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What is the purpose of a tag?
In a PDF file, tags identify the textual content within a
document and establishes it's role in the document.
Common tags you'll likely see in a PDF are H1 (Heading
Level 1), H2 (Heading Level 2), P (Paragraph), Table, etc.
The importance of tags becomes relevant when a user
of assistive technology is reading a document. Many
of the tags particularly the headings are voiced as the
content is being read. For example the heading on this
page would be voiced as TAGS heading level 2. The fact
that the content is voiced as a heading is less important as
the capability that is provided to the AT user as they are
reading the document.
As a sighted user, when a newspaper, magazine,
or on-line article is being read, headlines are used to
segregate the information in the article or document
to determine what content is of interest or to locate
specific content within the document. Users of AT gain
the same capability when a document is being read by
tapping the H key on their keyboard. Performing this
step reads all of the headings in the document to help
the user understand what that section of the article or
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document is about and to determine if they'd like to
read more about that section. Generating a PDF file with
no headings is the equivalent of reading a newspaper
or magazine with no headings. Your only choice is to
read the content from beginning to end with no way to
segregate the information.

How do | add Tags to a Document?

How tags are added to a document depends largely on
how the PDF file is being generated. If you are starting
with a PDF file (maybe one that is provided to you), you'll
need to add the tags using Adobe Acrobat or another
3rd party application. In this situation, the process of
adding tags to the PDF file is a very manual one. It's time
consuming, it's mundane, and honestly expensive. |
encourage users to avoid this method whenever possible
however some situations leave the user with no other
choice than to take this approach.

A more reliable and powerful approach is to utilize a
source application that provides the capability to include
accessibility information which will be included when
a PDF file is generated from the source file. Common
applications that provide this capability are:

« Microsoft Word

- Microsoft PowerPoint
« Microsoft Excel

+ Adobe InDesign

One of the key benefits to leveraging a source
application when creating an accessible PDF file is
that any attributes that you apply in the source file are
repeatable. So if changes to the document need to
be made, when you re-export the PDF file, all of the
accessibility attributes will be included in the new PDF
file. This saves a lot of re-work time. Imagine if you had
remediated a PDF file directly only to have changes
come in or a new file supplied. All of the work that you
performed directly on that PDF file would have to be
redone from the beginning.
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Microsoft Word

Microsoft Word is a really good choice as a source
application for creating accessible PDF files. This is
because of the popularity of Microsoft Word as an
authoring application but also because Word provides
tools that can be leveraged in facilitating the creation of
an accessible PDF file.

Because Word contains a natural top-to-bottom flow,
it's easy to define the tag order provided you leverage
that natural flow. Inserting elements such as text boxes
can cause order issues when exporting to the PDF format
from Microsoft Word.

Adding a Document Title
All accessible PDF files need a document title and that
title needs to be displayed when the PDF file is opened in
a PDF reader such ad Adobe Acrobat or Adobe Acrobat
Reader. Microsoft Word gives us the ability to add a title
that will be included when creating an accessible PDF file.
To add a title in Word, choose File > Info. In the
Properties category on the right side of the screen,
you'll see an area where you can enter an appropriate
document title. Although the title is the only required
metadata element for accessibility, because these
documents will likely be published on-line, it can be
beneficial to add other metadata that will carry over to
the PDF file including:

+ Tags (keywords)
+ Subject
+ Author

Microsoft Word defines the logged in user of the person
creating the document as the author. This typically
doesn’t make sense for a published document. You can
right-click on an existing author and choose “remove
person” and then type in a new author in its place.
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Properties ~

Title Add a title

Tags Add a tag

Subject Specify the subject
Author

Add an author

Last Modified By e Chad Cheli
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Related Documents

EI Open File Location

w Fewer Pr

Metadata properties can be added in Word by choosing File > Info.
Defining Tags

Default Styles in Word

In order for content to output as the appropriate tag in an
exported PDF file, it's imperative that styles are used to
format text in a Word document. The easiest way to apply
the appropriate heading tags to text in a PDF is to use the
default heading styles in Microsoft Word. Those default
heading styles are named:

+ Heading 1
+ Heading 2
+ Heading 3
+ Heading 4
+ Heading 5
+ Heading 6

Although Word contains more than six heading levels,
only headings 1 through 6 will map to the appropriate
tags in the PDF file. A lot of Word users are put off by the
default appearance of the headings but it's important to
remember that you can modify the appearance of those
styles very easily by changing the appearance of the

www.accessibilityUnraveled.com



Chapter 02
Defining Tags

training@accessibilityunraveled.com
Youtube & Facebook: PDF Accessibility

text to your desired appearance and then clicking to the
right of the style name in the Styles pane and choosing
“Update [style name] to match selection”.

