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SETUP ADA TOOLS

ADOBE ACROBAT PRO IS REQUIRED TO REMEDIATE PDF DOCUMENTS (ADOBE
READER WILL

Select and Add Remediation Tools

This section will explain how to set up pre-set remediation tools in the far-left tool panel
1) Select the Tools option from the Adobe menu.

A. Select “Tools”.

The Mevada 5State Board of Oriental Medicine June 27, 2017 @ €:30pm - Adobe
File Edit WView Plug-Ins Window Help

Home Tools The Nevada State B...

Q|

Create & Edit

Add Accessibility Tools Right Side

2) Click the Add button associated with the following seven Adobe tools. This will make the tools
available for quick access in the far-right tool panel. The functionality of these tools will be explained
later in this guide. (Add internal document link to appropriate section?) if the Add button says “Open”,
that indicates that the tool has already been added.

Accessibility

Action Wizard

Edit PDF

Organize Pages

Scan & OCR Note: Replace visual also
Optimize PDF

Prepare Form

No vk wnN R



Note: if the short cut has already been added, the message under the tool icon will be “Open”. If the

short cut has not been added, the message under the tool icon will be “Add”.

Add Accessibility Tools Right Side (continued)

® B [

AEEESSW Action Wizard Edit PDF Organize Pages
> Add | -

Add T~ Add\ Add |~
- -

Scan & OCR

Add 3

Optimize PDF Prepare Form

Aﬁi- > Add ‘-

AFTER YOU HAVE ADDED THE REMEDIATION TOOLS, THEY WILL BE LOCATED ON
THE RIGHT PANEL FOR FUTURE USE

Add Accessibility Tools Left Side

This section will explain how to set up remediation tools in the far-left tool panel.

Open a PDF

2. Todisplay the left side tool panel, check the open arrow located in the middle of the far-left tool
panel.

3. Using a keyboard mouse, Right click on the left side of Adobe Acrobat Pro DC:



Add Accessibility Tools Left Side (continued)

N D 3O G

'

The following default tools will display:
Page Thumbnails (first tool in in the panel)
Bookmarks (second tool in the panel)

P w NP

Attachments (third tool in the panel)



Add Accessibility Tools Left Side (continued)

The following three tools that are added to the left side of Adobe Acrobat Pro and will help with
remediating a PDF document. The three tools to add:

1. Content
2. Order
3. Tags

ALLALTILIET IS
Bookmarks

Content h——
Destinations

Layers

Model Tree

Order < mm—
Page Thumbnails

Signatures

Tags < mm—
;B Reset Panes
Fd

Hide Navigation Pane Buttons

SRDN&EQ @@ S

Add the Content, Order and Tags tools to the left-hand tool panel
1) Expand the left-hand tool pane by clicking the expansion arrow (described above)
2) Right-click in any empty space in expanded panel
3) Click on the name of the tool that you want to add
4) Repeat steps 2 and 3 to add additional tools



ADOBE ACROBAT PDF

1-First three Steps in remediation a PDF:

ALWAYS TRY TO REMEDIATE THE SOURCE FIRST (WORD, EXCEL, POWERPOINT,
ETC) BEFORE YOU TRY TO REMEDIATE THE PDF- THIS WILL ELIMINATE A LOT OF

ISSUES AND MAKE REMEDIATION A LOT EASIER AND CLEANER

Document Title

The Suggested first step to remediate a document is to confirm that the document has a title, or to

create a title if there is no title. Note that if the source document (i.e. Word, Excel, PowerPoint) has a

title, the PDF will have a title. If not, one will need to be added to the PDF.

