Converting Microsoft Word Files into ADA-Compliant PDFs
with Adobe Acrobat Professional 7

STEP 1:

The first step in creating ADA-compliant PDFs is to make sure that all of your images
have alternative text tags. To create an alternative text tag on an image, follow the
instructions below:

1. Double-click the image. T x

2. When the Format Colors and Lines | Size | Layaut | Picture I Texk Box Web |
Picture dialog box Alternative kext:
appears, select the Format Picture Dialog Box
Web tab.

3. Type in the alternative
text for the screen
reader in the
Alternative text: box

4. Click the OK button.

Web browsers display alkernative bext while pictures are loading or if they
are missing.,  Wehb search engines use alkernative text to help find Web
pages, Alkernative kext is also used to assist users with disabilities,

Ik Cancel

Figure 1: Format Picture Dialog Box

Note: If you wish to have images left- or right-aligned with text wrapping near the image,
you must put the image into an invisible table. A screen reader will not recognize
alternative text tags on images that have been left- or right-aligned.

STEP 2:

The next step in creating ADA-compliant PDFs is to make sure that your PDF
conversion settings are properly set. From the Adobe PDF menu, at the top of Microsoft
Word or PowerPoint, select Change Conversion Settings... and make sure that you
have the following configuration for each tab in the dialog box:
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SETTINGS TAB SETUP:

£ Acrobat PDFMaker

Jettings |Securitv| Word I Bookmarks
—PODFMaker Settings

Conversion Settings: ISI:anu:Iarl:I j

Use these settings to create POF documents suikable For reliable wiewing and ﬂ
prinking of business documents, The POF documents can be opened with Acrobat =

v Wiew Adobe PDF result
¥ Prompt for Adobe POF File name

Advanced Setkings ...
W Corwvert Document Information =

—Application Settings
[ attach source file to Adobe PDF
v add links to Adobe PDF

v add bookmarks to Adobe POF

W Enable accessibility and reflow with Tagged PDF

] Copwright € 1987-2003 Adobe Swstems Incorporated and its licensars, All rights
'&‘ reserved, Adobe, the Adobe logo, Acrobat, the Acrobat logo, PostScripk, and
adobe the Postacript logo are either registered trademarks or trademarks of Adobe

Systems Incorporated in the United States andfor other countries,

Restore Defaults

(4 Zancel Help

Figure 2: Acrobat PDF Maker Dialog Box — Settings Tab
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SECURITY TAB SETUP:

¢& Acrobat PDFMaker i EI

Settings  Security |ward | Bookmarks |

Encryption Level ¢ High (128-bit RiC4) - Compatible with Acrobat 5.0 and above

[ Pequire a password to open the document:

Cocument Open Passward: |

@ When set, a document password is required to open the document

—Permissions

[ Use a password ko restrick printing and editing of the document and its security settings

Eermissions Passwond)

Printing Allawed: JHigh Resalution j

Changes Allowedy [Any except extracting of pages j
¥ | Enable copying of text, images, and ather cantents

¥ | Eniabile text access far screen reader devices Far the visually impaired

Festore Defaults (]9 Cancel Help

Figure 3: Acrobat PDF Maker Dialog Box — Security Tab

1. In this tab area, make certain that there is a checkmark next to Enable text
access for screen reader devices for the visually impaired. If this option is
not already enabled, click on the checkmark under Permissions that says Use a
password to restrict printing and editing of the document and its security
settings. This will allow you to turn on the Enable text access for screen
reader option. If you don’t want to set a password to restrict printing, just
uncheck this box under Permissions after you have made your screen reader
enabled option change.
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WORD TAB SETUP:

B AcrobatpDrvaker

Settings I Security  Word IBDkaarks I

—Word Features

[T ¥onvert displayed comments ta notes in the PDF;

¥ Conwert cross-references and table of contents ko links

¥ Convert footnote and endnote links

— Comments

Reviewer

| Include | Motes open ICDIDrI # of comments I
Mo comments

Eestore Defaulks

Ik

Zancel Help

Figure 4. Acrobat PDF Maker Dialog Box — Word Tab
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BOOKMARKS TAB SETUP:

f& Acrobat PDFMaker _.: e

Settings I Security I word  Bookmarks

—Bookmark Opkions

W Convert Word Headings to Bookmarks:
[ Cornvert Word Styles ko Bookmarks

Elernent | Type | Boakmark. | Lewvel | -
“=Heading 1 Heading (] 1
“=Heading 2 Heading (<] 2 |
“=Heading 3 Heading (] 3
“=Heading 4 Heading (<] 4
“=Heading 5 Heading (<] g
“=Heading 6 Heading (] &
“=Heading 7 Heading (<] 7
“=Heading & Heading (<] g
“=Heading 2 Heading (] 9

9] Balloon Text Style ] 1

9] Block Text Style ] 1

9] Body Text Style ] 1

9] Body Text 2 Style ] 1

A Body Text 3 Style ] 1 =]

Restare Defaults | K Cancel | Help

Figure 5: Acrobat PDF Maker Dialog Box — Bookmarks Tab

2. After you have checked all the conversion settings in the Acrobat PDFMaker
dialog box, click the OK button to close the dialog box and save your settings.
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STEP 3:

