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Adobe Acrobat Pro
Inspect Documents and Delete Unnecessary Content

You must have Adobe Acrobat Pro to remediate pdf documents.

The first step before remediating documents is to go to this link
http://ada.nv.gov/Users/CleanUpCurrentSite/ .On this page you will find the WCAG 2.0 and 508
standards for accessibility. On the bottom of this page, the link http://ada.nv.gov/Efforts/PDF Report/
will take you to a page to look up each agencies website.

The Second step is to click on your agencies page to see exactly how many documents are currently on
your website to remediate. This will give you an idea of how many documents to “Delete or Remediate”.

The Third step is to locate a simple document and start the remediation process to become familiar with
how to remediate a document.

The hardest and nearly impossible documents to remediate are Redacted material, Fillable forms and
Scanned documents. These forms are extremely time consuming and should be remediated last.

| have included Instructions on making most PDF documents compliant and | will create a more
advanced class on how to remediate Fillable forms along with redacted material. If you have any
guestions about document remediation please email StateWeb StateWeb@admin.nv.gov

Any further questions please refer to this QR code reader or this URL.

http://ada.nv.gov/Training/document remediation/
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Adding Tools for Remediation

Select and Add Remediation Tools

To make documents you will have to select them from the tool’s menu. They will appear in the right side
of the page.

A. Select “Tools”.

The Mevada 5State Board of Oriental Medicine June 27, 2017 @ £:30pm - Adobe
File Edit Wiew Plug-lns Window Help

Home Tools The Mevada State B...

Q |

Create & Edit

Add Accessibility Tools

The seven tools that help with remediating PDF documents are:

ﬁCCESSW Action Wizard Edit PDF Oraanize Pages

Enhance Scans Optimize PDI Prepare Fo

Add i - ‘ > [ Add_L-| ‘v

Once you have added the remediation tools they will be located on the right panel for future use.
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Add Accessibility Tool Continued

Select and Add Remediation Tools
To make documents you will have to select them from the left pane tool’s menu. They will appear in the
left side of the page after they have been added.

A.

M @, O O

&

Once you have added the remediation tools they will be located on the left panel for future use.
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Right-click on “Left Pane”.

B. Select “Content”.
C.
D. Select “Tags”.

Select “Order”.

Ul Articles

@ Attachments
D Bookmarks

B Content b_‘

@ Destinations

@ Layers
E Model Tree
221 Order fimmm—

@ Page Thumbnails

ﬁ Signatures
:@ Tﬂgf-*—
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Document Title

Creating a Document Title
The first step in creating a compliant PDF is to give your document a title instead of a file name.

A. Select “File”.
B. Scroll down and select “Properties”.

X 2017-06-27_meetingminutesseal.pdf - Adobe Acrobat Pro _

[ Edit View Window Help

%5 Open... Ctrl+ 0 3 B4 \ @

Open From Acrobat.com... =
E\Cgeate S \ ﬁ E

Save Ctri+S
Save As... Shift+ Ctrd+S
Save As Other... 4
Save To Acrobat.com... bval, Governor

|||

[ Send File...

[27 Get Documents Signed...

Revert ST:
Close Ctrle W BOARD O}

* 'ﬂ‘
& Print... Ctri+P REG"J:
View All Recent Files... AT THI
1 C:\..\2017-06-27_meetingminutesseal.pdf ilding Office of the A
2 C:\Users\...\100StateConsolidatedPolicy.pdf s NV 89101.
3 C:\Users\rshrader\Desktop\...\SAM,pdf
4 C:\Users\rshrader\Desktop\...\SAM.pdf TO ORDER(Dicus
5 C:\..\08-31-16ITABMinutesAPPROVEDdocx.pdf )
1o determing preser
Exit Ctrl+Q 8 Members Present:

= Jr. Magge Tracey, OM
Dr. LisaGrant, OMD (v
Nr VineeaTivk OMD
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Creating a Title Cont.
Make sure to give the document a title. When a PDF document is saved it will be saved under a
document file name and not a title.

A. Select the “description” tab.
B. Give a “Title” description to the document.
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Document Properties

Title Continued

.E’”|@|d:§-+?gjx- t‘j|

Description | Security | Fonts | Initial View | Custom I Advance:l|

Description

File  2017-06-27_meetingminutesseal pdf

tate of Mevada Board of Oriential Medicine (MINUTES) June 27, 201

Author: |Executive Director

Subject |

Keywords:

Created: 11/5/2017 8:43:17 AM

Modified: 11/5/2017 8:43:17 AM

Application: Microsoft® Word 2010

Advanced

POF Producer:
PDF Version:
Location:

File Size:

Page Size:
Tagged PDF:

Microsoft® Word 2010

1.5 (Acrobat 6.x)

Additional Metadata...

C:\Users\rshrader\Desktop\Mon Compliant\Board of Oriental Medi..\06-27-17 Meetings',

203 49 KB (208,375 Bytes)
850 x11.00 in

Yes

Number of Pages: 4
Fast Web View: No

ok [ Cencel

Brian Sandoval, Governor

AT

GrantSawyer Bulding Office of th
HA500 - Las Vegas NV 39101

1. CALL TO ORDER(D&

P resident

Froll call to et ermine pr

Board Members Present:
Dr. Magge Tracey, ¢
Dr. Lisa Grant, OML
Dir. Vince Lirk, Ol
Fely Quiteviz

Board Staff:
Metle Lok, Executiv
A esh Bhalls, Deg

Public:

DuiWame Stesle

¥ oun Harrall

Walter Hatrall

M aoita H ensen (vatelep

2. Public Comment (Discr
Hone

3. Adoption of agenda (Fo
Botiore Dr. Grant motio
Second Dr. Link
Action: Motion carred v

4. Appwve or disapprove
Possib le Action).
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Setting PDF to Document Title
Changing File Name to Document Title

When adding a Title to you document, you must also change the Metadata from File Name to Document
Title.

A. Select the “Initial View” tab.
B. Change the File Name to “Document Title.

Document Properties

Initial View | Custom I Aduancad|

Mavigation tab: [ Page Only

bl

Page layout: [ Default

bl

Magnification:  Default

Open to page: Il of 4

Window Options

| Resize window to initial page
| Center window on screen

| Open in Full Screen mode

File Mame
Usar Inter
| Hide menu bar
| Hide tool bars

_ | Hide window contrals
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Setting the Language
Setting the Language in PDF

Screen reader technology will read the document to the user in the language set for the document. The

steps to set the correct language in a PDF are:

A. Select the “Advanced” tab.
B. Choose the “Language” that you prefer you document to be set as.

At b ot L bV

| Description | Security | Fonts | Initial View | Custom | Advanced |

PDF Settings

Base URL: |

Search Index |

Trapped: |Unknown =
Print Dialog Presets

Page Scaling:

DuplexMode: [ Simplex

Paper Source by Page Size: [

Print Page Range: |

Mumber of Copies:
Reading Options

Binding: | LeftEdge =

Language:  English E
-

English with Arabic support

English with Hebrew support
Estonian

Finnish

French
French (Morocco)
German

Greek
Hebrew
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GULAR BOARD MEETII
June 27,2017 @ 6:30 F7

THE FOLLOWING LOCATIO)

he Attorney General, 555 B¢

AMINUTE 5***
wsston For Possible Acko
esence of a quoram, al 6:30

OMD
D (wia telephone)
]
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Using the Action Wizard

Making accessible documents with this tool.

