Common Adobe Accessibilty Errors and How to Fix Them
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Forms — Field Descriptions — Failed

Fix this error before you fix the tagged form field error
Right click on the first field showing the error. The field in question will be highlighted:

Promotion Portfolio Summary Sheet June Decision

@ > () Tagged form fields - Failed . ——— . ‘ C J
Duplicate for each student. Submit with final promotion portfolio. For a fillable version, see the student manual
@ () Field descriptions - Failed posted on the promotion portfolios page)
Field 1
Student Name ‘
B Field 2
. Student ID |
Field 3
% Field 4 Grade Grade
© e School DBN
Field 6
o —
o Principal [Principal Name)
. Field 7 < "

Click on Prepare Form in the right vertical nav



W &

Prepare Form

« 0
%

Once you click on prepare form — your screen will look like this. The field to be corrected will become royal blue.

Promotion Portfolio Summary Sheet June Decision

Duplicate for each student. Submit with final promotion portfaolio. For a fillable version, see the student manual

posted on the/promotion portfolios Eagel‘

Student Name

Student Namg }

Student ID

Grade

School DBN

Princ‘\p?

Superintendent

Superintendent]

Portfolio
Component

Student Promotion Promotion Benchmark Decision
Score Benchmark

Work Sample 1

Level 2 or Meets promotion benchmark

higher J| Does not meet promotion benchmark

Put your cursor on the field and click properties:

Promotion Portfolio Summary Sheet June Decision

3] .
ca
MATCH SIZE DISTRIBUTE
=
o=
)
Tr More v
FIELDS = 4~
@ Page 1 -
[ Page 2 O
» & Page 3
& Page 4 ":}
v [ Page5

[i1] Student Name
[ Student ID

[i1] Grade

[ School DBN

[ Principal Name#0

Duplicate for each student. Submit with final promotion portfolio. For a fillable version, see the student manual

posted on the‘[ promotion portfo‘lics page

Student Name E
Student ID

Grade

Schooi DBN

Principal
Superintendent | _

1

Properties...

Move Down in Tab Order

Rename Field...

Set as Required Field

Add New Field 4

Cut Ctrl+X

The problem to solve is the Tooltip field is empty and must added. In most cases it can be the same as the value

directly above it

MATCH

e

FIELDS

B F
B F
B F
B F
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ssibility Checker X

~ Promotion Portfolio Summary Sheet June Decision

3 Tagged form fields - Failed
Duplicate for each student. Submit with final promotion portfolio. For a fillable version, see the student manual

© Fiel posted on the promotion portfolios page.
General Appearance Position Options Actions Format Validate Calculate
Name: [Student Name
Tooltip: |
Principal Nam)
Superintendent]
Sy Student Promotion Prompotion Benchmark Decision
« Figl Common Properties Score | Benchmark
W Neg Form Field: Visible N [JRead Only o .
o il Level 2 of B Meets promotion benchmark
Orientation: O ¥ degrees [ Required of 3 higher §
 Hid g ! Does not meet promotion benchmark
« Ot
— N
= Eew p— Level 2 or ‘ | Meets promotion benchmark
higher == U AU T RO A TP

So it is solved like this:

General Appearance Position Options Actions Format Validate Calculate

Name: [Student Name

Tooltip: ‘Student Name

If there are multiple error showing; you can click close and you can go for the next field error in the accessibility
report (on the left side or just click on each of the fields in the form to see what fields need tool tips added. When
click through the fields you do not have to save your updates.

Forms — Tagged Form Field — Failed
e Fix this error after you fix the form field description error.
e See Tagged Annotations failed (Form Field) for solution steps.

PDF Not Tagged
e Adobe Accessibilty Check Error: Tagged PDF — Failed — Always fix first



Accessibility Checker X
El v
v Document (4 issues)
o Accessibility permission flag - Passed
o Image-only PDF - Passed
@ Tagged PDF - Failed
@) Logical Reading Order - Needs manual check
o Primary language - Passed
&) Title - Failed
o Bookmarks - Passed

[ 7] Color contrast - Needs manual check

> Page Content (3 issues)
> Forms

> Alternate Text (5 issues)
> Tables (5 issues)

> Lists (2 issues)

> Headings (1 issue)

Click on Autotag Document found on the top line of the right navigation bar when accessibility checker is
selected.

T

~
I} Autotag Document

Accessibility Check
Accessibility Report

Identify Form Fields

B A& ®

Set Alternate Text

Setup Assistant

|
P

Reading Order

o

> 0w @ﬂﬂ«ﬁ@ﬂa

Once complete rerun accessibility checker and there will be fewer errors:



Title Failed
o Adobe Accessibilty Check Error: Title — Failed

@ Accessibility Checker X
(R
u ~ Document (3 issues)
@ o Accessibility permission flag - Passed
@ o Image-only PDF - Passed
@ «# Tagged PDF - Passed
@ Logical Reading Order - Needs manual check
B o Primary language - Passed
% ﬁ Title - Failed
o Bookmarks - Passed
% @ Color contrast - Needs manual check
E > Page Content
P Forms
Lo
> Alternate Text (1 issue)
> Tables
5 Lists
> Headings

There are two ways to correct:
e Click on File Properties: In the first tab "Description" enter text into the "Title" field click on OK on the bottom of
the properties box.

- d
# k-2 literacy-poster-english.pdf - Adobe Acrobat Pro DC
File Edit View Sign Plug-Ins Window Help
Home  Tools Update for families... K-2 Talk Play Read ... NYC
* { Document Properties
Description  Security Fonts  Initial View Custom Advanced

I Accessibility  pescription

@ Access

@ -
N Author: |

@ Subject: |
@
@

Ia Created: 8/21/2018 1:41:42 PM

e

File: k-2-literacy-poster-english.pdf

Title: |K-2 Talk Play Read Literacy Poster

o)

Keywords:

€ £ £

| Modified: 8/21/2018 1:41:43 PM

Application: Adobe InDesign CC 13.1 (Macintosh)

[ ] AN
e Then Right click on Title failed and click "Fix" to complete.



Home  Tools Update for families... K-2 Talk Play R
wOe QO ® 1k

Accessibility

@ Accessibility Checker X
noE
(4 Document (3 issues)

g Accessibility permission flag - Passed
T q Image-only PDF - Passed

o Tagged PDF - Passed

0 Logical Reading Order - Needs manual check

% Primary language - Passed

4 Jg N DS P

% Bookm, Eix It
0 Color ¢ skipRule
Explain L
> Page Con
5 Forms Check Again
Show Report
> Alternate HEN
Options
> Tables
> Lists [EEE
5 Headings

[ ]
e After clicking Fix the Title should now show a status of passed
Accessibility Checker X

El v
v Document (2 issues)
4 Accessibility permission flag - Passed
4 Image-only PDF - Passed
4 Tagged PDF - Passed
@ Logical Reading Order - Needs manual check
4 Primary language - Passed
4« Title - Passed
4 Bookmarks - Passed
@ Color contrast - Needs manual check
Page Content
Forms
Alternate Text (1 issue)
Tables
Lists