Creating/Confirming a Document Title

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

1. Click on “File” at the top of the menu bar.
2. Select “Properties” to open the Document Properties window.
3. View the Description tab to determine if the document has a title and/or if the title is an

appropriate description of the document

3 2017-06-27_s g mi pdf - Adobe A Pro
55 Edit  View Window Help
ES Open... Ctrl= O = | &
Open From Acrobat.com... - -
5 Create »p* | = || tal E:
Save Ctri+S
Save As... Shift+ Cerl+S
Save As Other... >
Save To Acrobat.com... bval, Governor
[ Send File...
[ZF Get Documents Signed...
Revert ST:
Close CUlew. BOARD O}
: P
& Prnt... Ctri+P REG?
View All Recent Files... AT THI
1 C:\..\2017-06-27_meetingmi l-pdf Elding Office of the A&

2 C:\Users\..\100StateConsolidatedPolicy.pdf

2 C:\Users\rshrader\Desktop\..\SAM.pdf

4 C:\Users\rshrader\Desktop\..\SAM.pdf

3 C:AL.A\08-31-16IT ABMinutesAPPROVEDdocx.pdf

sas, NV 89101

L 7O ORDER(D&cus
dent

call 1o determine preser

CtrleQ

& IMlembers Present:

- Magge Tracey, OM

Dr. LisaGrant, OMD (v
Dr VinecaTinrke ORMD



1-First three Steps in remediation a PDF (continued)

Creating/Changing a Title

If there is no title, or if the title does not provide an accurate description of the document perform the

following steps:

1.

Select the “description” tab. If there is no text in the Title box, a document name will
need to be added. Please note that the text displayed in the Title field will be the name
of the document provided to users of assistive technology.

If there is text in the Title box confirm that it is an accurate/relevant title. If it is not an
accurate title, or if there is no title input the title in the “Title” field.

Click the OK button

- (o) | 795% |~ L—_-j|

o somsirt O
Description | Security | Fonts | Initial View | Custom ‘ Mvancedl
Description
Filee  2017-06-27_meetingminutesseal pdf 8
BOARD
tate of Nevada Board of Oriential Medicine (MINUTES) June 27, 201
Author: |F_xccutive Director REC
| AT

Subject:

Keywords:

Created:
Modified:

Application:

Advanced

PDF Producen

GreantSawyer Bulding Office of th
#4500 - Las Vegas, BV 82101

1. CALL TO QRDER(D&

Preadent
11/5/2017 8:43:17 AM == Fall call to determine pr
Additional Metadata... B oard Members Present

11/5/2017 8:43:17 AM

Microsoft® Word 2010

PDF Version: 1.5 (Acrobat 6.x)

Location:
File Size:
Page Sizes 850 x11.00 in

Tagged PDF:  Yes

Microsoft® Word 2010

203 49 KB (208,375 Bytes)

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

Dr. Maggie Tracey,
Dz Liga Grant, OML
Dir. Winee Livie, O
Fely Quitevis

B oard Staff:
Bletle Lok, Executiv
Asheesh Bhally, Dep

Fubiic:

DuiWayme Stesle

¥ o Harrall

Walter Harroll

Hanita H angen (via telep

Number of Pages: 4

) 2. Public Comment (Discr
Fast Web View: No N ote

3. Adoptien of agenda (Fa
Motiore Dy, Grant motio

Second Dr. Link
Action: Motion carried v
0K C |
l—] l nee 4. Approve or disapprove

Possible Action).



1-First three Steps in remediation a PDF (continued)

Setting PDF to Document Title

Changing or confirming the document title is set

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

a. Click on the “Initial View” tab in the “Document Properties” window.
b. Confirm that the value displayed in the “Show” field is “Document Title. If the “Show”
dropdown menu is set to “File Name” change this to “Document Title”

Document Properties

Mavigation tak: [ Page Only

Page layout: [Df_fault ~

Magnification: Default

Open to page: Il of 4

Window QOptions

| Resize window to initial page
| Center window on screen

| Open in Full Screen mode

File Mame
Usernter

| Hide menu bar

" | Hide tool bars

_ | Hide window controls




1-First three Steps in remediation a PDF (continued)

Setting or confirming the Language in PDF
Screen reader technology will read the document to the user in the language set for the document. A
document can only have one language setting. The steps to set the correct language in a PDF are:

A. Click on the “Advanced” tab in the Document Properties window.

B. Choose the “Language dropdown” and Confirm that the language in the Reading Options section
of the tab is correct.
C. Click the “OK button to save any changes to the PDF title or language.