The next step after giving a PDF document a title is to run the full check option to see
what errors are in the document. This tool is used to give all images and tables the
option to add Alt text as the scan runs.

A. Select the “Action Wizard” option.
Find your tools here

(® Accessibility

Action Wizard

@ More Tools

B. Click on the “Make Accessible” option.

ACTIONS LIST

Make Accessible

(<]

Archive Documents

Publish Sensitive Inform...

<] [ [x]

Optimize for Web and ...

<]

Optimize Scanned Docu...

<]

Prepare for Distribution
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Using the Action Wizard Cont.

C. Click the “Start” option to run the accessible scan.
#— Make Accessible

Files to be processed:

4 ChangecfAddressNR.pdf

& Add Files... b

1. Prepare

Set a title and ensure it displays in the
window title bar.

..9 Add Document Description

Set Open Options

@ Recognize Text using OCR

This space intentionally left blank.
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Give the document a Title and click ok.

Using the Action Wizard Cont.

Descripticn

Title: INE*.-'acIa State Board of Message Therapy Cha

Leave Ac s

Subject: I

Leave Ac s

Author ILi:a Cooper

Leave As s

Keywords: I

Leave As s

oK

Cancel

utput

Downsample To

Recognize Text - General Settings

Document Language | {Sgl ][R0 w

Searchable Image

600 dpi

Set the language to English and click ok.

OK

Cancel
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Using the Action Wizard Cont.

If this document is really a fillable form select yes, otherwise, select No, Skip this
Step.

Adobe Acrobat >

| Is this docurmnent intended to be used as a fillable form? If so, choose yes to detect
' form fields,

YYes, Detect Form Fields Mo, Skip this Step Cancel

Make sure the language is set to English and click ok.

Set Reading Language et
Language: |{Zyf]l=8 w
Ok |-mbins

If your document has images or tables, Give them a description in each box and click
save/close.

Set Alternate Text >

Image 1 of 3 3

b

Alternate text: [] Decorative figure

The Great Seal of the State of Mevada

* Save & Close Cancel
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Accessibility Check

To be able to scan for all errors on a PDF document, all the option boxes should be checked.

Accessibility Checker Options

A. Check all boxes to run a “Full Check”.
B. Select the “Start Checking” option to run the scan.

L

b rseCpiors

Report Options

[¥] Create accessibility report Folder: C\Users\rshrader\Documents

7] Artach report to document

Page Range

@ All pages in document ) Pagesfrom |1 to [1

hecking Options (31 of 32 in all categones)

Choose...

(|

Categony: Alternate Text and Headings

|#! Figures require alternate text

|| Alternate text that will never be read

[¥] Alternate text must be associzted with some content
[ Altemnate text should not hide annctation

[¥] Elements require alternate text

[¥] Appropriate heading nesting

| Selectall | [ Clear

[¥#] Show this dizlog when the Checker starts

Help Start Checking ] [ Cancel l

Rl
ke
Teg

JAR

ce of
1.

Tace

e, O]
ele, O

LI B0

Ells, C

L
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Accessibility Checker Options Cont.

Accessibility Checker Cont.
Be to check Tables must have a summary to ensure that the checker scans for tables.

A. Select “Forms, Tables and Lists” from the drop-down menu.
B. Make sure to check the “Tables must have a summary”.

Accessibility Checker Options X

Report Options
Create accessibility report Folder. C\Users\rshrader\Documents Choose...

[] Attach report to document

Page Range

(®) All pages in document () Pages from 1 to |1

Checking Options (32 of 32 in all categories)

Category: | Forms, Tables and Lists

Document

All form {Page content
:Forms, Tables and Lists
All form Alternate Text and Headings

TR must be a child of Table, THead, TBody, or TFoot

TH and TD must be children of TR

Tables must have headers

[«] Tables must centain the same number of columns in each row and rows in each column
[ T
LI must be a

must have a summary

Lbl and LBody must be children of LI

Select All Clear All

Show this dialog when the Checker starts

Help Start Checking Cancel
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Finding Errors on Page

Finding all Errors on PDF page
Running the Accessibility checker will give results of all errors found throughout the entire document. In
order to make a document compliant, all errors must be corrected.

A. Select the “Element”.
B. The PDF error will highlight on the page when selecting the Element.

L. 2017-06-27_meetingminutesseal.pdf - Adobe Acrobat Pro
File Edit View Window Help

Do [Bowe- QO PH/@0TRRBTDVDOOVBATEHE R amomie v | [F
v NG| G=®[]]| 80 Tools | Fil &Sign = Comment

Accessibility Checker .
| M cessbllty + Content Editing
l EP E=- + Pages
B Document (3 issues) + Interactive Objects
@ B Page Content » Forms
ﬁ o fom (T Mgz Traey, 01D Basidenn e
= Alternate Text (1 issue) F . SR THEF, R
i D Wince Lk 0 MDD, Vicy Frasidnt
amdonval ] 3 D ¢ Text Recogniti
5 Figures altemate text - Passed Eren 5 Goreguor | ;B; g;:ﬁ h&s:mw!mm —
éfd & Nested alternate tedt - Passed Y " il Hordun Jin Hagy, MD, Marber + Protection
W Micls Lok, Exmetive Dirvctar
o Associated with content - Passed s + Accessibility
D ' Hides annotation - Passed STATE OF NEVADA o
Elﬂ Other ele } B OF ORIENTAL MEDICINE [I,] Change Reading Options
| 2 Bement 1 CPUBLIC NOTICE @ Full Check
B Tables REGULAR BOARD MEETING . .
Q B Lists June 27, 2017 @46:30 PM @ Open Accessibility Report
| B Headings AT THE FOLLOWANG LOCATION: @ Add Tags to Document
(rant Sawer Building, Office of the A thorne yGenetal, 535 Eat Washingion Ave , Room
#4500 - Liss Vezas, NV 89101 E Set Alternate Text
HAINUTES
- ﬂ Run Form Field Recognition
L. CALL TOORDER (DiscussionsFor Possible Achon) Magge Tracey; OMD,
President Ly
Roll call to dete reaine presetee of & quoram, at6:30
Bmg.lml Imﬁ'[r‘::s?;[)l\iﬂ) & Touch Up Reading Order
D, Lis (0D {via tel y
Di.Vin:?fﬁL, rZ)IuID(ml Fore) ‘&‘k Setup Assistant
Fely Chuitevia
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Tagging Images
Tagging Images
All Images, Tables, and Unidentified content must be tagged in a PDF document to make it compliant.
Screen reader technology will read an image and the image description is what is read back to the user.

A. Select “Touch Up Reading Order”.
B. Using the “Touch Up” tool, Enclose the Image until it is selected.
C. Tagthe Image as a “Figure”.