Headings



Figures Alternate Text Failed

Adobe Accessibilty Check Error: Title — Failed
) Accessibility Checker X

v Document (2 issues) |

4 o Accessibility permission flag - Passed

«# Image-only PDF - Passed

«# Tagged PDF - Passed
0 Logical Reading Order - Needs manual check
«# Primary language - Passed
o Title - Passed
o Bookmarks - Passed
) @ Color contrast - Needs manual check
> Page Content
> Forms
y Vv Alternate Text (1 issue)
v @ Figures alternate text - Failed
Figure 1
Figure 2
Figure 3

Figure 4

Right click on Figure 1 and select "Fix"
+ K-2 Talk Play Read Literacy Poster - Adobe Acrobat Pro DC
File Edit View Sign Plug-Ins Window Help

Home  Tools Update for families ... K-2 Talk Plz
w ® 8 Q
Accessibility
I.D Accessibility Checker X
nE

v Document (2 issues) s

# Accessibility permission flag - Passed
o Image-only PDF - Passed
# Tagged PDF - Passed

@ Logical Reading Order - Needs manual check

8o g N D S P

o Primary lar & +
Eix
o Title - Pass
Skip Rule
o Bookmarks i
Explain
@ Color con
Show in Content Panel 4
by Page Conten|
Show in Tags Panel
b Forms
v Alternate Te ChedkAgain
Show Report
~ @ Figures al!
| Options
Figure 2
Figure 3
Figure 4



When you do that Adobe will open a dialog box "Set Alternate Text" and highlight the image missing alternate
text in light blue so you can see what image is missing text. Within this box you can enter appropriate
descriptive text or mark the image as decorative (to be discussed later).

\

. e I
| Ages 5-8 oG
-]
[alk o I

) 1y
rRead.

easy ways to help
ove of reading.

Image 2 of 4

E v e r y d ayl: Alternate text: [ Decorative figure
your chil

I k Save & Close Cancel
< I a .

[/ Ask questions! Try asking about words that rhyme,

Once you add the text. You click on the upper right arrow and you will be taken to the next image with missing
text. You can continue to add text and go to the next image. Once you are done click on save and close. Even if
you only get partially through adding and you want step away for a while; Click save and close to save your
current set of updates.

If you do click the Decorative Figure box, the alternate text box is greyed out so you do not enter any text. Again
remember to save and close when done.

. Plav. |

Set Alternate Te:

| B Image 1 of 1 b
/s ea

Alternate text: (A Decorative figure
il

Save & Close Cancel

s! Try asking about words that rhyr

>rd rhymes with car?”
Once all the alternate text has been added or marked as decorative save and close the box to see if the error is
passed.

v Alternate Text

«4 Figures alternate text - Passed

PR . o P . ~

Sometimes | have seen errors when you mark text as decorative requiring further steps to solve. Recently that
seems to have gotten better. Soif | see it again | will update.



Nested Elements Alternate Text Failed

e Sometimes an image that is not a decorative image shows this error:
~ Alternate Text (1 issue)

Figures alternate text - Passed
~ @ Mested alternate text - Failed
Element 1
Associated with content - Passed
Hides annotation - Passed

° h Other elements alternate text - Passed

e Right Click on element 1 and select show in tags panel.
~ Alternate Text (1 issue)

Figures alternate text - Passed

~ @ Nested alternate text - Failed

Skip Rule

Associ
Hides § Explain
Other | Show in Content Panel
Show in Tags Panel
> Tables (1
N Lists Check Again
Show Report
> Headings
Options
e And see where the Figure in question shows in the tags panel. Here you see a figure under another figure.
> @ < At
W 6 <Figure»
b cj <Figures>
e Now Move the highlighted Figure out of the Figure directly above (putting it on a par with the above figure.
Once the move is complete delete the now empty Figure tag.
o @ <Art>
b @ <H2=
4
5 @ <Sectx Cut
Delete Ta
b @ <Sect> - °
Delete Empty T:
. gur o elete Empty Tags

e Then rerun the accessibility checker to determine if that error is resolved.



Other Elements Alternate Text Failed
e Sometimes when you mark an image as decorative this subsequent error appears.

v Alternate Text (1 issue)
o Figures alternate text - Passed
o Nested alternate text - Passed
o Associated with content - Passed
% Hides annotation - Passed
v @ Other elements alternate text - Failed

Element 1

e Right Click on element 1 and select show in content panel.

> Forms
Skip Rule
v Alternate Tex A
Explain
«## Figures alter

Show in Content Panel
¥ Nested alter
Show in Tags Panel

a# Associated

. Check Again
g Hides annot
Show Report
v Other elem
@ Options

Elemen

o It will find the image with the error. Right click on that image and select create artifact.

v @ dedalus-memo.pdf = i. . l=
Cut Frn of
Page 1
> B Delete 2
> [5) Page2
Save Selection As...
> [ Page3
Edit Image...
> [3 Page4 to photo,
> [ Pages Find Content from Selection rin a De
Find...
> [5) Page6 Name:
v [§ Page? Create Artifact...
[§ Annotations Show in Tags Panel
> g Container <Artifact> v Highlight Content
v i Container <Figure> Image (100 a4t Space Usage...
v B Container <ClipSpan> Imag f Scholar
) Properties...

|| Image (100): w:259 -tu1'5:]

> g Container <P> Dedalus Foundation Scholarsh

L E o e e WA
e The create artifact box will appear select page option and click ok.

10
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m
o)

Artifact Type:

@ Page
O Pagination
@) Layout

OK

Attach to Side(s):

[ Left
[(Top
CIRight
[ Bottom

Cancel

fess:

11



Logical Reading Order — Needs Manual Check

e This warning will always appear. Read and tab through the pdf to insure it flows correctly pay extra attention to
PDF's created from PowerPoint and PDF Forms (more on these later).

N Document (2 issues)

4 Accessibility permission flag - Passed

% Image-only PDF - Passed

4 Tagged PDF - Passed

@ ;Logical Reading Order - Needs mar—

| Pass
o Primary language - Passed )
Fail
o Title - Passed Skip Rule
ag® Bookmarks - Passed Explain
@ Color contrast - Needs manual che )
Check Again
> Page Content Show Report
> Forms Options
v Alternate Text

e Once you are sure the reading order makes sense, right click on the warning message and click pass. Reading
order being correct is critical to persons using screen readers to understand the content of the pdf. So make
sure it is logical and has appropriate headers. Once you click on pass the warning resolves.

44" Logical Reading Order - Passed manually

12



Color Contrast — Needs Manual Check

This warning will always appear. Look through the document to insure there is sufficient contrast. Beware of
multi-color, shaded text in documents. It can be hard for people with low vision to read. It is also stressful to
the eyes to have overly bright, colored documents and beware of how color selection can affect those with color
blindness. Note the best way to determine sufficient color contrast is via the source app (e.g. Word,
PowerPoint).

Accessibility Checker X

=)~
v Document (1 issue) "
4 Accessibility permission flag - Passed
« Image-only PDF - Passed
+# Tagged PDF - Passed
4 Logical Reading Order - Passed manually
¥ Primary language - Passed
o Title - Passed

¥ Bookmarks - Passed

@ Color contrast - Needs manual c-~-"
Pass
v Page Content (1 issue) )
Fail
¥ Tagged content - Passed Skip Rule
> @ Tagged annotations - Failed Explain B
4 Tab order - Passed )
Check Again
4 Character encoding - Passed Show Report
¥ Tagged multimedia - Passed Options |
~s# Srroon flickar - Daccad | |

Once you review the color contrast and determine it is sufficient, click on pass.