Custom Styles in Word

Sometimes you may choose to create your own style
from scratch instead of using one of the default styles in
Word. This is a fine approach, however if that style is to
serve as a heading at any level, it will not work by default
as user-created styles will always map to a <P> tag in the
exported PDF. In order to get a user-created style to map
to any tag other than a <P> tag, special care must be
taken.

To control what tag the user-created style will map to,
click on the triangle to the right of the name of the style
in the Styles pane, and choose Modify. In the Modify Style
dialog box, click on the Format button in the lower-left
corner of the dialog box and choose Paragraph. In the
Paragraph dialog box, you'll see an Outline level drop-
down menu. The default outline level is Body Text which
maps to a <P> tag in the exported PDF file. But Level 1,
Level 2, etc. maps to the equivalent heading tag in the
exported PDF file.

Paragraph 7 X

Indents and Spacing  Line and Page Breaks
General
Alignment: Left ~

D Collapsed by default

Qutline level: | Level 1

Indentation

Left: Special: By
Right: (none ™ =
[ Mirror indel
Spacding
Before: 36pt 5 Line spacing: At
After: W0pt & Multiple “| 115 |5

[ Don't add space between paragraphs of the same style

Preview

Tue: T Clive 1

Tabs... Set As Default Cancel

Defining the outline level in a Microsoft Word style.
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Bulleted and Numbered Lists

When creating lists in Microsoft Word, it's important
to leverage the bulleted or numbered list formatting
buttons located in the Home tab of the ribbon. Using
these buttons will not only automatically apply bullets or
numbers to selected text, but it will also ensure that they
will be tagged as a list in the exported PDF document.
Lists can be customized in Microsoft Word to use items
other than a standard bullet or to use letters, roman
numerals, etc. for numbered lists.

Navigation Benefits

A side-benefit of using the default heading styles in
Word and customizing styles to use outline levels, is that
the Navigation pane in Word populates with the text that
has those styles applied.

The benefit of the Navigation pane is that it makes it
very easy to see how headings are applied in a document
and how the document is structured. In addition, the
Navigation pane can be used to quickly and easily
navigate throughout the document by clicking on an item
within the Navigation pane.

Navigation v X
Search document

Headings Results i

Pages

= 1

The Story Behind Two Trees Extra Virgin Olive Oil

4 SECTION 1: INTRODUCTION
1.1 CHANGES IN POLICY
1.2 EMPLOYMENT APPLICATIONS
1.3 EMPLOYMEMNT RELATIONSHIP
4 SECTION 2: DEFINITIONS OF EMPLOYEES STATUS
"EMPLOYEES" DEFINED
EXEMPT
MNOMN-EXEMPT
REGULAR FULL-TIME
REGULAR PART-TIME
TEMPORARY (FULL-TIME or PART-TIME)

Heading styles in Word appear in the Navigation pane for easy
structure analysis.
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Creating PDFs

Microsoft Method

Microsoft Word provides possibly two methods of

creating an accessible PDF file depending on your setup.
The first method is achieved by choosing File > Save As

or File > Save A Copy and choosing PDF from the format
drop-down menu. To define the accessibility properties of
the PDF, click on the More options link below the format

drop-down menu.

Two Trees Handbook

Word Document (*.docx)

Word Document (*.doox)

Word Macro-Enabled Document (*.docm)
Word 97-2003 Document (*.doc)

Word Template (*.dotx)

Word Macro-Enabled Template (*.dotm)
Word 97-2003 Template (*.dot)

XP5 Document !Egp:]

single File Web Page (*.mht, *.mhtmi)
Web Page (*.htm, ".htmil)

Web Page, Filtered (*.htm, *.htmil)
Rich Text Format (*.rif)

Plain Text (*.txt)

Word XML Document ("xxml)

Word 2002 XML Docurnent (*xml)

Choose PDF from the Format drop-down menu.
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Now click on the Options button at the bottom of the
dialog box. In the Options dialog box, make sure that the

following options are chosen:

+ Create bookmarks using headings
» Document properties
« Document structure tags for accessibility.