» Content Editing

» Pages

Miaggie Tracey, OMD, President

Virce Link OMD, Vice Preident » Interactive Objects

Brian Sandoval, Governior

Lis Grart, OMD, SecretaryTroasurer » Forms
FelyQuitevis, Member
Abrabar Jim Nagy, MD, Menber - | + Action Wizard
hoy reading order panel » Text Recognition
Show page content grouj ’ Protecti
STATE OF . P:i : m: b o i on
3y like elements in 2 single box
Touch Up Reading Order D) 3 - v Accessibility
" v Show table cglls
BLIC | ¥ Showtables and figures s
Draw & rectangle around the content then click == ) m— )
one of the buttons below: W Rz?gi Run Form Field Recognition & Full Check
LLOW Delete Selected ltem Structure @ Open Accessibility Report
i ot Clear page structure 5
mey G Q- Add Tags to Document
orm Field gure/Captio Y Tag astegt a
Tag as background B Set Alternate Text
e : a3 Run Form Field Recognition
9
n/For| Tagasfigure/caption
s el : Tag astable
ofaq
eading feading 0 Tegas gell ‘ E Touch Up Recding Order
Tag as form field .
Backgroun elepho Tag as formula 'S Setup Assistant
Tag a5 heading 1
- Tag as heading 2
i Mr | Tagas heading3
i Tag as heading 4
V| Show page content groups [ ] Tag as heading 3
© Page content order i Tagas heading 6
Structure types
V| Show table cells [ |
| Display like elements in a single block Only).
V| Show tables and figures [ ]
ihle Action)
Clear Page Structure.. ’ l Show Order Panel approve
Help J | Close N
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Alternative Text

Alternative Text
Alternative text should be provided with all visual content: pictures, clip art, tables, shapes, groups,
charts, embedded objects, ink, and videos.

E. Right-click on “Figure”

F. Select “Edit Alternate Text”.

G. Add a description to the “Figure”.
H. Select “OK” to save changes.

Brian Zandoval, Governor Lim Grant, O WD, SecrstaryTreamme s

FelyQuitevis, Member
Abrabarn Jon Wagy, MD, Member
Ierle Lok, Executrve Dizector

¥ Show reading order panel

STATE OF NE
’ Show page content groups 4
Alterrate Ted i/ |OARD OF ORIENT Display like elements in a single box

Alrerrate Tt HPURLIC MO v Show table cells
REGULAR EOQARD ¥ Show tables and figures
June 27, 2017

AT THE FOLLOWING -
Run Form Field Recegnition

fice ofthe Attorney Cener
101

Clear page structure

**iM [N'UTES&**

1. CALL 70 ORDER (Discussion/For Possible Action) Magzie Tracey, OMD,
President
Rooll call to detertnine presence ofa gquotumn, 2t 6:30 pm
B card Members Present:
Dr. Maggie Tracey, QWD
Dr. Liza Grant, OMD (wa telephone)
Dir. Winee Link, OMD
Fely Quitevis
B oard Staff,
Merle Lok, Ezecutive Director
Asheesh Bhalla, Deputy AG

Public:

DuWayne Steele

Youn Harroll

Walter Harroll

Maoita Hanzen (wa telephone)
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Giving the table a description

How to Fi

X Tables

A table must have header rows identified and the table must have a description to make them

compliant.

A. Right Click on the Table to open Table Menu.

B. Select “Table Summary.

The Board will no approve any of the following types of cours| .

Show reading order panel

education as a course of continuing education:

1. An orientation program for new employees

An on-the-job training program presented by an agen
purpose is to disseminate information on policies or p
3. An audio or video learning tape or home study course «

p)

Show page content groups

Show table cells

Show tables and figures

independent verification of successful completion.
4. A program of self-improvement.

The following must accompany all applications:

Run Form Field Recognition

Table Editor

Detailed program

gambling coun

nE e e schedule
tatement of the 1

of the program (must show app
to aleohol and drug abuse co

nal objectives

or

%I;;’oﬁgmm Clear page structure
on form.

Mpeech / speakers resume )

hmple Certificate of completione—.,__

+ Display like elements in a single box

Edit Table Summar}gh_

Instructions for a complex table and summary are found on the next page.

C. Give the Table a “Table Description”.

D. Click “Ok” to save.

4 Table Summary

Table Summarny:

Enter Table Description Here

oK

e

Cancel

S:\Technical Operations\Web Development\ADA-Accessibility\Procedures\PDF-ADA-Instructions.docx

Revised 5/20/2019 (RS)

Page 19



How to Fix Tables Cont.

Complex Table Detailed Summary

For users who cannot perceive a visual overview of a table, understanding a data table always
means reconstructing the relationship between every element of the table and how they interact
with one another. The user needs to understand how many rows or columns there are, which
elements represent header information, which are simple data cells, etc.(Screen Reader
technology will read out the number of rows and columns in every table) Authors are therefore
advised to omit this information and do their very best to create simple data tables whenever
possible (tables that only have one row or column of headers), even if this means breaking a
complex data table into a number of smaller, simpler data tables. The table description should
explain all the element included in the table, so a non-sighted or low vision user can understand
what information table contains without being able to see the graphics or details of the table. |
have included the example of a table and included a sample description below.

Crashes By Day Of Week
280
240 [ iy
200 Al s
160 P _—
120 ] Jifee A
so b [ | 1
aaflatlal
| o Sunday Mbonday Tuesday  Wednesdasy  Thursday Friday Saturday - |
Table Summary x
Table Summary:

This table consists of a scale of 0 to 280 on the left side and all days of the week starting with sunday on the bottormn
axis and ends in order of the days of the week. There are two different bars representing each day that indcate how
many car crashes by day of the week that occurs in northern Mevada and southern Mevada. Sunday has 48 car crashes
for northern Mevada and 114 car crashed for southern Nevada, Monday has 35 car crashes for northern Nevada and
142 car crashes for southern Mevada, Tuesday has 75 car crashes for northern Mevada and 245 car crashed for
southern Mevada, Wednesday has &0 car crashes for nothern Mevada and 204 car crashedfor southern Mevada,
Thursday has 60 car crashes for northern Mevada and 214 car crashes for south Mevada, Friday has 83 car crashed for
northern Mevada and 168 car crashes for southern Mevada, Saturday has 46 car crashes for northern Mevada and 131
car crashes for southern Mevada.
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How to Fix Tables Cont.

Setting Header Rows

A table must have header rows identified to make the table compliant.

A. Right click on the table and select Table Editor.

education as a course of continuing education:

o =

4. A program of self-improvement.

The following must accompany all applications:

The Board will no approve any of the following types of cours

An orientation program for new employees
An on-the-job training program presented by an agenc
purpose is to disseminate information on policies or p
3. An audio or video learning tape or home study course v
independent verification of successful completion.

mc schedule
tatement of EMM ob]cctlvcs

Show reading order panel

Show page content groups

Show table cells

Show tables and figures

Run Form Field Recognition

Table Editorb—

Edit Table Summary

Clear page structure

« Display like elements in a single box

B. Hold down the Shift key and click all cells that are designated to be the Table Header Cells.

= @Fﬂel@m o W

M bl o ol

10483 AGARI, TADASHI 20, Active 10/04/2017 10312018
TABUCHI
T 11121 AGARWAL. LINAD 20, Active 111132015 10/31/2018
T 3213 AGBOH-TAYLOR, 20, Active 110272017 1073112019
THERESA OMOYEME
T 66835 AGEE, JAMES THOMAS 20, Active 10/28/2015 10/31/2019
T 13512 AGENA, JUNKO K 20, Active 04/13/2018 1073112019

C. Right click on table and select “Table Cell Properties”.

Table Cell Properties... <qfjmmm—

Table Editor Options...

Auto Generate Header Cell 1Ds
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How to Fix Tables Cont.

Setting Header Rows Cont.

D. Select “Header Cells”.

E. Select “Row, Column, or Both” for header cells.

F. Click “ok” to save your changes.

Table Cell Properties

Type
(®) Header Cell Scope:

() Data Cell
Attributes
Row Span:
Column Span:
1D

Aszsociated Header Cell [Ds:

MNone

Both

Mone

Row

OK

Cancel
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Incorrect Headings

Changing the Structure of headings
A. Select the “Element”.