«4# Color contrast - Passed manually

13



Finding and Tagging Text on a Page

Click on Readi_ng Orqler (fQu_nd at _th_e l_)ottom pf the_a_ccessibil_ty_ on the right_ rail)

. — e =
1y o= (ST
C] o A MO ® wm- T OB & D G =
Ji Draw a rectangle around the cantent then click one of Clos
A e buitons bakow: Eal
H 1, I °
Text/Paragraph Flgure & Autotag Document
= Form Field Figure/Caption
October 2020
Head| 1 Heading 4 Table . . e
"1 o o : Health and Safety Guidance for Early Childhood Families
4 52 ) =L For Children Attending EarlyLearn, 3-K, and Pre-K in a Community-Based Organization
> Heading 3 Heading 6 Formula @ Accessibility Check
N Reference (q) Mote (z) Background/Artifact DearFamilies, ] @ Accessibility Report
> SR This school year is like no other, and we know that you want the best for your children. We appreciate all the & Identify Form Fields
ble Editor )
> S work you have done to make sure your child stays healthy, happy, and ready to take on the world. Qur early —
childhood programs play such an important role in that, especially now, when the children of our city have Set Alternate Text
> [Oshow page content groups ] been through so much + )
> Page cantent order S, Setup Assistant
5 Structure types There are new health and safety procedures that must be carried out to keep children and staff safe while Reading Order
Show table cells L] they are attending a NYC Department of Education (DOE)-contracted early childhood program in a 3
) splay like elements in a single black community-based organization. It will be different than what you may be used to, and we are here to help
> [ Show tables and figures ] guide you. In this resource, you will find the latest health and safety information for your program.
>
Clear Page St Shaw Order Panel : T
S o rderfene Much of this quidance comes from the lessons learned from early childhood programs that safely served the
> Help Close children of essential workers and first responders during the spring and summer months. We used the
> experiences of those program leaders, as well as Federal, State and local guidance to shape our current
q guidance to programs so all children can learn while being healthy and safe
y 4 <P>

Put your cursor and draw a box around the text you want to tag. Once this text is selected, the reading order
box top box becomes available. Then you can select the appropriate tag type>

Tools Update for families ... K-2 Talk Play Read L... NYC Schools Based ... K-2 Talk Play Read L... A-101 Provisional A... Additional Resourc. Health and Safety ... x

7 | fesdngOr D ® 14 KM MO @ ew - @B P B 7 & ©

3i|ity Draw a rectangle around the content then click one of %
the buttons below:
cess Text/Paragraph Figure .
]~ Form Field Figure/Caption
October 2020
Heading 1 Heading 4 Table
H £ Gujidan Ea Fajm|
o Heading 2 Heading 5 Cell For Children Attending EarlyLearn, 3-K, ahd Pre-K in a Community-Based Organization
u Heading 3 Heading 6 Formula
o Reference (q) Note (z) Background/Artifact Dear Fam”les’
b This school year s like no other, and we know that you want the best for your children. We appreciate all the
Table Editor N
o work you have done to make sure your child stays healthy, happy, and ready to take on the world. Qur early
childhood programs play such an important role in that, especially now, when the children of our city have
¥ [show page content groups L} been through so much.
o Page content order
o SO TS There are new health and safety procedures that must be carried out to keep children and staff safe while
Show table cells L] they are attending a NYC Department of Education (DOE)-contracted early childhood program in a >
E9 Display like elements in a single black community-based organization. It will be different than what you may be used to, and we are here to help
Show tables and figures ™ guide you. In this resource, you will find the latest health and safety information for your program.
Clear Page Structure... Show Qrder Panel

Much of this guidance comes from the lessons learned from early childhood programs that safely served the
Help Close children of essential workers and first responders during the spring and summer months. We used the
experiences of those proaram leaders. as well as Federal. State and local auidance to shape our current

that is done you can see the tag you created in the tags panel on the left rail:

= - v - —

A_f“ter

-

Accessibility

ID Tags X

R B O October 2020
v B N [Health and Safety Guidance for Early Childhood Families |
@ ~ 4§ <Part> For Children Attending EarlyLearn, 3-K, and Pre-K in a Community-Based OrganizatioH

> § <span>
@ - Dear Families,
L JOEl 0 S R AT AR T This school year is like no other, and we know that you want the best for your children. We appreciate all the

14



Tagged Annotations Failed (Form Field)

Page Content (1 issue)

o Tagged content - Passed

() Tagged annotations - Failed

Element 1

o Tab order - Passed
« Character encoding - Passed
o Tagged multimedia - Passed
o Screen flicker - Passed
o Scripts - Passed
 Timed responses - Passed
o Navigation links - Passed

Forms

Alternate Text

Tables

Lists

Element

1

Tagged annotations — Failed error correction — click on the down error to see one or more errors. Click on the
first error and the document panel will show you the text in error highlighted in blue.

1. Isthe student Hispanic, Latino, or of Spanish origin? Hispanic, Latino, or of Spanish origin means a person of Cuban, Dominican,
Mexican, Puerto Rican, Central or South America, or other Spanish culture or origin, regardless of race.

O YES, Hispanic
O NO, not Hispanic

For question 2, mark all boxes that apply to your child.

2. Select one or more races from the following five racial groups.

AMERICAN INDIAN OR ALASKAMN NATIVE: A person having origins in any of the original peoples of North America and
South America (including Central America). (ATS Code: B)

4 I:l ASIAN: A person having origins in any of the original peoples of the Far East, Southeast Asia, or the Indian Sub-Continent
including for example, Cambodia, China, India, Japan, Korea, Malaysia, Pakistan, the Philippine Islands, Thailand, and
Vietnam. (ATS Code: C)

D NATIVE HAWAIIAN OR OTHER PACIFIC ISLANDER: A person having origins in any of the original peoples of Hawaii, Guam,
or other Pacific Islands. (ATS Code: D)

I:‘ BLACK: A person having origins in any of the Black racial groups of Africa. (ATS Code: E)

I:‘ WHITE: A person having origins in any of the original peoples of Europe, North Africa, or the Middle East. (ATS Code: F).

Signature of Parent/Guardian/Other/School Staff Observer: Date: |:|

Right click on Element 1 and click on show in content panel
v @ Tagged annotations - Failed

& Tab order - P
a# Character enc
¥ Tagged multi
a Screen flicker

a# Scripts - Pass

% Timed respor

Skip Rule

Explain
Show in Content Panel

Check Again
Show Report
Options

This will bring you to the content panel with the error Component highlighted:

=] School Staff Observer Name

=] Signatory relationship to student

] Signatory relationship to student

=] Signatory relationship to student

(=] Signature

E=a Cnntainer <Artifart>

Right click on the highlighted link and select "Find..."

15



v D Annotations

& Link
= iL Find Content from Selection
Find...
> g Conta
> &g Conta Show in Tags Panel

v Highlight Content

> &g Conta Audit Space Usage...

> B Cona properties...

> Container <P> FROM: Karen Rosner Coordina

This will open the find element box. Select "unmarked annotations" in the drop down box:
| IVIEIVIUORKAINLDU IVI

Find Element n

Fing: |Artifacts v
Artifacts
/ Unmarked Comments
v Unmarked Links

5=
= Unmarked Content S E—

1l OCR Suspects
ind Tag Element Close

aren Rosner \ \ \

Then select the search document radio button and click find.