These three options do a lot including adding the
document metadata from Word to the PDF. Adding tags
to the PDF, and adding bookmarks in the PDF file based
on the heading styles used. With these properties set,
click OK and save the PDF file. The resulting PDF will be
tagged, contain bookmarks, and include the metadata
added from Word.

As an aside, bookmarks are required for documents
containing 9 or more pages. Including bookmarks in the
PDF file satisfies this requirement.

Options ? X

Page range

@
(O Current page
Selection

O Page(s) From: |1

Publish what
(® Document

Document showing markup

To: |4

ir
i

de non-printing information
Greate bookmarks using:

®) Headings

Word bookmarks

ocument properties
ocument structure tags for accessibility

options
D PDF/A compliant
[C] optimize for image guality
(] Bitmap text when fonts may not be embedded
I:] Encrypt the document with a password

conce

Defining the accessibility properties in the Options dialog box.
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Adobe Method

If you've installed Adobe Acrobat Pro on your computer,
the installer will add a component to the Office
applications on your computer (including Microsoft Word)
called the PDFMaker. The PDFMaker is an Adobe plug-in
for Microsoft Word that adds the capability to create PDFs
(including accessible ones) from Microsoft Word.

To see if the PDFMaker is installed on your computer,
open Microsoft Word and look at the tabs above the
Ribbon in the Word interface. If the PDFMaker is installed,
you'll see an Acrobat tab above the Ribbon.

axesWord

ill and Sign
¢ @ |
% Send for Signature
itor Reuse
Filac <3 Agreement Status
itor | Reuse Files Adobe Sign
v 0 3 0 e

Styles

Body Te:

-to-break-during-pr«

vimnccdndalbaccAaraas Bﬂdv TF?X]

The Acrobat tab in Microsoft Word indicating that the PDFMaker
has been installed.
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Click on the Acrobat tab to make it active. Now click on
the Preferences button to control the properties of how
the PDF file will be generated.

In the Acrobat PDFMaker dialog box, make sure that the
following options are enabled:

« Convert Document Information

+ Create Bookmarks

- Add Links

« Enable Accessibility and Reflow with Tagged PDF

Enabling these options will ensure that you create
a tagged PDF with all of the necessary accessibility
elements. Notice that this is where you control whether
bookmarks will be created in the exported PDF file.

7. Acrobat PDFMaker X

Settings Secuty Word Bookmarks
PDFMaker Settings
Conversion Settings: | Standard 3
Use these settings to create high quality Adobe PDF documents sutable for a ~
delightful viewing experience and printing of business documents. Created PDF v
[ View Adobe PDF result
bl Prompt for Adobe PDF file name
Convert Document Information
DF /A Compliance: | None v
Application Settings
source file
e Bookmarks
Links
Accessibity and Reflow with tagged Adobe PDF
D&dﬂeadvmcedlagw

Copynght ® 1984-2021 Adobe and its licensors. All Rights Reserved. Adobe. the
Adobe logo, Acrobat, the Adobe PDF logo and Post Script ane sither registerad
trademarks or trademarks of Adobe in the United States and/or other countries. All
other trademarks are the property of their respective owners

I

A
Adobe
Restore Defaults

Setting the appropriate accessibility options in the Acrobat PDF-
Maker dialog box.
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Tables

In an accessible PDF files, tables require special attention.
Probably most importantly, every table requires a header
row. That header row can be at the top of the table, or
along the left edge of the table (first column) or both. But
without a header row, the table will fail validation in all
checkers.

The value of a header row is to provide the user with
a category for the data cells in a table. The header cell is
voiced before the value of the data cell, letting the user of
AT know what the heading is for that information.