A LG ot G B ¥

| Description | Security | Fonts | Initial View | Custom | Advanced |
PDF Settings STATE OF NEVADA
Base URL: | ) OF ORIENTAL MEL

++PUBLIC NOTICE ***
SearchIndex | | GULAR BOARD MEETT!
June 27,2017 @ 6:30 FT

Trapped: |Unknown = THE FOLLOWING LOCATIO]

he Attorney General, 555 E¢

Print Dialog Presets

" ‘or Possible Actio
Dupledode [Sumplu

esence of o quoriam, st 6:30
Paper Source by Page Size: [ ] t:
OMD

Print Page Range: | (viateleplnm)

MNumber of Copies:
Reading Options

Binding: | LeftEdge =

Language:  English E

.
English with Arabic support .
English with Hebrew support ussion Only).
Estonian
Finnésh for Pessihle Action)
French oned to spprove
French (Morocco)
German

Greek € the p revious board meeti
Hebrew




2-Perform Manual Accessibility Check
1) Open the PDF in Adobe.

2) Click on Accessibility icon on the right of the screen.

@ Accessibility
El Action Wizard
52 Edit PDF

= Organize Pages

K- Scan & OCR

B

Optimize PDF

—

Prepare Form

.’() More Tools

3. If this icon is not displayed in the right-hand menu bar see “Adding Tools for Remediation” (If we say
this, the images below will not be needed. They have been previously added to the guide.

" The Mevada State Board of Oriental Medicine June 27, 2017 @ 6:30pm - Adobe
File Edit Wiew Plug-lns Window Help

Home Tools The Nevada State B...

Q |:'-1-:| your tools here

Create & Edit

Accessibili; -
Add

-



2-Perform Manual Accessibility Check (continued)

4. Click on the “Accessibility Check” link to open the Accessibility Checker Options window.

a Autotag Document
Autotag Form Fields
Reading Options
Accessibility Check
Accessibility Report
|dentify Form Fields
Set Alternate Text

Setup Assistant

Reading Order

5. Confirm that the “All pages in document” radio button is selected.

Accessibility Checker Options

Report Options

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

[] Attach report to document

Page Range

@) All pages in document () Pages from [ o |1
Checking Options (32 of 32 in all categories) /

Category: | Forms, Tables and Lists

Document

=] Al form {Page content
[Forms, Tables and Lists

B Al form Alternate Text and Headings

[ TR must be a child of Table, THead, TBedy, or TFoot
7] TH and TD must be children of TR
[ Tables must have headers

[7] Tables must contain the same number of columns in each row and rows in each column

=T must have a summany
1 Ll must be

[ Lbl and LBody must be children of LI

| selectan | | clearan |

7] Show this dialog when the Checker starts

=

[ Start Checking | |

Cancel




2-Perform Manual Accessibility Check (continued)

6.

7)

”

Confirm that the Checking Options displays “(32 of 32 in all categories)”.

Checking Options (32 of 32 in all categories}b—

Category: | Forms, Tables and Lists ~

All form fields are tagged

All form fields have description

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 contain the same number of columns in each row and rows in each column
Tables must have a summary

LI must be a child of L

Lbl and LBody must be children of LI

If Checking Options displays “(31 of 32 in all categories)” perform the following steps:

a. Click on the Category dropdown menu
b. Select Form, Tables and Lists
c. Click on any of the unchecked Check Boxed

8. Click on the “Start Checking” button to run the accessibility check.

Checking Options (32 of 32 in all categories)

Category: Forms, Tables and Lists e

All form fields are tagged

All form fields have description

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 contain the same number of columns in each row and rows in each column
Tables must have a summary

LI must be a child of L

Lbl and LBody must be children of LI

Select All Clear All

Show this dialog when the Checker starts

Help ﬂ Start Checking Cancel




2-Perform Manual Accessibility Check (continued)

Manual Accessibility Check Results

The results of the accessibility check will be immediately available in the Accessibility Checker panel.
This panel will automatically open on the left-hand side of the page after the check is completed.

All compliance issues that Adobe can identify will display in the Accessibility Checker window. Please
note that not all accessibility issues can be identified with the Adobe accessibility checker.