Find Element

Find: 'Unmarked Annotations v
th
fr

Type: Signature

t )
ﬁl O Search Page @ Search Document of t
cll
Find Next Tag Element Close

a - st, St

nple, Cambodia, China, India, Japan, Korea, Malaysia, Pakis

It finds the first unmarked annotation and tells you it is a link. Then you click on Tag Element.

\ VIEIMUORANDU VI

Find Element

Find: YUnmarked Annotations v

T

Type: Link
1 O Search Page @® Search Document

Find Next Tag Element | Close

.aren Rosner L J J
S . vt ] AL Nt - A1 e R I . USRS R .

16



This open the New Tag box. Scroll down until you find "Form" and select it.

New Tag X
',5” Type: Form ‘V
ype:
a fi Document 2
Title: Figure
AS D ir
er Formula
Heading -
igins in arHeading Level 1 fth
mbodia, (Heading Level 2 M:
Heading Level 3
Heading Level 4 .
HFR DACIEIF ISTARINER? A narcan havine

It will respond find completed. If there are multiple link errors, you will be taken to the next error for you to
correct via the same process. Once you are all the close button become active and click that button to end the
Find Element process.

Find: Unmarked Annotations e

Type: Signature
O Search Page @® Search Document —

Find Next Tag Element Close

17



Tagged Annotations Failed (Link Correction)
e Tagged annotations — Failed error correction — click on the down error to see one or more errors. Click on the
first error and the document panel will show you the text in error highlighted in blue.

B 4
h paos ottt} FROM: Karen Rosner
« Tagged content - Passed Coordinator of Visual Arts, Office of Arts and Special Projects
~ @ Tagged annotations - Failed SUBJECT: Graduating High School Senior Art Scholarship Opportunity
Element 1 Dedalus Foundation Scholarships

o Tab order - Passed

« Character encoding - Passed | |
Graduating high school seniors are invited to apply for the Dedalus Foundation Scholarships awarded for

«# Tagged multimedia - Passed artistic excellence.

o Screen flicker - Passed
The guidelines and dates for submission are attached. Please read the requirements

o Scripts - Passed carefully. Note the due date is 4/21/20.

% Timed responses - Passed

If you have any questions please email Karen Rosner at krosner@schools.nye.gov

~d Mavinatinn linke . Daceard Areall Q17 B821 27148 \Wa lanalk faruard +a uanr etiidante’ narticinatinn

[ ]
e Rightclick on Element 1 and click on show in content panel
v @ Tagged annotations - Failed

éEIement 1

f Skip Rule
% Tab order - P
Explain
% Character enc

) Show in Content Panel
% Tagged multi

a® Screen flicker  Check Again

% Scripts - Pass Show Report

. Options
% Timed respor

[ ]
e This will bring you to the content panel with the error Component highlighted:
’ @ dedalus-memo.pdf

v @ Page 1
v @ Annotations
=] Link
=] Link

[ ]
e Right click on the highlighted link and select "Find..."

v B Annotations

3 Linl -
) Find Content from Selection
B Lin
Find...
> g Conta
> g Conta Show in Tags Panel
v Highlight Content
> g Conta

> g Conta  Audit Space Usage...

> B Conta properties...

° > g Container <P> FROM: Karen Rosner Coordina

18



This will open the find element box. Select "unmarked annotations" in the drop down box:
| IVIEIVIUORKAINL U IVI

Find Element n

Find: |Artifacts &2
Artifacts
Unmarked Comments
Unmarked Links

LS
4 Unmarked Content

1l OCR Suspects
ind lag Element Close

T

.aren Rosner \ \ |
Then select the search document radio button and click find.

| MEMORANDUM

Find: 'Unmarked Annotations v

Type: None

] O Search Page @® Search Document
HI

Find Tag Element Close

I mvmhn DAacenm- T I
It finds the first unmarked annotation and tells you it is a link. Then you click on Tag Element.

MEIVIDKANDU IVI

Find: YUnmarked Annotations S

Type: Link
1 QO search Page @® Search Document

Find Next Tag Element Close

.aren Rosner

SRR | U R, ‘.E|LA....I AL AII:AJ; L A n_Jl:‘l [ R S R,

This open the New Tag box. Scroll down until you find "Link" and select it.

19



New Tag X

' Type: Llnk ‘ ~
2, Heading Level 6 -
Title: ||ndex

B Label
D

Q List

List [tem

sner List Item Body

-or of Vis|Note Special |
Paragraph

v

1g High S(;héol Senior /-‘{rt Scholarship Oppor

mttim A Ak Am CalhAalavalai-

Once you select Link click on OK:

| |
New Tag
5 Type: |Link v
| Title: ‘
— ‘ OK Cancel T
10 | |

It will respond find completed. If there are multiple link errors, you will be taken to the next error for you to
correct via the same process. Once you are all the close button become active and click that button to end the

Find Element process.
| IVICIVIVURAIN LU IVI

Find Element

Find: 'Unmarked Annotations 5

Type: Link
I O Search Page ® Search Document —

Find Next Tag Element Close

[ PSRN | I T
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Headings Appropriate Nesting -- Failed
e Click on the down error to find out about the error
v Headings (1 issue)
v @ Appropriate nesting - Failed
Element 1
[ )
e Rightclick on the first element and select show in tags panel
o Nested alternate text - Passed

s Associate(

Skip Rule
o Hides ann Explain
o Other elel
Show in Content Panel
Tables (2 i .
? ables (2 & Show in Tags Panel
> Lists
Check Again
v Headings (|
Show Report
£ A i .
Vv % Appropn) Options
Element T

-

: This will open up the tags panel and highlight the error in grey
E- ®©
v ) Tags
> 4 <Figure>
v § <part>
> § <H3>
> 9§ <P~
> ﬂ <P>
> ﬂ <P>
e Lookup aﬁd down the tags panel. This is the first tag so it must be an H1. Things to note:
o There must be at least one and only one H1 tag. Other tags can not be more than one step down from

a previous header tag. For example, a header tag that follows and H3 can only be an H4 or an H2.
e To correct this put your cursor in the tag and type H1. Note all tags must be in upper case

> 4 <Figure>

v <Part>
> O <H>
> ﬂ <p>

e |tisnowaH1:

> <:j<H1>
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Tables — Errors — Headers Failed
e This 2 lines included in the box below

22



Tables -- That should not be a table
e This 2 lines included in the box below
> @<L
« [ <Table>
v &5 <TR>
v 55 <TH>
15 Place the application forms, the
v EH <TR>
v 5 <TH>
g Manila envelope and place the
> q <P>

<P>
° > 9

4. A completed Application Form. (Attachment A)

6. Office of Arts and Special Projects Release Form. (Attachment C)

Labeling: Use the labels provided (Attachment B).

1. Each portfolio must have a completed Portfolio Label firmly affixed to the outside top right of
the portfalio. Check the box for Dedalus Foundation Scholarship.

