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Making accessible PDFs or fixing accessibility problems in existing PDF files can be a lengthy
and highly variable process.

To create an accessible PDF from a source file, two things must happen. First, accessibility
best practices should be followed when creating the document in the original software.
Secondly, the exporting to PDF must be done in a way that preserves the accessibility
features of the original file. If either step does not occur, the resulting PDF will not be
accessible.

Assessing a PDF’s accessibility

The University of Colorado adheres to the general webpage accessibility standards laid out in
the Web Content Accessibility Guidelines (WCAG) 2.0 33 and the PDF/UA 1SO 14289-1:2014 14
document.

To begin assessing if a PDF lacks accessibility, evaluate the following criteria.

1. Is the PDF’s text selectable or is it an image?

When attempting to select text within the PDF, if the entire page highlights when you
click on it, that indicates the text is not selectable and your PDF is inaccessible to screen
reader devices.
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Welcome ba Employes Services! We want to introduse you lo your coworkers, 56 you can start building
mezningful, collaborative relationships. This all staris with breaking the ice,

To do this, we like o send a Btile information about you 1o our staff, We would like fo keep it light, fun and
approachable, while encouraging staff to introduce themsslves to you.

Please fill out the following form and email it to the ES Communications department
[ES.Communicationsfoy adu), along with a favorite photo of yourself to accompany your profile.

Professional details:
Freferred name;
Preferred pronoun:
Tithe:
What did you do before accepting this pasition at CUT What was your title?
How many years of experience do you have in your field?
The fun part:
Plaaze pick five of the following questions and answer tham:

. Where is your homeatownT 13.Are you right- or lefi-handed?
. Do you have kids? 14, What TV show are you bingsing?
Do you have pets? 15. What's your favorite newspaper,
. Describe yourself in three words, magazing, blog or podcast?
. What's your favorite weekend 16, What's your favorite book?
activity? 17. Wha's your favarile supar hara?
6. What's your favorite holiday? 18.What's your favorite sports team?
7. What's your favorite movie? 19. What was your first car?
B. Wheo would play yvou in a mavia? 20,1 you would meet a famous person,
9. What was your best vacation aver? who would it be?
10.What was your favorite Hallowsen 21, If you could instantly master any
costume? skill, what would it ba?
11. What's your go-to karaoke sang?
12. What's your favorite food?
Employes Services
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To fix this, run your PDF through an optical character recognition (OCR) program like
SensusAccess 51, though note that OCR programs can only conduct automated conversions,
and the output PDF will most likely require further editing in Acrobat Pro to ensure accuracy.

2. Does the PDF have tags?

A tag allows assistive technology to identify the type of content contained in a PDF, such


https://oit.colorado.edu/services/business-services/sensusaccess

as paragraphs, images, or tables. Programs such as Word and InDesign will tag most
elements properly and in the appropriate reading order automatically upon saving.

In Adobe Acrobat, you can ensure your PDF has the proper tags by clicking File in the
top left and Properties from the dropdown menu.

Mew Employee lce Breaker 1-1.pdf - Adobe Acrobat Pro 2020

View Window Help

[~ Open..

I__':..E Reopen FPDFs from last session

Ehé Create

opened read-only to prevent modification.

Save As. shift+Ctrl+5
Save as Other b

Export To 4

Share File ployee Ice Breaker

Rroducs you o your coworkens, 50 you can stad bulding
starts with bweaking the ica,

bout you 1o cur stafl, We would like 1o leep it light, fun and

r_:l':'SE FllE‘ {:t l+W fucs thismsahsed 10 you.

bt ES Communications depanmesnt
Prn:npgr-‘_iez... Ctrl+D orite photo of yoursalf to accompamy your profile

= Print.. Ctrl+P

Under the Description tab, locate the Tagged PDF: option. An accessible document will read
Tagged PDF: Yes. If you encounter the Tagged PDF: No option, or the No Tags available
text when you open the Tag pane, then your document is not accessible.
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If your PDF fails either of the two tests above, you will need to remediate it. If it passes both,
then you may or may not have an accessible document, and more assessment is needed.

PDF accessibility trainings and resources

The Accessibility Checker in Acrobat Pro (e is a good next step in assessing your document.
However, it will only alert you to errors detectable by a computer, like missing alt-text, and is
not able to accurately assess things like the accuracy or usability of the alt-text.

To determine if your PDF is fully accessible, you may need to consult with an expert or
develop your own understanding of PDF accessibility by reviewing the tutorials below, or by
taking the Creating Accessible PDFs 71 and Advanced Accessible PDFs (g LinkedIn Learning
courses. The courses are 4.5 and 2.5 hours in length respectively and are most informative
for individuals who are frequently required to create accessible PDFs in their position.

Creating Accessible Microsoft Word source files 7
Creating Accessible PowerPoint source files g
Creating Accessible InDesign Files: CS5.5 1105, CS6 111
Remediating PDFs in Acrobat Pro iz

accessibility 3
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