In order to view the issues that need to be remediated in the document, open the carrot to the left of

each issue listed in the Accessibility window.

File Edit View Sign Window Help

Home

Tools CCCMHCPA Meeti... %

w e B8 Q

I Accessibility
@ Accessibility Checker X
n
3 Document 2 issues) _
@ y  PageContent
@ > Foms
y  AltemateText
D y  Tables
B |y Lists
3 Headings
©

CLARK CO!
WORKGROUI

DATE OF MEE]

PLACE:

Instructions on how to remediate most issues will be provided later in this guide.



3-Identify and Fix Errors in Document

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.

2018-01-23-Agenda.pdf - Adobe Acrobat Pro DC - X

file Edit View Sign Plug-dns Window Help

Home Tools  201801-3-Agend.. ¥ POAQ
® 8 Q © ol YOO - FRIRT B/0H0 G M &
Accessibility Checker X A

E v
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Maggie Tracey, O.M.D., President

Lisa Grant, 0.M.D., Secretary/Treasurer
Abraham Jim Nagy, MD, Member E Action Wizard
Michael Ferris, Member

y Document (3 issues)

Yy Page Content Brian Sandoval, Governor

@ y  Foms Chia Hua Linda Chow, Member i
) Metle Lok, Executive Director it PDF
v Alternate Text (1 issue)
D v () Figures alternate text - ailed Prepare Form
| STATE OF NEVADA
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i BOARD OF ORIENTAL MEDICINE -0 rganize Fages
o Nested alternate text - Passed ]
\) 3191 E. Warm Springs Rd. -
// o Assaciated with content - Passed Lag Veeas, NV 89120 i Scan & OCR
 Hides annotation - Passed ‘ Phone (702) 675-5326  Fax (702) 989-8584 )
Email: omboardexecutivedirector(@gmail.com fé More Tools
o Other elements alternate text - Passed ’
y  Tables PUBLIC NOTICE OF BOARD MEETING
o D DATE: January 23, 2018 (Tuesday) at 6:00 P.M.

Headings . . ! . .
) The Nevada State Board of Oriental Medicine will conduct a public Board megting on January

23,2018 beginning at 6:30 PM. The meeting will be held at the Grant Sawyer Building, Office
of the Attomey General, 555 East Washington Ave., Room # 4500 - Las Vegas, NV 89101.
Phone conference no: (712) 775-7031 Access code: 582-767-536#

AGENDA



3-Identify and Fix Errors in Document (continued)

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 “Reading Order”.

B. Hold down the left click on the mouse and enclose the Image until it is completely highlighted.

C. Right click and select “Tag as a Figure”.

Mhaggie Tracey, OMD, President
Ve Link,OMD, Vice Preqident
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o ol FelyQuitevis, Member

O Abrabar Jim Nagy, MD, Mexker
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ihle Action)
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» Content Editing

» Pages
» Interactive Objects

» Forms
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» Protection

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

;_‘j Run Form Field Recognition

¥
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Alternative Text

Alternative text should be provided with all visual content: pictures, clip art, tables, shapes, groups,

3-Identify and Fix Errors in Document (continued)

charts, embedded objects, ink, and videos.

A. Right-click on “Figure”
. Select “Edit Alternate Text”.

B
C. Add a description to the “Figure”.
D

”

. Select “OK” to save changes.
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FelyQuitevis, Member
Ileale Lok, Executrve Dimector

— v Show reading order panel
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President
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Public;
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4-Headings

Home
®

Accessibility

HEADINGS ARE A NAVIGATION TOOL THAT HELP ORGANIZE A DOCUMENT AND
INFORM THE READER OF WHAT IT CONTAINS. JUST LIKE NEWSPAPER
HEADINGS, DOCUMENT HEADINGS TELL THE USER WHT TYPE OF CONTENT
FOLLOWS. FOR AN ASSISTIVE TECHNOGY (AT) USER, HEADING ARE ESSENTIAL
IN DIVIDING CONTENT INTO EASILY UNDERSTOOD SECTIONS. A PERSON USING
AT DEVICES CAN CHOOSE TO MOVE THROUGH A DOCUMENT READING NLY THE
HEADINGS TO TELL THEM WHAT IT CONTAINS. WITHOUT HEADINGS, A PERSON
READING A DOCUMENT CANNOT FIND SPECIFIC INFORAMTION WITHOUT

READING

Adding Headings to a PDF

1. Select “Reading Order” found under the Accessibility tool.

2. Encapsulate the text by holding down the left click of the mouse and covering all text until it is

completely highlighted.
3. Right click the mouse and select the “Heading” in the reading order tools or click on the desired

heading in the Reading Order window.