2. All artwork in the portfolio must have a completed Artwork Label firmly affixed to the back top
right.

PPlace the application forms, the essay, the fetters of recommendation and the release formina
[manila envelope and place the envelope in the art portfolio.

e These two rows of content can be moved outside of the table in various ways. But here is a simple way.
o Rename the top <TH> (table header) tag to <P> (Paragraph).
o Dragand drop the second line of the sentence into the first. Do this slowly and when you see an
underline in the correct destination let go of the mouse button. If it drops into the wrong place click

undo and try again.
> @ <L>

v B <Table>
v EH <TR>

V{|<P>

= | Place the application forms, th

v &5 <TR>

v B <TH>

= | manila envelope and place the

o

o Now drag and drop the <P> paragraph with to lines to first line above the table. In this screen shot you

can see the line right below the list box is where the paragraph will be moved to after | release the

mouse.

> G<L>

_

v [ <Table>
L E <TR>

v € P>

= Place the application forms, th

= manila envelope and place the

L E <TR>

'_:| <TH>

O . - .n.

o Now that the paragraph is outside of the table and there is no more content in the table you can delete

the table tag.
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-memo_ADA - Adobe Acrobat Pro DC

View Sign  Plug-Ins
New Tag...
Tools Up

w @ 8

sibility Delete Empty Tags

Cut
Delete Tag

Tags Reading Order (x)

B ®
> 4 <P>
> 9 <P>
> $<L>
> 4 <P>
> 4 <P>

> @ <L>
v Highlight Content
q] <P> ‘

- u iy

a8 <TR>

Table Editor (g)
Find...

Edit Class Map...
Edit Role Map...

Tag Annotations

v Document is Tagged PDF

v Apply Role Mapping to Tags

v

Properties...

v % <TR>
ﬁ <TH>
> 9 <P
Now the table has been deleted and the text is in a standalone <P> tag:

v g <P> 2. Allartwork in the portfolio must have a completed Artwork Label firmly affixed to the back top
right.

= Place the application forms, the essar

) manila envelope and place the envel |
[Piace the application forms, the essay, the letters of recemmendation and the release form in a

> 4 <> anila envelope and place EFe envelope in the art portfolio.]

> & <P
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Merging Content from Separate Tags

Sometimes content that should be in a single Tag spans multiple and they need to be merged. In this case there
is no H1 and an H2 has the second ling of what should be an H1.

@ Tags X
n E- @
- v FEI Tags =
& > 4 <Figure>
® > 4 <Aifact> Department of
[ . Education
Carmen Farifia, Chancellor
9 ..,' REGENTS EXAM SCANNING PROCESS FOR
3 v @ <Part>
~ \fl <H2>
2 = NYC SCHOOLS
> > q <
|u > 1‘| <P> <
H > @ <Artifact>
D REGENTS EXAM SCANNING PROCESS
> J <TOC> FOR
> f <Arifact>
v B NYC ScHOOLS

Click on the down arrows to see the content of two tags you wish to merge. Pull the content from the H2 tag to
merge it into the Highlighted <P> tag. The line shows you where you will drop the content if you were to release

the mouse now. Let go when it is in the correct place
v ﬁ Tags “

> «f <Figure>
> O <Artifact>
v q’| <P>
g REGENTS EXAM SCANNING PROCESS FOR
v O <Part>
v {j <H2>

= NYC SCHOOLS

> ﬂ <P>
Now edit the <P> tag to be a H1 and then Right click on the <H2> and delete it
(3 1‘| <E>

= | REGENTS EXAM SCANNING PROCESS FOR

= | NYC SCHOOLS

v C} <Part>
@ <H2>

s & <P>
So now you have a merged H1 and the H2 is deleted:
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N @<H‘I>

= REGENTS EXAM SCANNING PROCESS FOR
= NYC SCHOOLS

v @ <Part>
> q‘| <P>
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General cleanup — clicking through the tags panel

Delete empty tags

There are two ways to identify an empty tag:
o Click on it and if you see a small purple bx with no text in it:

>
b
>

) <P>

g
q

@ .o

v 4 <P>

=)

o > 9 <P
o Todelete the tag right click on the tag you wish to delete and select "Delete Tag"

le Edit View Sign

New Tag...

Cut
Delete Tag
Delete Empty Tags

Reading Order (x)

Find Tag from Selection
Create Tag from Selection

Find...
Copy Contents to Clipboard

Ediit Class Map

Edit Role Map..

Tag Annotations

+ Document is Tagged PDF

~ Apply Role Mapping to Tags
+ Highlight Content

Properties

Pt g e A S I s SIS I S gl s s g s
achieved, and the two digits after the decimal point reflect how close the school was
H to the next higher target
We calculate and report this metric separately for EMS grades and HS grades. If a
school spans both EMS grades and HS grades (and received metric values and
scores for both school types), we use the average of the EMS score and the HS

o Click on the arrow next to the tag and you will see what if any text is in it. If you just see a container and
not text after it is empty and you should delete it:
4

achieved, and the two digits after the decimal point reflect how close the school was
to the next higher target.

I

We calculate and report this metric separately for EMS grades and HS grades. If a
school spans both EMS grades and HS grades (and received metric values and

Irk-sch

Home  Tools
B ¥ &
Accessibility
D Tags
7 & ®
> &<
% > 9 <F
2 > 9§ <
> 4 <
3 .
Z > <R
> q <
D, gu
'g > 9 <
v
el
o > q <

27



Things to keep in mind and what to do when all else fails
e Save the PDF frequently so you can go back to a prior version

o Thisis especially true when creating a form. Safe the accessible PDF prior to starting to create the form
so you have a do over point.

e |f content is not findable in the pdf via the tag structure — select and run Autotag document

. I} Autotag Document

B
e e
e
(@]
e If you need and earlier do over spot and you do not have the original source — select export PDF:

~

I:% Autotag Document

(¥) Accessibility Check

® AccessibnityRm
':3. Identify Form Fields

o Select the document type the PDF should be exported to:

=Rl ©

Export your PDF to any format

Microsoft Word ® Word Document £
Spreadsheet (O Word 97-2003 Document

Microsoft PowerPoint

Image

Revised Temporary Re-...pdf HTML Web Page

More Formats

Help

= Then you can make changes and recreate a PDF from the new source document.
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	Forms – Field Descriptions – Failed 
	• Fix this error before you fix the tagged form field error 
	• Fix this error before you fix the tagged form field error 
	• Fix this error before you fix the tagged form field error 

	• Right click on the first field showing the error.  The field in question will be highlighted: 
	• Right click on the first field showing the error.  The field in question will be highlighted: 

	•  
	•  
	•  
	Figure


	• Click on Prepare Form in the right vertical nav 
	• Click on Prepare Form in the right vertical nav 


	•   
	•   
	•   
	•   
	Figure


	• Once you click on prepare form – your screen will look like this.  The field to be corrected will become royal blue. 
	• Once you click on prepare form – your screen will look like this.  The field to be corrected will become royal blue. 