@ b3 Document (4 issues)
@ b3 Page Content (2 issues)
D b Forms

b Alternate Text (1 issue)
it

) Tables
©

) Lists

" Headings (1 issue)

~ (&j Appropriate nesting - Failed

B. The error will highlight on the page.

Izluerﬂl Eegquremenrs for Progrnn Approval:

1. Must be provided by o comperesr instiecrar az demeonstiated by 1
professional oud reacking experence.

1 Must conrain cuirent and relevanr edneational material which concerns alochel

and drng abuse and is applicable to the pracrce of covnzeling alechel and dmg
abusers.

C. Click on the “Tags” icon.
D. Highlight the Heading tag and delete it.

@ e E Tags
@ wHS}

D }‘7 <H1>

z
oY
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Unidentified Content

Removing Unidentified Content

The Accessibility checker will identify content in a PDF that needs to be tagged or removed from the
document to become compliant. In this example the content is unidentified and needs to be removed.

1.
J.

K. Right-click and select “Delete Selected Item Structure.

Select the “Element” to highlight the error on the page.
Using the “Touch Up” tool, enclose the tagged content.

File Edt Vi

[ 2017-06-27_meetingminutesseal pdf - Adobe Acrobat Pro

ew Window Help

Som|t}0c:te"”|@é@g @}3;'@&@&@;4@@@5&@;\

.

L2 Y

OO XSO I IR - R

2 -,

B EEEBH

Document (3 issues)

Page Content (1 issue)
) Tagged content - Failed
Element 1
Eement 2
Element 3

% Tagged annatation:
%" Tab order - Passed
£ Character encoding - Passed
%' Tagged multimedia - Passed
% Screen flicker - Passed

% Seripts - Passed

4 Timed responses - Passed
Forms

Alternate Text

Tables

Lists

Headings

q
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+ Show reading order pane

Show page content groups
Display [ike elements n a single bax
+ Show table cells
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Run Form Field Recognition
BLIC NOTICE***
Cles page stngcure R BOARD MEETING
S~ 27,2017 @ 6:30 PM
Tag & background LLOWIHG LOCATION:
Tag s figure
Taq & figure/caphion new Ceneral 555 East W
Tayg o tafle Order
Tag as gell
Tag & Igrm feld
Tag & formule gle around the content then cli
Tagm hasding] tons below:
Tag as heading
Tag as heading 3 Ted
Tag as heading 4
Tag &t hesding 5 r Field Figure
Tag as heading §
= =¥ Beacdy rEgLI Heading 4 Ti
Fely Quit : :
Board Staff: Heading 2 Heading 5 C
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How to Tag Text

Tagging Text
In order for a screen reader to understand a document, all text on a page needs to be identified
correctly to make it a better experience for the user.

A. Select the “Touch Up Reading Order” tab.
B. Enclose the text until it is completely highlighted.
C. Choose text in the “Reading Order” panel.

(Ert———

Fie Edt View Window Help %

EOM‘t}ume' H@@@ {%F)@[H@@bféju@@@Eﬁ“@\ Customize ¥

) [H‘ & ‘Q -4 | il Toos  Fil&Sgn | Comment

F]
L5

- Br
.
D + Content Editing
:lJ » Pages
& 2004521 meengmindessel Misgie Traeay, 0D, Pasidest » Interactive Objecs
C) . . Viee Link 0.MI), Vice President |
éj 20 el I_'Eluan Sandoval, Governor| ] L::EEJKO.M‘D., sierm:;-re::lm £| » Forms
5 [1] Bran Sandoval, Governor ! Fely Quitavis, Member + Action Wizard
17} B[4 Page e i Hagy, MO, Membe v
“D Paged Metle Lok, Executve Directon Recognition
B e | Protection
— STATE OF NEVADA » heeesabilty
E3
BOARD OF ORIENTAL MEDICINE )
— Draw a rectangle around the contentthen cck =) —
§> oneof the buttons below: @ SSPURLIC NOTICE*** § FullCheck
REGULARBOARD MEETING
Tat | i Figure June?T, 20”@630 m @ Open Accessibilty Report
Fom Fid | l Figure/Cagtion AT THEFCLLOWING LOCATION: @ Add Tegsto Document

Sef Altemate T
Grant Sawyer Bulding, Office of the Attorney General, 555 East Washington Ave., Room B st

Heading L |Hud|ngﬂ I Table
‘ 4510 Las Vagas NV 89101

fj Run Form Field Recogition

Headng? | | Headogs | | a HMINUTES

1. CALL TOORDER (Discussion/For Possible Action) Maggie Tracey, OMD,
resident
Roll call to determine presence of a quorum, & 630 pr
Board Members Present
D Maggie Tracey, OMD
Dr Lisa Grant, OMD (via telephone)
D Vince Link, OMD
Fely Quitemss
Bourd St
Werle Lok, Executive Director
Aeheesh Bhalla, Deputy AG

5’ Touch Up Reading Order

{5\ Setup Assistant

1

[ Heading 3 ] | Heading b ‘ I Formula

Background

able Editor

¥ $how page content groups l
(@ Page content oider

(1) Structure types
Bublic

DuWayne Steele

Youn Harrell

Waltes Harroll

Naota Hansen (via telephone)

7] Shonwteblecels [ |
|| Display like elements n a single block

(7] Showw tables znd figures [ ]

l Clear Page Structure.. I Snow Order Panel ‘

.

. Public Comment (Diseussion Only).

[ Hiep I [ o ] Hone

poe

. Adoption of agenda (For Possible Action)
Motion: Dr. Grant motianed to approve
Second Dr Link
Aetion: Motion carried unanimously

4. Annrave or dicannrave the neavions hoard mesting minntec of May 8 2017 Far
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Assigning Headings
Headings
Proper headings are used in a PDF document, so a disabled user can navigate through a document with

ease. It would be extremely difficult to find content in a document without headings and require them
to read the entire document in order to find the piece of information that they were looking for.

A. Select the “Touch Up Reading Order” tab.
B. Enclose the text until it is completely highlighted.
C. Choose the proper “Heading” in the touch up reading order panel.

I
file Edit View Window Help x
Bow [Row: |[BOBRH|60YBBETLEOTESANEAS cusonze + | [

(! EM| k& ‘ G () o ‘ =@ Toals Fil&Sign  Comment
&
Q Orer cin! : + Content Editing
e i | Pages
. 1 017-06-21 meetingminctesealpdk | + Interactive Objects
\:é; E\j Pagel | + Forms
» [ inage » Action Wizard
f 5 2] Brian Sandoval, Governor -
- § ] aggToce, OMAD, e g [Vaggie Tracey, NI, President | Ted Recogniton
: ;'T[M Vince Lk, &::je:r:;l -~ = A\g.";‘b'_“_‘& [4V]I]CE L]I]k,OMD, e o ‘ >Prn|edi-m.|-
o e 2R ———————=(doval, Governor e [5.5a Urart, UMD, Seerctary/ T reaster et
1] Fy i g V) 5 NS R ECTELATY]
§ 1) Abcham i Dravva rectangle around the content then click @ i [_ET ely QllltGVLS, Mﬂmbel' ‘ N
‘\\) 57 [6] MereLok || one of the buttons belov: ) g : e TN VD Meibe § runcreae
A page2 A A FP‘ m agy: , MICMOer | @ . -
4[] el Tet g V&, [Merle Lok, Execufive Direcor | i
H\j Paged § hmu!ﬂﬂi ! @ Add Tags to Document
Form Field \ Figure/Caption VA
: e l = E Set Altemate Text
Heading eading able
:ﬂ Run Form Field Recognition
Heading2 = | Heading$ l Cell STATE OF NEVADA R ’
I BOARD OF ORIENTAL MEDICINE T
Background ﬂs\ Setup Assistant
***PUBLIC NOTICE***
REGULAR BOARD MEETING
7] Show page content groups [ |
R June 27,2017 @ 6:30 PM
() Structure types
@ Showabcds ] AT THE FOLLOWING LOCATION:
Display ke elements in & single block
e * Building, Office of the Attorney General, 555 East Washington Ave., Room
{ Clear Page Structure., ‘ Show Order Panel | egas, NV 89101'
Hel Close
[ ’ ‘ l ***MINWES***
I
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Tagging Hyperlinks