Tools The Nevada State B... X

~ ~

v Show reading order panel

Show page content groups
v Display like elements in a single box
v Show table cells

' Show tables and figures
Run Form Field Recognition

Delete Selected Item Structure

Clear page structure

Tag as text/paragraph

Tag as background/artifact
Tag as figure

Tag as figure/caption

Tag as table

Tag as cell

Tag as form field

Tag as formula
Tag as heading 1 «
Tag as heading 2

Tag as heading 3

DIE k‘@@@mo%vmlz
E

Vince Link., 0.M.D.

STATE OF NEVADA
BOARD OF ORIENTAL MEDICINE
7231 S. Eastern Ave., Ste. B-107
Las Vegas, Nevada 89119

Phone (702) 732-0051 Fax (702) 732-0054
Email: execdirector bom(@yahoo.com

PUBLICNOLICE OF BOARD MEL 1ING

Wednesday, March 11, 2015 at [1:00 P.M.
(* Following Public Regulation Workshop”)

a Autotag Document
C{ Autotag Form Fields
Reading Options

@ Accessibility Check
@ Accessibility Report
L_"";Q |dentify Form Fields

E Set Alternate Text

*.“\ Setup Assistant

Reading Order



4-Headings (continued)

AN H1 HEADING IS REQUIRED ON A DOCUMENT

To set an H1 heading on the first page is required to pass accessibility and this is a new standard set by

WCAG 2.1 to pass accessibility. To set the heading:

1. Click on the “Content” icon on the far-left menu bar (see Adding Remediation Tools).

Home  Tools 2018-01-23-Agend... x

® B8 Q

I Accessibility

2. Verify that the document has an H1 heading on page 1.
a. Select the dropdown on page 1.
b. Verify that there is a H1 on page 1.

@ Accessibility Checker
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b3 Document (3 issues)
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> Page Content

@
@ > Forms
B
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i I Alternate Text (1 issue)

by Lists

by Headings

D B Q
I Accessibility
Content
E= -
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> = Container <P= The Nevada State Board of Oriel

> [& Page 2




Incorrect Headings

Changing the Structure of headings- Appropriate Nesting — Failed
This issue will display when headings are out of order or if a heading is missing in a sequence. For

example, in the following sequence an H3 Heading missing: H1, H2, H4.
If the Accessibility check indicates there is a Headings issue:

A. Click on the carrot to the left of the error, in the far-left accessibility tool panel until all
components of the error are displayed.
B. Select each “Element”

@ > Document (4 issues)
@ b) Page Content (2 issues)
D 5 Forms
3 Alternate Text (1 issue)
2
> Tables
[
> Lists
v Headings (1 issue)
v @ Appropriate nesting - Failed

C. Right click on each Element associated with this issue.
Select the “Show in Tags Panel” option to automatically navigate to the Tags Panel in the far-left
remediation panel. The Header causing the issue will be highlighted in this panel.

E. Right click and choose “Delete Selected Material or
Click on the highlighted heading in the Tags panel and click the “Delete” key on the keyboard

W 'ﬁ Tags

@‘
B }‘f? <H1>

=

O



5-Tagging Content

What are Tags?