	•  
	•  
	•  
	Figure


	• Put your cursor on the field and click properties: 
	• Put your cursor on the field and click properties: 

	•  
	•  
	•  
	Figure


	• The problem to solve is the Tooltip field is empty and must added.  In most cases it can be the same as the value directly above it  
	• The problem to solve is the Tooltip field is empty and must added.  In most cases it can be the same as the value directly above it  


	•  
	•  
	•  
	•  
	Figure


	• So it is solved like this: 
	• So it is solved like this: 

	•  
	•  
	•  
	Figure


	• If there are multiple error showing; you can click close and you can go for the next field error in the accessibility report (on the left side or just click on each of the fields in the form  to see what fields need tool tips added.  When click through the fields you do not have to save your updates. 
	• If there are multiple error showing; you can click close and you can go for the next field error in the accessibility report (on the left side or just click on each of the fields in the form  to see what fields need tool tips added.  When click through the fields you do not have to save your updates. 


	Forms – Tagged Form Field – Failed 
	• Fix this error after you fix the form field description error. 
	• Fix this error after you fix the form field description error. 
	• Fix this error after you fix the form field description error. 

	• See 
	• See 
	• See 
	Tagged Annotations failed (Form Field)
	Tagged Annotations failed (Form Field)

	 for solution steps. 



	PDF Not Tagged 
	• Adobe Accessibilty Check Error: Tagged PDF – Failed – Always fix first 
	• Adobe Accessibilty Check Error: Tagged PDF – Failed – Always fix first 
	• Adobe Accessibilty Check Error: Tagged PDF – Failed – Always fix first 


	•  
	•  
	•  
	•  
	Figure


	• Click on Autotag Document found on the top line of the right navigation bar when accessibility checker is selected. 
	• Click on Autotag Document found on the top line of the right navigation bar when accessibility checker is selected. 

	•  
	•  
	•  
	Figure


	• Once complete rerun accessibility checker and there will be fewer errors:  
	• Once complete rerun accessibility checker and there will be fewer errors:  


	Title Failed 
	• Adobe Accessibilty Check Error: Title – Failed 
	• Adobe Accessibilty Check Error: Title – Failed 
	• Adobe Accessibilty Check Error: Title – Failed 

	•  
	•  
	•  
	Figure


	• There are two ways to correct: 
	• There are two ways to correct: 

	• Click on File Properties:  In the first tab "Description" enter text into the "Title" field click on OK on the bottom of the properties box. 
	• Click on File Properties:  In the first tab "Description" enter text into the "Title" field click on OK on the bottom of the properties box. 

	•  
	•  
	•  
	Figure


	• Then Right click on Title failed and click "Fix" to complete. 
	• Then Right click on Title failed and click "Fix" to complete. 


	•  
	•  
	•  
	•  
	Figure


	• After clicking Fix the Title should now show a status of passed 
	• After clicking Fix the Title should now show a status of passed 

	•  
	•  
	•  
	Figure



	  
	Figures Alternate Text Failed 
	• Adobe Accessibilty Check Error: Title – Failed 
	• Adobe Accessibilty Check Error: Title – Failed 
	• Adobe Accessibilty Check Error: Title – Failed 

	•  
	•  
	•  
	Figure


	• Right click on Figure 1 and select "Fix" 
	• Right click on Figure 1 and select "Fix" 

	•  
	•  
	•  
	Figure



	• When you do that Adobe will open a dialog box "Set Alternate Text" and highlight the image missing alternate text in light blue so you can see what image is missing text.  Within this box you can enter appropriate descriptive text or mark the image as decorative (to be discussed later). 
	• When you do that Adobe will open a dialog box "Set Alternate Text" and highlight the image missing alternate text in light blue so you can see what image is missing text.  Within this box you can enter appropriate descriptive text or mark the image as decorative (to be discussed later). 
	• When you do that Adobe will open a dialog box "Set Alternate Text" and highlight the image missing alternate text in light blue so you can see what image is missing text.  Within this box you can enter appropriate descriptive text or mark the image as decorative (to be discussed later). 

	•  
	•  
	•  
	Figure


	• Once you add the text. You click on the upper right arrow and you will be taken to the next image with missing text.  You can continue to add text and go to the next image.  Once you are done click on save and close.  Even if you only get partially through adding and you want step away for a while; Click save and close to save your current set of updates.  
	• Once you add the text. You click on the upper right arrow and you will be taken to the next image with missing text.  You can continue to add text and go to the next image.  Once you are done click on save and close.  Even if you only get partially through adding and you want step away for a while; Click save and close to save your current set of updates.  

	• If you do click the Decorative Figure box, the alternate text box is greyed out so you do not enter any text.  Again remember to save and close when done. 
	• If you do click the Decorative Figure box, the alternate text box is greyed out so you do not enter any text.  Again remember to save and close when done. 


	 
	Figure
	• Once all the alternate text has been added or marked as decorative save and close the box to see if the error is passed. 
	• Once all the alternate text has been added or marked as decorative save and close the box to see if the error is passed. 
	• Once all the alternate text has been added or marked as decorative save and close the box to see if the error is passed. 

	•  
	•  
	•  
	Figure


	• Sometimes I have seen errors  when you mark text as decorative requiring further steps to solve.  Recently that seems to have gotten better.  So if I see it again I will update. 
	• Sometimes I have seen errors  when you mark text as decorative requiring further steps to solve.  Recently that seems to have gotten better.  So if I see it again I will update. 


	  
	Nested Elements Alternate Text Failed 
	• Sometimes an image that is not a decorative image shows this error: 
	• Sometimes an image that is not a decorative image shows this error: 
	• Sometimes an image that is not a decorative image shows this error: 

	• h 
	• h 
	• h 
	Figure


	• Right Click on element 1 and select show in tags panel. 
	• Right Click on element 1 and select show in tags panel. 

	•  
	•  
	•  
	Figure


	• And see where the Figure in question shows in the tags panel.  Here you see a figure under another figure. 
	• And see where the Figure in question shows in the tags panel.  Here you see a figure under another figure. 

	•  
	•  
	•  
	Figure


	• Now Move the highlighted Figure out of the Figure directly above (putting it on a par with the above figure. Once the move is complete delete the now empty Figure tag. 
	• Now Move the highlighted Figure out of the Figure directly above (putting it on a par with the above figure. Once the move is complete delete the now empty Figure tag. 

	• gur 
	• gur 
	• gur 
	Figure


	• Then rerun the accessibility checker to determine if that error is resolved. 
	• Then rerun the accessibility checker to determine if that error is resolved. 


	 
	Other Elements Alternate Text Failed 
	• Sometimes when you mark an image as decorative this subsequent error appears. 
	• Sometimes when you mark an image as decorative this subsequent error appears. 
	• Sometimes when you mark an image as decorative this subsequent error appears. 

	•  
	•  
	•  
	Figure


	• Right Click on element 1 and select show in content panel. 
	• Right Click on element 1 and select show in content panel. 

	•  
	•  
	•  
	Figure


	• It will find the image with the error.  Right click on that image and select create artifact. 
	• It will find the image with the error.  Right click on that image and select create artifact. 

	•  
	•  
	•  
	Figure


	• The create artifact box will appear select page option and click ok. 
	• The create artifact box will appear select page option and click ok. 


	•  
	•  
	•  
	•  
	Figure



	  
	Logical Reading Order – Needs Manual Check 
	• This warning will always appear.  Read and tab through the pdf to insure it flows  correctly pay extra attention to PDF's created from PowerPoint and PDF Forms (more on these later). 
	• This warning will always appear.  Read and tab through the pdf to insure it flows  correctly pay extra attention to PDF's created from PowerPoint and PDF Forms (more on these later). 
	• This warning will always appear.  Read and tab through the pdf to insure it flows  correctly pay extra attention to PDF's created from PowerPoint and PDF Forms (more on these later). 