All hyperlinks in a PDF will need to be identified to make the document ADA compliant.
multiple steps in this process.

Hyperlinks

A. Select the “Element” to find the hyperlink.
B. The hyperlink will highlight on the PDF document.
C. Right-click on the “Element” and choose “Show in Content Panel”.

L. 20170627 Agenda - Adobe Acrobat ra
File Edt View Window Help

BOpm ‘ t}tmk'

Boou|epphRlo0eevEARES

Customize +

$io NG o]

bb

Accessibilty Checker [

- Document (3 issues)
) B Paelotentltine

) Tagged content - Passed
ﬁ Tagged annotations - Faled

Siip Rule

b4 Tab order
LV? Explain

o Charscter
D  Tagged m
of Sreenfi
o Surps -
of Timed res
";>  Navigaio
Foms
Abemate Tet
Tebles

Lists

Check Again
Show Beport
Options

HmoE @ m @

Headings

nan andoval, Governor

A
¢l
]

s=wvay

[y STATE OF REVADA

BOARD OF ORIENTAL MEDICINE
[TE Vi Sy T
€gis,
one , X

o 3
.m all._omboardexecufivedirecforffgmall.com
@UHEICNUTICEUFEDKRUMEETING_\

FATE: Ve 27,

‘,_}‘ ¢ Nevada State Board of Oriental Medicine will conduct a public Board meefing on June 27, |
7 [Tbegiting i .30 P M. The meefing will be heldaf the Grant Sawyer Building, Office of |
[+ £ Afforney General, 555 Fast Washingfon Ave,, Room % 4500 - Las Vegas, NV 89101 Phone |

|1 ference no: (717) T75-T03T Access code: 382-767-336%
[

, rbusmess 15 congucted, The Board may combine o of more agenda Ltems for cmnda'ﬂilon toaccogphsh
iness in e mod efficient marner_The Boand may remove an fem from e agenda or delay discussion relahng

. ULI: Rl ccommodate physically handicapped person(s) desining._ |
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A
+ Content Editing

+ Pages
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+ Forms

» Action Wizard
» Text Recognition
| * Protection
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w

| Fuheck

@ Open Accessibility Report
@ Add Tags to Document
E Set Alternate Text

;] Run Form Field Recognition

sl

5 Toiich Up Reading Orcer

\‘i Setup Assistant
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How to Tag Hyperlinks Cont.

Hyperlinks Continued
To find Unmarked Links in a PDF you have to search for them using the Find Element option.

A. Right-click on “Link”.

B. Select “Find” and it will open the “Find Element” search window.
C. Highlight “Unmarked Links” option.

D. Select “Find” to start the search.

P 207952 ettt e M—H_W

File Edit View Window Help
EOM‘@""“' @@@&@&Qu®®@5ﬂn% Customize *
::':” L RVARACH: g ‘ 50 Tools Flll&Slgn Comment

o (B
|-n i Sandoval, Govemor

[l
LS

+ Content Editing

= I

» Pages
» Interactive Objects

+ Foris
» Action Wizard
+ Text Recognition

é’.

B STATE OF NEVADA
BOARD OF ORIENTAL MEDICINE

Find Element E

Atifcts ireclor@gmall.com

Unmarked Comments

| Find Content from Selection

¥ Protection
|+ Aecossbility

F¥eg Conta  Showin Tags Panel
B Cont  bighlghtConen
8 path

@ o Chec

@ Open Accessibility Report

Audit Space Usage...

[ Cots
I Cortg Dopetis.

EEEEE

IS s OARD MEETING |

BV Container <Artfact> Unmarked Annotations @ dd Tagsto Document
) Path o Unmarked Content AT
& pah OCR Suspects H Set Alternate Tet

V% Container <P> Brizn Sandow
[ Container <Artfact>

5% Container <Arifact>

[ Containesr <Artifacts PathPa
1% Containes <Figure> [mage [
BV Container <P> Maggie Tracs
1% Container <P> Vince Link 0,
1815 Container <P> Lisa Mathew:
8% Container <P> Fely Quitevis
(% Container <P> Abraham i
[FH5 Container <P> Merle Lok, Ex
1% Containes <Arifact> -
[ Containes <Artifact> STATE
[ Container <P> 3191 E. Warr
1% Container <P> Las Vegas, N
1'% Container <P> Phane (102)¢

‘L/ et | o || B apublic Board meeting on June 27, |
d af the Granf Sawyer Building, Office of |

omey General, 333 East Washmgton Ave., Koom #4300 - Las Vegas, NV 89101 Phone |
19‘ ference no: (712] 775-7031 Access code 382-167-336F |

‘ﬁ Run Form Field Recognition

2l

B TouchUpReding O

?\ Setup Assistant

T ACKED AGENDA Below isan agmda oi_ﬂ‘memsscheduledto be considered by the Bomi Unless |

uuu Reascmable e[forts willbemadeto ass:st and nocomnmodate physically handieapped perscn(s) desiring
- T T T

1518 Contive <P Emak omb S e e g e o v g 1y b e 0 e T e person AT e
g Contanes cHE> PURLICNO e Presidenl. Jerbers of the pUTIC My CONMTEIE, on T&Ters oL appearing on s 4genda or may offer

[ Container <P DATE June 2 T &1y SpeciTic agenda faTs. COTTIents Ty be Giacussed by the Board Uk o action iy hefaken The
BV Container <P> The Nevada ! 3 T May D€ placed on & [WDre agendy [orachion.

1% Container <P> 2017 beginni
[ Container <P> the Attorney
[ Contsines <P> conferencen
BV Container <P> AGENDA

BV Container <P> STACKED AG
Sy Container <P> othemisesta

e Y
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Adding text to Hyperlinks

Adding text to Unmarked Links

Adding text to hyperlinks in a PDF document will give users a better description of the link and the link
will be read as the description instead of the URL.