TAGS ARE DIGITAL LABELS THAT PROVIDE INFORMATION TO ASSISTIVE
TECHNOLOGY (AT) USERS ABOUT WHAT ELEMENTS THE DOCUMENT CONTAINS.
THESE CAN INCLUDE HEADINGS, IMAGES, TABLES, LISTS, LINKS, ETC. TAG ALSO
TELL AT USERS WHERE THESE VARIOUS ELEMENTS BELONG IN THE ORDER OF
THE DOCUMENT. TAGS PROVIDE IN A HIERARCHY (OR, “OUTLINE”) OF HOW A
DOCUMENT SHOULD BE RED AND THEY PROVIDE STRUCTURE. TAGS INFORM AT
USERS ABOUT WHAT THEY ARE READING AND HELP THEM TO NAVIGATE AND
MOVE THROUGH THE CONTENT WITHIN A DOCUMENT

All Images, Tables, and Unidentified content must be tagged in a PDF document to
make it compliant.

The following sections provide instruction on how to tag different types of document elements. Tagging
is used to correct numerous issues identified by Siteimprove.

TO IDENTIFY AND/OR TAG ANY ELEMENT IN A DOCUMENT, THE READING
ORDER WINDOW MUST BE OPENED. THE RADING ORDER WINDOW ALSO
ALLOWS THE REMEDIATOR TO VIEW THE ORDER IN WHICH ELEMENTS IN A
DOCUMENT WILL BE READ BY THE AT USER.

To open the Reading Order Window

[—— P [P — o [ | e e e g s L= e g

%] Agenda 3.28.2019 - Adobe Acrobat Pro DC

aentation e et o e

Home Taols Agenda 3.28.2019

P @ | MO ® - -
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e VADA CHILDREN'S BEHAVIORAL HEAL TH CONSORTIUM
TSy TS o
- 2:00 pm until adjournment

S:  Nornem Nevada Child and Adolescent Services
2655 Enterprise R
Reno, NV 89512
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5-Tagging Content (continued)

Tagging Images - After opening the Reading Order Window

D. Hold down the left click on the mouse and encapsulate the Image until it is completely

highlighted.

E. Right click and select “Tag as a Figure” or click the “figure” button in the Reading Order Window.

(T\-’B@\ @@1/49@ }@@@1007

Accessibility

Reading Order

Draw a rectangle around the content then click one of =
the buttons below:

‘ Text/Paragraph ‘ ‘ Figure ‘
‘ Form Field ‘ ‘ Figure/Caption ‘
‘ Heading 1 ‘ ‘ Heading 4 ‘ ‘ Table ‘
‘ Heading 2 ‘ ‘ Heading 5 ‘ ‘ Cell ‘
‘ Heading 3 ‘ ‘ Heading 6 ‘ ‘ Formula ‘

|

‘ Reference () ‘ ‘ Note (z) ‘ ‘ Backgroundy/Artifact

Table Editor
Show page content groups D
) Page content order
(O Structure types
Show table cells n

Display like elements in a single block

Show tables and figures ]

‘ Clear Page Structure.. ‘ ‘ Show Order Panel
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5-Tagging Content (continued)

Adding Alternative text to images

Alternative text must be added to all visual content: pictures, clip art, tables, shapes, groups, charts,

embedded objects and links.

E. Right-click on “Figure”
F. Select “Edit Alternate Text”.
G. Add a description to the “Figure”.

H. Select “OK” to save changes.

Brian Sandaval, Governor

President
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Tagging Text

Identifying and tagging specific elements enables AT uses to more effectively navigate through the

document.

5-Tagging Content (continued)

The following are instructions for tagging document text.

Select “Reading Order” found under the Accessibility tool.

A. Encapsulate the text by holding down the left click of the mouse and covering all text until it is

completely highlighted.

B. Right click on the mouse and select “Tag as text/paragraph” option

C. Click the Text/Paragraph in the Reading Order Window (opened by clicking the Reading Order

Icon)
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PUBLIC NOTICE OF BOARD MEETING
DATE: January 23, 2018 (Tuesday) at 6:00 P.M.