	•  
	•  
	•  
	Figure


	• Once you are sure the reading order makes sense, right click on the warning message and click pass.  Reading order being correct is critical to persons using screen readers to understand the content of the pdf.  So make sure it is logical and has appropriate headers. Once you click on pass the warning resolves. 
	• Once you are sure the reading order makes sense, right click on the warning message and click pass.  Reading order being correct is critical to persons using screen readers to understand the content of the pdf.  So make sure it is logical and has appropriate headers. Once you click on pass the warning resolves. 

	•  
	•  
	•  
	Figure



	  
	Color Contrast – Needs Manual Check 
	• This warning will always appear.   Look through the document to insure there is sufficient contrast.  Beware of multi-color, shaded text in documents.  It can be hard for people with low vision to read.  It is also stressful to the eyes to have overly bright, colored documents and beware of how color selection can affect those with color blindness.  Note the best way to determine sufficient color contrast is via the source app (e.g. Word, PowerPoint). 
	• This warning will always appear.   Look through the document to insure there is sufficient contrast.  Beware of multi-color, shaded text in documents.  It can be hard for people with low vision to read.  It is also stressful to the eyes to have overly bright, colored documents and beware of how color selection can affect those with color blindness.  Note the best way to determine sufficient color contrast is via the source app (e.g. Word, PowerPoint). 
	• This warning will always appear.   Look through the document to insure there is sufficient contrast.  Beware of multi-color, shaded text in documents.  It can be hard for people with low vision to read.  It is also stressful to the eyes to have overly bright, colored documents and beware of how color selection can affect those with color blindness.  Note the best way to determine sufficient color contrast is via the source app (e.g. Word, PowerPoint). 

	•  
	•  
	•  
	Figure


	• Once you review the color contrast and determine it is sufficient, click on pass. 
	• Once you review the color contrast and determine it is sufficient, click on pass. 

	•  
	•  
	•  
	Figure



	  
	Finding and Tagging Text on a Page 
	• Click on Reading Order (found at the bottom of the accessibilty on the right rail) 
	• Click on Reading Order (found at the bottom of the accessibilty on the right rail) 
	• Click on Reading Order (found at the bottom of the accessibilty on the right rail) 

	•  
	•  
	•  
	Figure


	• Put your cursor and draw a box around the text you want to tag.  Once this text is selected, the reading order box top box becomes available.  Then you can select the appropriate tag type> 
	• Put your cursor and draw a box around the text you want to tag.  Once this text is selected, the reading order box top box becomes available.  Then you can select the appropriate tag type> 

	•  
	•  
	•  
	Figure


	• After that is done you can see the tag you created in the tags panel on the left rail: 
	• After that is done you can see the tag you created in the tags panel on the left rail: 

	•  
	•  
	•  
	Figure



	  
	Tagged Annotations Failed (Form Field) 
	• Tagged annotations – Failed error correction – click on the down error to see one or more errors.  Click on the first error and the document panel will show you the text in error highlighted in blue. 
	• Tagged annotations – Failed error correction – click on the down error to see one or more errors.  Click on the first error and the document panel will show you the text in error highlighted in blue. 
	• Tagged annotations – Failed error correction – click on the down error to see one or more errors.  Click on the first error and the document panel will show you the text in error highlighted in blue. 

	•  
	•  
	•  
	Figure


	• Right click on Element 1 and click on show in content panel 
	• Right click on Element 1 and click on show in content panel 

	•  
	•  
	•  
	Figure


	• This will bring you to the content panel with the error Component highlighted: 
	• This will bring you to the content panel with the error Component highlighted: 

	•  
	•  
	•  
	Figure


	• Right click on the highlighted link and select "Find…" 
	• Right click on the highlighted link and select "Find…" 


	•  
	•  
	•  
	•  
	Figure


	• This will open the find element box.  Select "unmarked annotations" in the drop down box: 
	• This will open the find element box.  Select "unmarked annotations" in the drop down box: 

	•  
	•  
	•  
	Figure


	• Then select the search document radio button and click find.  
	• Then select the search document radio button and click find.  

	•   
	•   
	•   
	Figure


	• It finds the first unmarked annotation and tells you it is a link.  Then you click on Tag Element. 
	• It finds the first unmarked annotation and tells you it is a link.  Then you click on Tag Element. 

	•  
	•  
	•  
	Figure



	• This open the New Tag box.  Scroll down until you find "Form" and select it.  
	• This open the New Tag box.  Scroll down until you find "Form" and select it.  
	• This open the New Tag box.  Scroll down until you find "Form" and select it.  
	• This open the New Tag box.  Scroll down until you find "Form" and select it.  
	Figure


	• It will respond find completed.  If there are multiple link errors, you will be taken to the next error for you to correct via the same process.  Once you are all the close button become active and click that button to end the Find Element process. 
	• It will respond find completed.  If there are multiple link errors, you will be taken to the next error for you to correct via the same process.  Once you are all the close button become active and click that button to end the Find Element process. 

	•  
	•  
	•  
	Figure



	  
	Tagged Annotations Failed (Link Correction) 
	• Tagged annotations – Failed error correction – click on the down error to see one or more errors.  Click on the first error and the document panel will show you the text in error highlighted in blue. 
	• Tagged annotations – Failed error correction – click on the down error to see one or more errors.  Click on the first error and the document panel will show you the text in error highlighted in blue. 
	• Tagged annotations – Failed error correction – click on the down error to see one or more errors.  Click on the first error and the document panel will show you the text in error highlighted in blue. 

	•  
	•  
	•  
	Figure


	• Right click on Element 1 and click on show in content panel 
	• Right click on Element 1 and click on show in content panel 

	•  
	•  
	•  
	Figure


	• This will bring you to the content panel with the error Component highlighted: 
	• This will bring you to the content panel with the error Component highlighted: 

	•  
	•  
	•  
	Figure


	• Right click on the highlighted link and select "Find…" 
	• Right click on the highlighted link and select "Find…" 

	•  
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	•  
	Figure



	• This will open the find element box.  Select "unmarked annotations" in the drop down box: 
	• This will open the find element box.  Select "unmarked annotations" in the drop down box: 
	• This will open the find element box.  Select "unmarked annotations" in the drop down box: 
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	•  
	Figure


	• Then select the search document radio button and click find.  
	• Then select the search document radio button and click find.  