A. The location of the Hyperlink after the search has finished.
B. Choose the “Tag Element” option.

C. Give the Hyperlink a “Title”.

D. Click “OK” to save changes.

2017-06-27 Age - Adobe Acrobat

Fie Edit View Window Help X
EOpﬁn ‘E’Etm' H@@ Customize ~ ‘i
¥ 3;3 k&G (=) )| : | 0B Toos | i Fill &Sign : Comment

7 = T o —EV

M

Y a = o
nm andoval, Govemor » Content Editing

=
[
E

& » Pages
= 017967 pgendape . P
\\; (5 pagel + Forms
B |j Annotations » Action Wi
Action Wizard
d Lk ) STATE OF NEVADA ; —
/5 Container <Artfact> » Text Recognition
7 R s BOARD OF OR]ENT AL MEDICINE | Prtection
o — | - Acesibi
I B Container <Artfact> = Accessibility
D B Container <Artfact>
— & pan Find: | Unmarked Links -
E‘g [ Container <Arifact> @ Full Check
[ Cortaines <Artifacts a
K\/ 1 Container <Arfact> ) @ Open Accessibilty Report
B Container <Ariact> s (e @ Add Tags to Document
&) path @ Searc () Search Document Eﬂ
@ pah ) Set Alternate Ted
g Container <P B Sandoy Al [ttt | motlrex | x| {onduct a public Board meefing on June 27, | 5 Run Fomied ecogiion
1 Container <Artfact> i  ai the Grant Sawyer Bulding, Office of
[ Container < Artfact>

Aftorney General, 535 Fast Washingfon Ave., Koom # 4300 - Las Vegas, NV 89101, Phone |
ﬁhimnce no: (712} 773-7031 Access code: 382-167-3367 |
<]

[ Containes <Artifact> PathPa
B Container <Figure> Image [

Bl Touch UpReing e

1 Container <P> Maggie Trac: E;Ml ?\ Setup Assistant
BI5§ Continer <P Vince ik 0. 51 ACKED AGENDA: Below & an agenda ofal ferus scheduled o be considered by the Beand. Urless |

85 Container <P> Lia Mathew: 1 156 Stated, TTBITS Hay be Taken Ol of e oriet preserited o e agenda a the discretion of the Board |

85§ Container <P> Fely Quitei, %WWMM beferethe Board are SULELY Tespansile 10 see tat ey are presetwhen |
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[ Container <P Mere Lok, Ex
[/ Container < Artfact> —
[ Container <Artfact> STATE
[ Container <P> 3191 E. Warn
1 Container <P> Las Vegas, N
(/5 Container <P> Phone (702)
8% Container <P> Emaik: ombe
[/ Container <H2» PUBLICNO
45 Container <P> DATE: June 2
i Container <P> The Nevada'
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[ Containes <P> conference
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1 Container <P> othervise sta _
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I, nmess infhemod efficient marner. The Board mey rermove an ffem frorn the agenda or delay discussion reling |
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Logical Reading Order

Logical Reading Order
When reading a PDF document using screen reader technology, all text is read the same as it would be
in a book. All document should be checked to have the document read in order. Once

A. Select the “Order” tab.
B. Start at the beginning of the document, page 1.
C. This reading order is out of order.

2017-08-27 Agendapdf - Adobe Acrobat Pro

File dit View Window Help X
t}ﬂpﬂn‘fjcm' PPHLHEDRLOOTES @1& Customize * i
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@ Add Tags to Document
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;ﬂ Run Form Field Recognition

B TouchUpResing e
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How to Fix the Reading Order

Reading Order Continued

The structure of the Reading Order can be changed during document remediation and here are the
steps to fix the document and put it back into logical reading order.

A. Select the text and move it up or down to put in the correct order.
B. When you have moved the text, you will see the reading order in the document.
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Color Contrast

Color Contrast

The color contrast will show up and can be ignored by manually passing it in the accessibility checker as
this can be addressed in the source document and not in the PDF. The color of the text can only be fixed
in the WORD version and not in the PDF version.

A. Right-click on “Color Contrast”.
B. Select “Pass” to fix the error manually. The color of the text can only be changed using the
source document and is unable to be fixed in the PDF.
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o Timed responses - Passed
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Forms
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The Nevada State Board of Oriental Medicine will conduct a public Board meeting on June 27,
2017 beginning at 6:30 P.M. The meeting will be held af the Grant Sawyer Building, Office of
the Attorney General, 555 East Washington Ave., Room # 4300 - Las Vegas, NV 89101, Phone
conference no: {712) 775-7031 Access code: 5§2-767-336#

AGENDA
STACKED AGENDA: Below is an agenda of all items schedulad to be considered by the Beand. Unless
otherwise stabed, items may be taken out of the order presented on the agenda at the discretion of the Board
President. Person(s) whohave business before the Beard are SOLELY responsible to see that they are present when
their business is conducted. The B oard may cormbine two or more agenda items for consideration to accomplish
business in themost efficient manner. The Board may remove an ttem from the agenda or delay discussion relating
to an ttemn on the agenda at any time.

mEE®E @

Headings

NOTICE: Reasonzble efforts will be madeto assist and accommodate physically handicapped person(s) desinng
to attend the Board meetng. Please email the Board office at omboardexecutivedirector@gmatl com at least 48
hours prier to the meeting so arrangements may be conveniently made

Public comment at the beginning and end of the agenda may be limited to three minutes per person at the discretion
of the President. Metribers of the public may cornment on matters not appearing on this agenda or may offer
comment on any specific agenda ttems. Comments may be disoussed by the Board but no action may betaken The
matter may be placad on a future agenda for action

Additional comment periods may be allowed on individual agenda tters at the discretion of the President. These
comment periods may be limited to three minutes per person at the discreticn of the President These additional
comment periods shall be limited to comments relewant to the agenda item under consideration by the Board

All times are approximate. Pursuant to NRS 241,030 the Boand may close & meeting to consider the character,
professional competence, alleged misconduct or physical or mental health of a person. The Board may limit the
internet broadcasting while in closed session bub may not deliberate ortake action
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A Compliant PDF Document

An example of a Compliant PDF Document.

This is what a document should look like when all of the errors have been corrected.

A. Re-run the “Full Check” option and the left pane will show the document results. There should

be no errors and the entire document should have green checks in order to be compliant.

B 101t e S~

File Edt View Window Help

B Open | fﬂ Create ~

Beelm

$0URBBOLGOVEATEN

Customeze ~ | ,‘

A=

=

[l

)
]

<

(5

B

m

Accessifty Checker D]

Document

f Kecessibiity permission flag - Pes
 Image-only PDF - Pased

4 Tagged POF - Passed

o

f Tite- Passed

' Bookmars- Passed

+f Colorcontras - Passed manually
Page Content

+ Tagged content - Passed

' Tagged snnotations - Passed
 Taborder - Pacsed

4 Character encoding - Passed

o Tagged multimedia - Passed

i Screen flicker - Passed

o Scripts - Passed

+f Timed responses - Passed

f Navigaton inks - Passed

Forms

+ Tagged form felds - Passed

f Field descriptions - Passed
Alternate Tedt

o Figures ltemate te - Passed
o Nested sktemate ted - Pazeed
 Associated with content - Pssed
/' Hides nnatation - Passed

