Accessibility Training
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3. Select the third button in the group of icons under Format Picture on the right side
of the screen. Add a description of the image.

Format Picture R

TEXT BOX
4 ALT TEXT
Title

Description

Sick child|

The image description should be accurate and concise. Avoid words like “image” or
‘picture’.
4. Use the X in the corner of the Format Picture panel to close it. The alt text will be
saved.

Format Picture ‘E

CRON ™

Add Lists

When adding lists in Word make sure to use the Bullets and Numbering tools on the
Home tab.

‘ HOME | INSERT DESIGN  PAGELAYOUT  REFERENCES  MAILINGS |

Arial 12 - A A Aa- A
Format Painter B 1 u'abexz x’ 523'5?'.3.'
Add Columns

When splitting the document into two or more newsletter-style columns, make sure to use
the Columns button under the Page Layout tab.

- -
INSERT _ DESIGN | PAGE LAYOUT | REf
= vfriBreaks - Indent
] 'Line Numbers - 3=

2= Left:

2

|vze Coluvmns § Hyphenation~ =¢ Righ

age S [
One o
Two
Three

]




Create Accessible Tables

It is helpful to identify the first row of a Word table as a header row. This provides people
using screen readers with additional information when the document is saved as a PDF

file.

The process for adding a header row property to a Word table is:

1. Add a header row to the table if there is not one provided. Select the first row, then

right-click and select Insert->Insert Rows Above

. MIPP-Locationsf o -
ESCx iees1 2393310y E
Homex &b Cut 1-2725H s
Millary 2 Copy 1-2725x k
Rockwellx %) Paste Options: }-3450K i
RomeoH T ———— 1-57991 £
1 a 12/ Lo LA
2 Insert ) rt Colt to the Left
 Your-Child-Should-Stay :
Delete R ncort Columnce to the Right T
fea Merc ell Insert Rows Above
_&:‘ Distribute | nl srt Re
2. Add heading text for each column in the first row of the table.
~MIPP-Locationsq
LocationHt Phonel II
ESCH (586)-228-3319x |r

3. Highlight the new first row. Right-click and choose Table Properties...

| om.
ESC
Hor f
Mill Paste Options
Roc o
Ron
1 ser
You Delete R¢
rge Cel
L Distribute Rows Evenly
istribute Columns Evenly
Border Styles >
.
A

Text Direction

e‘Whe

p—
r Table Properties.
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4. Select the Row tab and check Repeat as header row at the top of each page.
Then click OK. This will mark the first row as a header row.

Table Properties
Table Row Column Cell Alt Text
Row 1:
Size
[ | Specify height: |G = ow height is: | At least
Options

v | Allow row to break across pages
] fepeat as header row at the top of each page

The process for adding alt text to a Word table is:

? I

1. Select the Alt Text tab in the Table Properties box.

2. Type in a brief and concise description for the purpose of the table. Click OK.

Table Properties

Table Row Column Cell Alt Text

Title

Description

Location and Phone

Alternative Text

Titles and descriptions provide alternative, text-based representations of the

information contained in tables, diagrams, images, and other objects. This

information is useful for people with vision or cognitive impairments who may not

? IEN

Keeping tables simple is the best approach for helping with accessibility. Avoid splitting

cells, merging cells, and nesting tables.

Create Meaningful Hyperlinks

When adding hyperlinks to the Word document
meaningful.

make sure the text of the hyperlink is

Often it is tempting to add the URL for the hyperlink as the text, but this is typically not
descriptive enough to let people know where they will be taken when clicking on the link.




As an example, the following URL is included in the sample document and the text for the
link is the URL itself:

https://www.youtube.com/watch?v=hD YgqcWCwFQ

The link leads to a video titled Developmental Milestones — Infants which would serve
as more meaningful text for the link.

A quick way to add a hyperlink to the Word document is to type in or copy the URL to the
page and hit Enter or the Spacebar to create a link.

The process for editing hyperlink text in Word is:

1. Select the existing URL or descriptive text for the hyperlink. Be exact in your
selection of the text for best results. Avoid including extra spaces.

2. Right-click and choose Edit Hyperlink...

2 27 Ly LA

d'Should'Sg @ Edit Hyperlink I
Open Hyperlink
= Copy Hyperlink
~ A For
1 Paragray
& o
our-child’s'healt Synonym: » ead-of-iliness'to«

y-asaparent.K = | you-note-any-of-
53 Tra

lLyoutube.com/ |+ New Comment ]

3. Opposite Text to Display add the meaningful text that should be displayed in the
document. Opposite Address make sure the correct URL is displayed. Click OK.