	•   
	•   
	•   
	Figure


	• It finds the first unmarked annotation and tells you it is a link.  Then you click on Tag Element. 
	• It finds the first unmarked annotation and tells you it is a link.  Then you click on Tag Element. 
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	Figure


	• This open the New Tag box.  Scroll down until you find "Link" and select it. 
	• This open the New Tag box.  Scroll down until you find "Link" and select it. 
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	•  
	Figure


	• Once you select Link click on OK: 
	• Once you select Link click on OK: 
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	•  
	Figure


	• It will respond find completed.  If there are multiple link errors, you will be taken to the next error for you to correct via the same process.  Once you are all the close button become active and click that button to end the Find Element process. 
	• It will respond find completed.  If there are multiple link errors, you will be taken to the next error for you to correct via the same process.  Once you are all the close button become active and click that button to end the Find Element process. 
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	Headings Appropriate Nesting -- Failed 
	• Click on the down error to find out about the error 
	• Click on the down error to find out about the error 
	• Click on the down error to find out about the error 
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	Figure


	• Right click on the first element and select show in tags panel 
	• Right click on the first element and select show in tags panel 
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	• This will open up the tags panel and highlight the error in grey 
	• This will open up the tags panel and highlight the error in grey 
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	•  
	Figure


	• Look up and down the tags panel.  This is the first tag so it must be an H1.  Things to note: 
	• Look up and down the tags panel.  This is the first tag so it must be an H1.  Things to note: 
	• Look up and down the tags panel.  This is the first tag so it must be an H1.  Things to note: 
	o There must be at least one and only  one H1 tag.  Other tags can not be more than one step down from a previous header tag.  For example, a header tag that follows and H3 can only be an H4 or an H2. 
	o There must be at least one and only  one H1 tag.  Other tags can not be more than one step down from a previous header tag.  For example, a header tag that follows and H3 can only be an H4 or an H2. 
	o There must be at least one and only  one H1 tag.  Other tags can not be more than one step down from a previous header tag.  For example, a header tag that follows and H3 can only be an H4 or an H2. 




	• To correct this put your cursor in the tag and type H1.  Note all tags must be in upper case 
	• To correct this put your cursor in the tag and type H1.  Note all tags must be in upper case 
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	•  
	•  
	Figure


	• It is now a H1: 
	• It is now a H1: 
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	Tables – Errors – Headers Failed 
	• This 2 lines included in the box below 
	• This 2 lines included in the box below 
	• This 2 lines included in the box below 


	  
	Tables -- That should not be a table 
	• This 2 lines included in the box below 
	• This 2 lines included in the box below 
	• This 2 lines included in the box below 
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	•  
	Figure


	• These two rows of content can be moved outside of the table in various ways.  But here is a simple way. 
	• These two rows of content can be moved outside of the table in various ways.  But here is a simple way. 
	• These two rows of content can be moved outside of the table in various ways.  But here is a simple way. 
	o Rename the top <TH> (table header) tag to <P> (Paragraph). 
	o Rename the top <TH> (table header) tag to <P> (Paragraph). 
	o Rename the top <TH> (table header) tag to <P> (Paragraph). 

	o Drag and drop the second line of the sentence into the first.  Do this slowly and when you see an underline in the correct destination let go of the mouse button.  If it drops into the wrong place click undo and try again. 
	o Drag and drop the second line of the sentence into the first.  Do this slowly and when you see an underline in the correct destination let go of the mouse button.  If it drops into the wrong place click undo and try again. 

	o  
	o  
	o  
	Figure


	o Now  drag and drop the <P> paragraph with to lines to first line above the table.  In this screen shot you can see the line right below the list box is where the paragraph will be moved to after I release the mouse. 
	o Now  drag and drop the <P> paragraph with to lines to first line above the table.  In this screen shot you can see the line right below the list box is where the paragraph will be moved to after I release the mouse. 

	o  
	o  
	o  
	Figure


	o Now that the paragraph is outside of the table and there is no more content in the table you can delete the table tag. 
	o Now that the paragraph is outside of the table and there is no more content in the table you can delete the table tag. 

	o  
	o  
	o  
	Figure


	o Now the table has been deleted and the text is in a standalone <P> tag: 
	o Now the table has been deleted and the text is in a standalone <P> tag: 

	o  
	o  
	o  
	Figure






	  
	Merging Content from Separate Tags 
	• Sometimes content that should be in a single Tag spans multiple and they need to be merged.   In this case there is no H1 and an H2 has the second ling of what should be an H1. 
	• Sometimes content that should be in a single Tag spans multiple and they need to be merged.   In this case there is no H1 and an H2 has the second ling of what should be an H1. 
	• Sometimes content that should be in a single Tag spans multiple and they need to be merged.   In this case there is no H1 and an H2 has the second ling of what should be an H1. 
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	•  
	Figure


	• Click on the down arrows to see the content of two tags you wish to merge.  Pull the content from the H2 tag to merge it into the Highlighted <P> tag. The line shows you where you will drop the content if you were to release the mouse now. Let go when it is in the correct place 
	• Click on the down arrows to see the content of two tags you wish to merge.  Pull the content from the H2 tag to merge it into the Highlighted <P> tag. The line shows you where you will drop the content if you were to release the mouse now. Let go when it is in the correct place 

	•  
	•  
	•  
	Figure


	• Now edit the <P> tag to be a H1 and then Right click on the <H2> and delete it 
	• Now edit the <P> tag to be a H1 and then Right click on the <H2> and delete it 
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	Figure


	• So now you have a merged H1 and the H2 is deleted: 
	• So now you have a merged H1 and the H2 is deleted: 
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	•  
	Figure



	  
	General cleanup – clicking through the tags panel 
	Delete empty tags 
	• There are two ways to identify an empty tag: 
	• There are two ways to identify an empty tag: 
	• There are two ways to identify an empty tag: 
	• There are two ways to identify an empty tag: 
	o Click on it and if you see a small purple bx with no text in it: 
	o Click on it and if you see a small purple bx with no text in it: 
	o Click on it and if you see a small purple bx with no text in it: 

	o  
	o  
	o  
	Figure


	o Click on the arrow next to the tag and you will see what if any text is in it.  If you just see a container and not text after it is empty and you should delete it: 
	o Click on the arrow next to the tag and you will see what if any text is in it.  If you just see a container and not text after it is empty and you should delete it: 

	o  
	o  
	o  
	Figure


	o To delete the tag right click on the tag you wish to delete and select "Delete Tag" 
	o To delete the tag right click on the tag you wish to delete and select "Delete Tag" 

	o  
	o  
	o  
	Figure






	  
	Things to keep in mind and what to do when all else fails 
	• Save the PDF frequently so you can go back to a prior version 
	• Save the PDF frequently so you can go back to a prior version 
	• Save the PDF frequently so you can go back to a prior version 
	• Save the PDF frequently so you can go back to a prior version 
	o This is especially true when creating a form.  Safe the accessible PDF prior to starting to create the form so you have a do over point. 
	o This is especially true when creating a form.  Safe the accessible PDF prior to starting to create the form so you have a do over point. 
	o This is especially true when creating a form.  Safe the accessible PDF prior to starting to create the form so you have a do over point. 




	• If content is not findable in the pdf via the tag structure – select and run Autotag document 
	• If content is not findable in the pdf via the tag structure – select and run Autotag document 
	• If content is not findable in the pdf via the tag structure – select and run Autotag document 
	o  
	o  
	o  
	o  
	Figure





	• If you need and earlier do over spot and you do not have the original source – select export PDF: 
	• If you need and earlier do over spot and you do not have the original source – select export PDF: 
	• If you need and earlier do over spot and you do not have the original source – select export PDF: 
	o  
	o  
	o  
	o  
	Figure


	o Select the document type the PDF should be exported to: 
	o Select the document type the PDF should be exported to: 
	o Select the document type the PDF should be exported to: 
	▪  
	▪  
	▪  
	▪  
	Figure


	▪ Then you can make changes and recreate a PDF from the new source document. 
	▪ Then you can make changes and recreate a PDF from the new source document. 
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