+f Other dements atemate tet - Pas
Tables

' Rows - Passed

o THand D - Paseed

' Headers - Passed

¢ Regularity - Passed

o Summary « Passed

Lists

o List tems - Passed

o Loland Loy Pasied
Headings

+f Appropriate nesting - Passed

Maggie Tracey, OMD, Presidont

Vince Liek O MDY, Fice President

Lisa Mathews, OMD, Secretarp/Treanrer
Fely Quitsvis, Member

Abrham Jim Nagy, MD, Member

Metle Lok, Executive Director

Brian Sandoval, Governor

STATE OF NEVADA

BOARD OF ORIENTAL MEDICINE
191 E. Warm Springs Rd
Las Vegas, NV 89120
Phone (702) 673-5326 Fax (702) 989-8584
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The Nevada State Board of Creental Medicine will conduct a public Board meeting on June 27,
2017 beginning at 6:30 PM. The meeting will be held at the Grant Sawyer Bullding, Office of
the Attormey General, 333 East Washington Ave,, Roem #4500 - Las Vegas, NV 83101 Phone
conference no; (712) 775-7031 Access code: 5B2-767-536#
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{hets buaine seis conducted. The Board may con'bina two of more agenda dems for considerehion to woomplish
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afthe President. Members of the public may comment on malers not appeaing on s agenda ot may offer
comment onany specfic agendaitems. Domments may be discussed by the Bosrd budno schion may be daken, The
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Addtional comm ent peniods may be allowed on indwicual egenda items ot the discreton of the Presdent. These
oomument periois ey be limited o three mimutes per peraon at he discretion of the Presudent. These addional
b pericds shall be linited o | the egenda item under conaderafion by the Board

All times are approximate. Pussuast 1o NRS 241 D30 the Board may clost e metting 1o consider the chasacle,
professional competence, alleged misconduet o physicel or mental health of s person The Boad may limit the
inlemet broadeasting whils in closed session bub may ol delibersle o take action
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	Adding Tools for Remediation 
	Select and Add Remediation Tools 
	To make documents you will have to select them from the tool’s menu. They will appear in the right side of the page. 
	A. Select “Tools”. 
	A. Select “Tools”. 
	A. Select “Tools”. 


	 
	Figure
	 
	Add Accessibility Tools 
	The seven tools that help with remediating PDF documents are: 
	 
	Figure
	Figure
	Figure
	Figure
	   
	Figure
	Figure
	Figure
	Once you have added the remediation tools they will be located on the right panel for future use.  
	 
	 
	 

	Add Accessibility Tool Continued 
	Select and Add Remediation Tools 
	To make documents you will have to select them from the left pane tool’s menu. They will appear in the left side of the page after they have been added. 
	A. Right-click on “Left Pane”. 
	A. Right-click on “Left Pane”. 
	A. Right-click on “Left Pane”. 

	B. Select “Content”. 
	B. Select “Content”. 

	C. Select “Order”. 
	C. Select “Order”. 

	D. Select “Tags”. 
	D. Select “Tags”. 


	 
	Figure
	Once you have added the remediation tools they will be located on the left panel for future use.  
	  
	Document Title 
	Creating a Document Title 
	The first step in creating a compliant PDF is to give your document a title instead of a file name. 
	A. Select “File”. 
	A. Select “File”. 
	A. Select “File”. 

	B. Scroll down and select “Properties”. 
	B. Scroll down and select “Properties”. 
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	Title Continued 
	Creating a Title Cont. 
	Make sure to give the document a title. When a PDF document is saved it will be saved under a document file name and not a title. 
	A. Select the “description” tab. 
	A. Select the “description” tab. 
	A. Select the “description” tab. 

	B. Give a “Title” description to the document. 
	B. Give a “Title” description to the document. 
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	Setting PDF to Document Title 
	Changing File Name to Document Title 
	When adding a Title to you document, you must also change the Metadata from File Name to Document Title. 
	A. Select the “Initial View” tab. 
	A. Select the “Initial View” tab. 
	A. Select the “Initial View” tab. 

	B. Change the File Name to “Document Title. 
	B. Change the File Name to “Document Title. 


	 
	Figure
	Setting the Language 
	Setting the Language in PDF 
	Screen reader technology will read the document to the user in the language set for the document. The steps to set the correct language in a PDF are: 
	A. Select the “Advanced” tab. 
	A. Select the “Advanced” tab. 
	A. Select the “Advanced” tab. 

	B. Choose the “Language” that you prefer you document to be set as. 
	B. Choose the “Language” that you prefer you document to be set as. 
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	Using the Action Wizard 
	Making accessible documents with this tool. 
	The next step after giving a PDF document a title is to run the full check option to see what errors are in the document. This tool is used to give all images and tables the option to add Alt text as the scan runs.  
	A. Select the “Action Wizard” option. 
	A. Select the “Action Wizard” option. 
	A. Select the “Action Wizard” option. 
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	B. Click on the “Make Accessible” option. 
	B. Click on the “Make Accessible” option. 
	B. Click on the “Make Accessible” option. 


	 
	Figure
	Using the Action Wizard Cont. 
	 
	C. Click the “Start” option to run the accessible scan. 
	 
	Figure
	 
	This space intentionally left blank. 
	Using the Action Wizard Cont. 
	Give the document a Title and click ok. 
	 
	Figure
	 
	Set the language to English and click ok. 
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	Using the Action Wizard Cont. 
	If this document is really a fillable form, STOP.  Send to 
	If this document is really a fillable form, STOP.  Send to 
	stateweb@admin.nv.gov
	stateweb@admin.nv.gov

	 and go to the next document.  Otherwise, select No, Skip this Step. 
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	  Make sure the language is set to English and click ok. 
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	If your document has images or tables, Give them a description in each box and click save/close. 
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	Accessibility Checker Options 
	Accessibility Check 
	To be able to scan for all errors on a PDF document, all the option boxes should be checked. 
	A. Check all boxes to run a “Full Check”. 
	A. Check all boxes to run a “Full Check”. 
	A. Check all boxes to run a “Full Check”. 

	B. Select the “Start Checking” option to run the scan. 
	B. Select the “Start Checking” option to run the scan. 
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	Accessibility Checker Options Cont. 
	Accessibility Checker Cont. 
	Be to check Tables must have a summary to ensure that the checker scans for tables. 
	A. Select “Forms, Tables and Lists” from the drop-down menu. 
	A. Select “Forms, Tables and Lists” from the drop-down menu. 
	A. Select “Forms, Tables and Lists” from the drop-down menu. 

	B. Make sure to check the “Tables must have a summary”. 
	B. Make sure to check the “Tables must have a summary”. 
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	Finding Errors on Page 
	Finding all Errors on PDF page 
	Running the Accessibility checker will give results of all errors found throughout the entire document. In order to make a document compliant, all errors must be corrected. 
	A. Select the “Element”. 
	A. Select the “Element”. 
	A. Select the “Element”. 

	B. The PDF error will highlight on the page when selecting the Element. 
	B. The PDF error will highlight on the page when selecting the Element. 
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	 Tagging Images 
	Tagging Images 
	All Images, Tables, and Unidentified content must be tagged in a PDF document to make it compliant. Screen reader technology will read an image and the image description is what is read back to the user. 
	A. Select “Touch Up Reading Order”. 
	A. Select “Touch Up Reading Order”. 
	A. Select “Touch Up Reading Order”. 

	B. Using the “Touch Up” tool, Enclose the Image until it is selected. 
	B. Using the “Touch Up” tool, Enclose the Image until it is selected. 

	C. Tag the Image as a “Figure”. 
	C. Tag the Image as a “Figure”. 
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	Alternative Text 
	Alternative Text 
	Alternative text should be provided with all visual content: pictures, clip art, tables, shapes, groups, charts, embedded objects, ink, and videos. 
	E. Right-click on “Figure” 
	E. Right-click on “Figure” 
	E. Right-click on “Figure” 

	F. Select “Edit Alternate Text”. 
	F. Select “Edit Alternate Text”. 

	G. Add a description to the “Figure”. 
	G. Add a description to the “Figure”. 

	H. Select “OK” to save changes. 
	H. Select “OK” to save changes. 
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	How to Fix Tables 
	Giving the table a description 
	A table must have header rows identified and the table must have a description to make them compliant. 
	A. Right Click on the Table to open Table Menu. 
	A. Right Click on the Table to open Table Menu. 
	A. Right Click on the Table to open Table Menu. 