Edit Hyperlink ? n
Linkio ext to di5p|a),l Developmental Milestones ~ Infants I ScreenTip...
s
Existing Fileor | ook in: Accessibility Training v
Web Page . . .
Accessibility Overview - Best Practices A Bookmark...
2 Cgrlrem Accessibility Report
Place in This Folder - ; Target Frame
Do et graphicriver-19212325-corporate-presentation 9
[. graphicriver-19212325-corporate-presentation.zip
2 Browsed 3 | graphicriver-19428585-business-presentation
Create New Pages Mo : N
Do |. graphicriver-19428585-business-presentation.zip
HTML
[ Recent Files Links
E-mail Address MISD Training v
Address: I https://www.youtube.com/watch?v=hD_YqcWCwFQ v I Remove Link
OK Cancel
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The revised text will be displayed in the document.

Developmental Milestones — Infants

If the document will be printed it is helpful to include the URL with the text
describing the link. That can be done by adding the URL in parenthesis after the
meaning text.

Developmental Milestones — Infants
(https://www.youtube.com/watch?v=hD_YqcWCwFQ)

If the URL becomes a hyperlink automatically, you can select the URL text and use the

Remove Format button on the Home tab to remove the hyperlink format.

Add Email Addresses

A quick way to add email addresses to the Word document is to type in an email address
and hit Enter or the Spacebar to create a link.

The process for editing the email text in Word is:

1.

Select the existing email in the Word document. Be exact in your selection of the
text for best results. Avoid including extra spaces.

Right-click and choose Edit Hyperlink...

YO = gy - ' H
2, Edit Hyperlink r
Open Hyperlink
Copy Hyperlink =]
% Remove Hyperlink
A Font
Prote I8 Define an¢
respc Synonyms y Py

33 Tranglate
Q Search with Bing
Deve nfa
New Comment
accessibiity@misd.net

Make sure E-mail Address is selected on the left panel. Opposite Text to Display
add the meaningful text that should be displayed in the document. Opposite E-
mail Address make sure the correct email is displayed. Click OK.




Edit Hyperlink ? -

Link to: I Text to display: Accessibility Contact I ScreenTip..
= .
Existing File or E-mail address:
Web Page ImaiIto:accessibility@misd.net I
53 Subject:
Place in This
Document
Regently used e-mail addresses:
—] mailto:accessibility@misd.net
Create New
Document
E-mail Address
Remove Link
oK Cancel

The revised text will be displayed in the document.

Accessibility contact

Add Document Properties

Document properties assist with accessibility and search engine optimization. Document
properties include several different fields. The two fields that should always be added

are:
1. Title
2. Author

The process for adding document properties in Word is:

1. Select the File tab and choose Info.

MISD Accessibility Training
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2. Choose the down arrow next to the Document Properties heading. Then select
Advanced Properties.

Properties ~

Show Document Panel
o

Show and edit properties
above your document

Advanced Properties

See more document
properties

3. Select the Summary tab. Fill in the relevant information. Click OK.

Welcome to MIPP_sample.docx Properties ?

General Summary Statistics | Contents | Custom

Title: Welcome to MIPP

Subject: MIPP

Author: MISD Accessibility Training Team
Manager:

Company: | MISD

Category:
Keywords: | MIPP, Illness, Contact
Comments:

Hyperlink
base:

Template:  Normal.dotm

[ |5ave Thumbnails for All Word Documents

oK Cancel

Check Document Accessibility
Microsoft Office has a built-in accessibility checker. The checker will not flag all issues,
but will discover some of them.

Make sure you use the accessibility checker in combination with the best practices
outlined in this document to achieve optimal results.




The process for running the accessibility checker in Word is:

1. Select the File tab and choose Check for Issues.

Info

Welcome to MIPP_sample
Desktop » Accessibility Training

Protect Document

./‘ Control what types of changes people can
Protect make to this document
Document ~

Inspect Document
Before publishing this file, be aware that it
contains:
Document properties and author's
name

(¥)]

Check for
Issues ~

Characters formatted as hidden text

Inspect Document
Before publishing this file, be aware that it
contains:

Document properties and author’s

-~ Inspect Document

=" Check the document for hidden properties

gr porconal infarmation

| Check Accessibility

! @ Check the document for content that people
with disabilities might find difficult to read.

ii;i \ EI:ECR Compaflslmy

v Check for features not supported by earlier

versions of Word

3. View the results and fix any remaining issues.

Accessibility Checker ~ %

Inspection Results
+/ No accessibility issues found. People

with disabilities should not have
difficulty reading this document.

Some issues, such as color contrast, are not able to be determined using the
accessibility checker. Make sure to combine best practices described in this
document with the accessibility checker.

MISD Accessibility Training
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Save as PDF File
Once the Word document is accessible, it is time to save the document as a PDF file.

1.

2.

Choose File=>»Save As
Use the Browse button to select the location where the PDF file will be stored.

Opposite File name: be sure to use a name without spaces. The dash or
underscore can be used to make the name more readable.

File name: elcome to MIPP.pdf v
Save as type: PDF (*.pdf) v

Opposite Save as type: select PDF.

Select Options and make sure Document structure tags for accessibility is
selected. Also, select Create bookmarks using: Headings. Click OK and save
the file.

Options ?