Microsoft Word makes it easy to add a header row to
a table. To do so, simply click in the table in which you
want to add a header row, then click on the Table Design
tab above the Ribbon. To the far left of the Ribbon,
you'll see the Table Style Options section which includes
checkboxes to add both a Header Row (the top row of
the table) and a First Column (the left most column of the
table).

Although Microsoft Word does a pretty good job of
adding header rows to a table, the feature isn't complete.
For accessibility, header rows need to either have cell
IDs created to associate data and header cells (for
complex tables), or the scope defined for the header cells
(column, row, or both). Microsoft does neither of these so
regardless of what you do, some additional touch-up is
required in Adobe Acrobat after the PDF file is generated.

Additionally, one area where Microsoft Word fails
significantly is when cells are merged in a table. Those
merged cells are not handled well in the exported PDF
and will definitely require additional remediation in
Adobe Acrobat after the PDF file is generated.

File Home Insert Draw
Oeader Row Oirst Column
Total Row Last Column

v Banded Rows v Banded Columns

Table Style Options

Enabling header rows for a table in Microsoft Word
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Hyperlinks

Hyperlinks are an important part of a PDF file as they
provide a quick and efficient way to obtain additional
information on the web and other locations. Adobe
Acrobat auto-detects implicit hyperlinks which means
any spelled-out url or email address is detected and that
link make clickable within the application. This can be
misleading because it gives the illusion that all of those
links are both clickable and accessible. However those
links are only clickable and not at all accessible. For this
reason it's important to properly create hyperlinks in
Microsoft word so that those links are properly tagged
and accessible to users of assistive technology.

To create a hyperlink in Microsoft Word, simply select
the text that you want to add a link to. Then right-click on
the selected text and choose Link. The Insert Hyperlink
dialog box will appear providing you with several options
for the type of link you want to create. You can create the
following types of links in the Insert Hyperlink dialog box:

+ Link to an existing file or web page
« Link to a location in the document
« Link to an email address

Choose the type of link that you want to create and
then enter the destination url (if appropriate). Click OK
and the link will be created.

The importance of performing this step is that now
when the PDF file is generated, that link will contain
a <Link> tag with a Link-OBJR object within that tag
making that hyperlink accessible to users of assistive
software.

Screen tips

When trying to meet PDF/UA compliance, an additional
requirement for hyperlinks is that each hyperlink contains
alternate text. This may seem like overkill, but it stems
from a time when it was common to use phrases such

as “click here” for a hyperlink which isn't very descriptive
and doesn't tell a reader where the link is taking them.
Microsoft Word allows you to add alternate text to
hyperlinks by clicking on the ScreenTip button at the top-
right of the Insert Hyperlink dialog box. Here you can add
descriptive text that will satisfy the alt-text requirement.
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Insert Hyperlink

Link to: Text to display: feedback@twotreesoliveoil.com
..Q Look in: PDF Accessibility Overview
Existing File )
or Web Page Handout
Current y
Folder | L. -DS-Store
! @3 Two Trees Handbook.docx
Place in This [£) Two Trees Remediated.pdf
Document Browsed 3
Pages
Create New Recent
Document Files
E Address: mailto:feedback@twotreesoliveoil.com
E-mail
Address

Creating a hyperlink in Microsoft Word.

Creating a Table of Contents

A table of contents can be a significant benefit to both
sighted users and users of assistive technology. Creating
them however needs to be done properly in order for
the table of contents to function and be accessible. The
key to generating an accessible table of contents is to
simply leverage the table of contents feature in Microsoft
Word. By using this feature, the table of contents in the
exported PDF file will create links for all of the table of
contents entries that will link to the appropriate section
of the document. In addition, the table of contents in
the exported PDF file will be properly tagged. Word
generates a table of contents based on the heading styles
used in the document. Each heading becomes an entry in
the table of contents when it is created.

To create a table of contents in Microsoft Word, start
by inserting your cursor in the document where you
would like the table of contents to appear. Click on the
References tab at the top of the Ribbon and click the
Table of Contents button. Word is pretty intelligent here
as it will automatically generate some Automatic Tables
of Contents form which you can choose. There’s also an
option at the bottom of the list called Custom Table of
Contents that you can choose if you want to customize
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? X

Bookmark...