	B. Select “Table Summary.  
	B. Select “Table Summary.  
	B. Select “Table Summary.  
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	Instructions for a complex table and summary are found on the next page. 
	C. Give the Table a “Table Description”. 
	C. Give the Table a “Table Description”. 
	C. Give the Table a “Table Description”. 

	D. Click “Ok” to save. 
	D. Click “Ok” to save. 
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	Complex Table Detailed Summary 
	For users who cannot perceive a visual overview of a table, understanding a data table always means reconstructing the relationship between every element of the table and how they interact with one another. The user needs to understand how many rows or columns there are, which elements represent header information, which are simple data cells, etc.(Screen Reader technology will read out the number of rows and columns in every table) Authors are therefore advised to omit this information and do their very be
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	Setting Header Rows 
	A table must have header rows identified to make the table compliant. 
	A. Right click on the table and select Table Editor. 
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	B. Hold down the Shift key and click all cells that are designated to be the Table Header Cells. 
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	C. Right click on table and select “Table Cell Properties”.  
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	Setting Header Rows Cont. 
	 
	D. Select “Header Cells”. 
	E. Select “Row, Column, or Both” for header cells. 
	F. Click “ok” to save your changes. 
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	Changing the Structure of headings 
	A.  Select the “Element”. 
	A.  Select the “Element”. 
	A.  Select the “Element”. 
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	B. The error will highlight on the page. 
	B. The error will highlight on the page. 
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	C. Click on the “Tags” icon. 
	C. Click on the “Tags” icon. 
	C. Click on the “Tags” icon. 

	D. Highlight the Heading tag and delete it. 
	D. Highlight the Heading tag and delete it. 
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	Removing Unidentified Content 
	The Accessibility checker will identify content in a PDF that needs to be tagged or removed from the document to become compliant. In this example the content is unidentified and needs to be removed. 
	I. Select the “Element” to highlight the error on the page. 
	I. Select the “Element” to highlight the error on the page. 
	I. Select the “Element” to highlight the error on the page. 

	J. Using the “Touch Up” tool, enclose the tagged content. 
	J. Using the “Touch Up” tool, enclose the tagged content. 

	K. Right-click and select “Delete Selected Item Structure. 
	K. Right-click and select “Delete Selected Item Structure. 
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	Tagging Text 
	In order for a screen reader to understand a document, all text on a page needs to be identified correctly to make it a better experience for the user. 
	A. Select the “Touch Up Reading Order” tab. 
	A. Select the “Touch Up Reading Order” tab. 
	A. Select the “Touch Up Reading Order” tab. 

	B. Enclose the text until it is completely highlighted. 
	B. Enclose the text until it is completely highlighted. 

	C. Choose text in the “Reading Order” panel. 
	C. Choose text in the “Reading Order” panel. 
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	Headings 
	Proper headings are used in a PDF document, so a disabled user can navigate through a document with ease. It would be extremely difficult to find content in a document without headings and require them to read the entire document in order to find the piece of information that they were looking for. 
	A. Select the “Touch Up Reading Order” tab. 
	A. Select the “Touch Up Reading Order” tab. 
	A. Select the “Touch Up Reading Order” tab. 

	B. Enclose the text until it is completely highlighted. 
	B. Enclose the text until it is completely highlighted. 

	C. Choose the proper “Heading” in the touch up reading order panel. 
	C. Choose the proper “Heading” in the touch up reading order panel. 
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	Tagging Hyperlinks 
	All hyperlinks in a PDF will need to be identified to make the document ADA compliant. There are multiple steps in this process. 
	A. Select the “Element” to find the hyperlink. 
	A. Select the “Element” to find the hyperlink. 
	A. Select the “Element” to find the hyperlink. 

	B. The hyperlink will highlight on the PDF document. 
	B. The hyperlink will highlight on the PDF document. 

	C. Right-click on the “Element” and choose “Show in Content Panel”. 
	C. Right-click on the “Element” and choose “Show in Content Panel”. 


	 
	Figure
	How to Tag Hyperlinks Cont. 
	Hyperlinks Continued 
	To find Unmarked Links in a PDF you have to search for them using the Find Element option. 
	A. Right-click on “Link”. 
	A. Right-click on “Link”. 
	A. Right-click on “Link”. 

	B. Select “Find” and it will open the “Find Element” search window. 
	B. Select “Find” and it will open the “Find Element” search window. 

	C. Highlight “Unmarked Links” option. 
	C. Highlight “Unmarked Links” option. 

	D. Select “Find” to start the search. 
	D. Select “Find” to start the search. 
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	Adding text to Unmarked Links 
	Adding text to hyperlinks in a PDF document will give users a better description of the link and the link will be read as the description instead of the URL. 
	A. The location of the Hyperlink after the search has finished. 
	A. The location of the Hyperlink after the search has finished. 
	A. The location of the Hyperlink after the search has finished. 

	B. Choose the “Tag Element” option. 
	B. Choose the “Tag Element” option. 

	C. Give the Hyperlink a “Title”. 
	C. Give the Hyperlink a “Title”. 

	D. Click “OK” to save changes. 
	D. Click “OK” to save changes. 
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	Logical Reading Order 
	When reading a PDF document using screen reader technology, all text is read the same as it would be in a book. All document should be checked to have the document read in order. Once 
	A. Select the “Order” tab. 
	A. Select the “Order” tab. 
	A. Select the “Order” tab. 

	B. Start at the beginning of the document, page 1. 
	B. Start at the beginning of the document, page 1. 

	C. This reading order is out of order. 
	C. This reading order is out of order. 
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	Reading Order Continued 
	The structure of the Reading Order can be changed during document remediation and here are the steps to fix the document and put it back into logical reading order. 
	A. Select the text and move it up or down to put in the correct order. 
	A. Select the text and move it up or down to put in the correct order. 
	A. Select the text and move it up or down to put in the correct order. 

	B. When you have moved the text, you will see the reading order in the document. 
	B. When you have moved the text, you will see the reading order in the document. 
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	Color Contrast 
	The color contrast will show up and can be ignored by manually passing it in the accessibility checker as this can be addressed in the source document and not in the PDF. The color of the text can only be fixed in the WORD version and not in the PDF version. 
	A. Right-click on “Color Contrast”. 
	A. Right-click on “Color Contrast”. 
	A. Right-click on “Color Contrast”. 

	B. Select “Pass” to fix the error manually. The color of the text can only be changed using the source document and is unable to be fixed in the PDF. 
	B. Select “Pass” to fix the error manually. The color of the text can only be changed using the source document and is unable to be fixed in the PDF. 
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	A Compliant PDF Document 
	An example of a Compliant PDF Document. 
	This is what a document should look like when all of the errors have been corrected. 
	A. Re-run the “Full Check” option and the left pane will show the document results. There should be no errors and the entire document should have green checks in order to be compliant. 
	A. Re-run the “Full Check” option and the left pane will show the document results. There should be no errors and the entire document should have green checks in order to be compliant. 
	A. Re-run the “Full Check” option and the left pane will show the document results. There should be no errors and the entire document should have green checks in order to be compliant. 


	 
	Figure
	 