Page range

® Al

) Current page

) Selection

) Page(s) From: |1 To: |1 -
Publish what

. Document

Document showing markup
Include non-printing information
Create bookmarks using;
‘.i.‘ Headings

Word bookmarks

[+/| Docyment properie.

Document structure tags for accessibility

PDF options
[ 1150 19005-1 compliant (PDF/A)
Bitmap text when fonts may not be embedded
I:‘ Encrypt the document with a password

resources available with the training.

} More details for making Office documents accessible can be found in the other




Chapter 4 - Accessibility in Adobe Acrobat

Overview

Once a document has been created as an accessible document in Word, it has met most
of the requirements for being accessible as a PDF document. A few additional steps are
required to complete the process.

Open File in Adobe Acrobat
1. Open Adobe Acrobat DC.

2. Open PDF document created in Word.

Check Accessibility
1. Select Tools.

2. Select Add under Accessibility.

File Edit View Window Help

Home Tools Accessibl...

Q

QOpen -

Accessibility

Add -~

3. Accessibility has been added to the panel on the right side of the screen.

Organize Pages
I——( Enhance Scans
C Protect
A, Fill & Sign
@ Prepare Form
«f Send for Signatu...
>~ Send & Track

Compare Files

%) Accessibility
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4. Click on Accessibility and then choose Full Check to run the accessibility

checker.

Ea Autotag Document

&) Full Check

@ Accessibility Report

[-_.\i Identify Form Fields

Set Alternate Text

Click the Start Checking button in the lower right corner of the box that appears.

Accessibility Checker Options n
Report Options
| Create accessibility report Folder: CAUsers\kfandale\Documents Choose.
Attach report to document
Page Range
®) All pages in document Pages from to |1

Checking Options (31 of 32 in all categories)

Category: | Document 5

¥ 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

Select All Clear All

¥| Show this dialog when the Checker starts.

Help Start Checking Cancel

The Accessibility Checker results will appear on the left side of the screen.
M= Q 171 R

Accessibility ~

Accessibility Checker X

T

=)

@

H

(v] Document (3 issues)

@ Page Content

Forms

H

Alternate Text

H




Three Problems that Always Appear

There are 3 problems that always appear in the Accessibility checker. Two are listed
because they need to be manually checked. The other problem requires an easy fix.

] Document (3 issues)
z# Accessibility permission flag - Passed
4 Image-only PDF - Passed

% Tagged PDF - Passed

{J Logical Reading Order - Needs manual check

5 Primary language - Passed

£ Title - Failed

4" Bookmarks - Passed

’.“, Color contrast - Needs manual check

Fix Title Failed Error

This error is caused by some challenges with consistency between Microsoft Word
and Adobe Acrobat. However, there is an easy fix.

1. Right-click on Title — Failed and select Fix.

o sod "
Skip Rule
@ Colc ek
g Explain
Page (
Check Again
Forms Show BepOl‘t
Alternz  Qptions

2. If the title and author were added in Microsoft Word when the document was
created, then the problem will be automatically resolved and you will see:

MISD Accessibility Training
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Check Logical Reading Order

Most documents come over with a logical reading order. However, for some flyers the
reading order may need to be revised.

1. Right-click on the narrow panel on the left and select Tags.
2= Order

@ Page Thumbnails
a Signatures

Q Tags

2. Click on the Tags button on the left to view the tag order.
= l@ Tags
] (j<Part>
= G<H‘I>

=5 Welcome to MIPP!

= 'ﬂ<P>

— (j <HZ2>
= | Qverview Path
7 4] <P>
ES ﬂ <P>
— o <H2>
i&f MIPP Locations Path

i D~

3. If necessary, the items in the tag panel can be moved around to change the reading
order. This will not change the order of the items in the printed document.

If you checked the color contrast while creating or editing the document in Microsoft
Word, you will not need to check the color contrast again in the PDF document.




Chapter 5 - Replace PDF Files in Cascade

Overview

Once a PDF file has been made accessible, it is often necessary to replace the original
PDF with the newly accessible version of the file.

Process to Replace PDF Files
1. In Cascade Server select the PDF file that needs to be replaced.

2. Choose the arrow to the right of the file name and select Edit.

Cascade Server MISD

0 ¥ Home New ¥ History ¥ Tools¥  Administrg

B Base Folder = / accessibi

= __accessibility_training
= Files

| AllwaysGrowingboe Content  Metadata

| ST .
k| STUDENTCALENDA Inline Metadata

L weatherrelatedclos

I} Welcome_to_MIPP,

k| whenshouldyourch

images

:, childdevelopment

| index & Copy
- (&) Publish
=) overview —a Relationships
@D srraccihilifu frainina L P

3. Select the new file and click Submit.

Choose File

i Draft saved a few seconds ago Update Draft Cancel

Advanced Optior

Whenever possible it is best to use the same file name with the new PDF file as you
had with the original so that links on your web pages do not need to be changed.

MISD Accessibility Training
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