Target Frame...

v

Cancel

the table of contents to your liking. For this example, let's
choose an Automatic Table of Contents and you'll see that
the table of contents is inserted at your cursor location.

A table of contents in Word is dynamic which means
it maintains an association to the data that is generating
the entries in the table of contents. So as you're working,
if you decide to add, remove, or adjust any of the content
in the document, you can simply update the table of
contents with the new information. To update a table of
contents in Microsoft Word, click anywhere within the
table of contents, and click the update badge at the top
of the table of contents. In the resulting Update Table of
Contents dialog box, you can choose whether to update
the entire table of contents or the page numbers only.
Choosing either option and clicking OK will update the
table of contents appropriately.
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File Home Insert Draw Design Layout Re;fe
_— 2 Add Text ¥ ab1 [} insert Endnote /G)
Table of Dl Updetecieie Insert a5 Next Footnote ~ Search
Contents ¥ Footnote E Show Notes
Built-In
Automatic Table 1
HEADING 1 1
mm:;g R [\\\__ e e

Automatic Table 2

TABLE OF CONTENTS

HEADING 1 1
L 1
L 1
Manual Table
TYPE CHAPTER TITLE [LEVEL 1) 1
TP CHAPTER VIVLE (VIR 2 it i it et et st bt b4 .2
B L L L et |
TYPE CHAPTER TITLE [LEVEL 1) 4

THPE CHAPTER TITLE (LML 2 sstiomemsmms sttt bbb b e b1 5

Inserting a Table of Contents in Microsoft Word.

Update Table of Contents ? X

Word is updating the table of contents. Select one
of the following options:

(O update page numbers only
(®)iUpdate entire table:

cnce

Updating a Table of Contents in Microsoft Word.

Working with Images

Images require special attention when it comes to
accessibility because fundamentally images contain
no relevant information. Assistive software will voice
an image as “graphic” but beyond that there’s no
information about the image that can be read.

That's where alternate text comes into play. Alternate
text or Alternative text is text that describes in image in
its context. Think about if you had to describe what you
are seeing in an image. This is the job of alternate text.
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this article from WebAIM that discusses the topic in more
detail.

Conversely, sometimes images are used in a document
strictly for aesthetic reasons. They're used to add visual
interest in a document but they really don’t have much
value in the context of the content of the document.

For these images, a common practice is to artifact them.
Artifacting is a term used to describe images that should
not be read by assistive software. When an image is
artifacted, assistive software ignores it as if it weren't in
the document at all.

To add alternate text to an image in Microsoft Word,
click on the image to select it, then right click on the
selected image and choose Edit Alt Text. Alt alt text pane
will appear containing a field in which you can type the
alternate text for the selected image.

If you're using a recent version of Microsoft Word, you
may also notice a check box at the bottom of the Alt Text
pane called “Mark as decorative”. This check box when
enabled will artifact the image so it is not read by assistive
software.

Alt Text v X

How would you describe this object and its
context to someone who is blind or low
vision?

- The subject(s) in detail

- The setting

- The actions or interactions

- Other relevant information

(1-2 detailed sentences recommended)

Two trees olive oil

Mark as decorative ‘!

Adding alternate text for an image in the Alt Text pane in Microsoft

For more information on writing good alternate text, read  Word.
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Tag Order
In addition to the tags themselves, the order in which the
tags appear in a PDF file is of utmost importance. This is
because the order in which the tags appear in the Tags
pane of Adobe Acrobat is the order in which assistive
software applications such as JAWS and NVDA read the
content in a document.

If care is not taken to ensure that the tag order
is correct, the experience to the end user could be
confusing and not make sense.

Reading Order

PDF documents contain an addition order of objects
beyond the Tag Order which is referred to as the Reading
Order. The Reading Order is visible in Adobe Acrobat
when the Reading Order tool is activated or when the
Order panel is activated. As stated before, although JAWS
and NVDA utilize the tag order to determine the order in
which content is read, some assistive technologies use the
Reading Order instead. So to ensure that all technologies
can read an accessible PDF file that you generate, and to
meet WCAG success criteria 1.3.2, both orders need to

be properly defined in an accessible PDF file to ensure
that the document can be read by all users and all
technologies.
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