1. After you have reviewed the conversion settings, select Adobe PDF > Convert to
Adobe PDF.

2. When the Save Adobe I, 2]
PDF File As dialog Savein [[@ Deskiop = o2
bOX appears’ type a BMy Documents
filename with all 4 My Computer
lowercase letters and 3;‘;:;}‘;‘33:"':;?; —_—
the .pdf extension. If o class$ on itsde01,ad,calpoly edu 12-1050 LAB POST FILES (2)
you wish to have a S braton o e 1
space in your
filename, use an
underscore instead.
The use of the
underscore in lieu of a
space is essential if
you wish to place the
ﬁles on the Web or in File: narne: Iadaj:ompliancy.pdf j Save I
BlaCkboard Save as upe; IF'DFfiIes j Cancel /l
o
Figure 6: Save Adobe PDF File As Dialog Box
STEP 4:

Now when you open the PDF in Adobe Acrobat Professional, there a few more tasks
you need to complete.

1. With the generated PDF file open in Adobe Acrobat Professional 7.0, select File
> Document Properties.

2. Click on the Description tab and make certain that the Title: and Author: areas
are filled out with the proper information (See Figure 7 below). Generally, you
can avoid having to fill this information out in Adobe Acrobat if you make sure
that in Microsoft Word within Tools > Options > User Information, you have the
appropriate data already listed there. The title has been taken from the first
heading of your Microsoft Word document. If you wish to have a different title,
erase the title that is here and provide a different one.
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3. Click on the Advanced tab in the Document Properties dialog box and in the
section labeled Language:, select English US. If you don'’t select the
appropriate language for the document, the screen reader will have difficulty
reading the document correctly.

4. Click OK to save your settings and close the Document Properties dialog box.

Document Properties

[~ Description
ADA-Compliank POFs. pdf

|Cc-mertm Files bo ADG-Complant FOFs

File:
Tie:
Buthor: |Dr. Luaring Foge:

Subject: |
Keywords:

Craated:  11/28/2005 4:05:15 PM
Modfied:  11/28/2005 4:05:28 PM
fpplicstion;  Acrobak POFMaker 7.0.5 For Word

PDF Froducer:  Acrobat Distiler 7,0.5 (Windows)
PDF Yersion: 1.4 (Acrobat 5.x)

Location:  C:\Documents and SettingsFose|Desktop)

Fils Size: 68,00 KB (69,632 Bytes)

Page Size: 8.50x 11,0000 Mumiber of Pages: 6
Tagged FOF:  Yes Fast ‘Wb View:  Yes

o | T ] coa |

Figure 7: Document Properties Dialog Box — Description Tab

Document Properties

Description | Security | Fonts | Initial View | Custom Mwmd!

-FOF Sattings
Base AL |

Trapped: | Unkrown 'I

Prink Scaling: | Defsult =

Binding: | Left Edge 'I
Language:  [English US -|

o | e

Figure 8: Document Properties Dialog Box — Advanced Tab
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STEP 5:

Now you will need to test your document to make sure it really is accessible:

1. With speakers connected to your computer and turned on for audio, open the

PDF file in Adobe Acrobat Professional. Select View > Read Out Loud > Read
to End of Document and listen to the document being read as a screen reader
would. If alternative text tags have been added properly on the images, the
computer voice should also read the content of those tags.

. Now create an accessibility report by selecting Advanced > Accessibility > Full
Check...

. When the Accessibility Full Check dialog box appears, click on the checkbox
where it says Create Accessibility Report. Retain the other default settings in
this dialog box as shown in Figure 9 below.

. Click on the Start Checking button and the Accessibility Full Check will look
for possible accessibility problems within the document.

Accessibility Full Check :

Browss, ..

Folder: C:iDoouments and SettingsiFase|My Documents
[ Indude repair hirkts in Accessibily Report
[T Create comements in document

Page Rangs
% 8ll pages in document
" Oy those pages sslacted in Pages pansl

Copsgesfon [T w [T

Checking Opticns

[ aiemative descriptions are provided

[¥ Text language is specified

[¥ Reliable charatber encoding i provided

[V all cogfart i contained in the decumeant structure
I+ &l Formn Fredds have descriptions

[+ List and bable structure is comect

[¥ Tah crder i consistant with the struchure order

b | Start Checking Cancel

Figure 9: Accessibility Full Check Dialog Box

5. After the Accessibility Full Check has completed its analysis, Adobe Acrobat

will provide you with a full accessibility summary and tips on how to fix any
problems that might have been found. This summary report will appear in the
window to the right of the PDF document where Adobe Help generally resides. If
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accessibility problems have been detected and flagged, fix them according to the
instructions provided in Adobe Acrobat and then run the Accessibility Full
Check once again.

6. Continue running the Accessibility Full Check until there are no longer any
accessibility problems detected. In certain circumstances, you may wish to make
the fixes in the original Microsoft Word document and then convert it to PDF once
more; then, run the Accessibility Full Check again after the edits have been
made within Microsoft Word. This will secure that your Microsoft Word document
is compliant in case you ever return to it in the future to make edits or changes.

7. Save the PDF once more by selecting File > Save.

Congratulations! You now have an ADA-compliant PDF!
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