‘The Nevada State Board of Onental Medicme wall conduct a public Board meeting on January
23,2018 beginning at 6:30 PM. The meeting will be held at the Grant Sawyer Building, Office
of the Attomey General. 555 East Washington Ave_, Room # 4500 - Las Vegas, NV 89101
Phone conference no: (712) 775-7031 Access code: 382-767-536%

AGENDA
STACKED AGENDA: Below is an agenda of all items scheduled to be considered by the Board. Unless
otherwise stated, items may be taken out of the order presented on the agenda at the discretion of the Board
President. Person(s) who have business before the Board are SOLELY responsible to see that they are present when
their business 1s conducted. The Board may combine two or more agenda tems for consideration to accomplish
‘business in the most efficient manner. The Board may remove an item from the agenda or delay discussion relating
1o an item on the agenda at any time.

NOTICE: Reasonable efforts will be made to assistand physically handicapped person(s) desiring
1o attend the Board meefimg. Please email the Board office at omboardexecutivedirector(@gmail.com at least 48
Tours prior to the meeting so amangements 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. Members of the public may comment on matters not appearing on this agenda or may offer
‘comment on any specific agenda items. Comments may be diseussed by the Board but no action may be taken. The
‘matter may be placed ona fiture agenda for action.

Additional comment periods may be allowed on individual agenda items at the discretion of the President. These
‘comment periods may be limited to three minutes per person at the discretion of the President. These additional
‘comment periods shall be linuted to to the agenda ifem under consi by the Board.
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6-Tagged Annotations — Failed/Hyperlinks

Artifact Elements in content panel-Can this be changed as this issue is not
addressed until later in the document?
A” Tagged Content Failed” error will display (after the Accessibility Check) has been run is any text in the

document that has not been tagged as text.
To correct this error:

Click on the carrot to the left of the error, in the far-left accessibility tool panel until all components of

the error are displayed.
Select each “Element” in the left-hand accessibility tool panel.

A. Right click on each Element associated with this issue.

IM

B. Select the “Show in Content Panel” option to automatically navigate to the Content Panel in
the far-left remediation panel. The text causing the issue will be highlighted in this panel.

C. Right click and choose “Delete Selected Material” or

D. Click on the highlighted text in the Content panel and click the “Delete” key on the keyboard
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6-Tagged Annotations — Failed/Hyperlinks (continued)

Artifact Elements in content panel
file Edit View Sign Plug-ns Window Help

Home Tools  The Nevada StateB.. n @

- Cut ; ;

BeBed BORT 82080 4

Delete

Accesity Save Selection As...

@ Contert Edit Object.. l}AH _—
utotag Documen

B Find Content from Selection d|c the State ¢
u . C} Autotag Form Filds

v {3 20150311

@ Create Arfact.. Reading Options
v @ Page 1

43480 OF ORIENTAL MEDICTNE
' @ Accessinilty Check

@ v @ Aot Show in Tags Panel THIS Eatem Ave, Se B107
v Highlight Content muﬂ%sﬁﬁggﬁm
i v/ Highlight Conten .
B ¥ 29N ok S @ Accessilty Report

YO it Space Usage.

Q" Identify Form Fields

Eropemesm @ OlTowing Pubic Regufation Workshop'

<< B8 =2
et

) Nevata StateBoard o Orintl Meicne vl conduet  ublic Board meetngon E Set Alternate Text
Wednesday, March 1, 2015 beinring st 100 M. (Fellowing oo P Worksho) The
3 g Coran meetng will e e the Grant SawyerBulding Oficeof the Atomey Generl, 5 Bast
WasingtonAve, Room 450 - Las Ve, NV 39101 i+
¥ . o t\, Setup Assstant
. AGENDA
HComameu Seun STACKED AGENDA: Beow s ol R
i d i he tek J"'Ill‘ll J on th 3o ot iy By g rhm.“l
)ﬁComaineuP> President l:“ B — — So———————— ﬂ Reading Orcer

e ot e The Bard may i E y disusion ing

tonitem on the azends ot any e

) H Container <P Fely Quitevis, Member Olivia R

NOTICE: Ressonsble efos il be mads o s i i
toaen the Board meeing. Pess cal e temporay Boardofic a (702) 7524051 prior o the meeting so

) H‘Comainﬂ <P> STATE OF NEVADA BOARD OF

amengements may be conveniently made.
3§ Cntaer <1 PUBLCHOTCEOF B0ARD g S
spec g fems. Compentspmybe s by e Bogrd bt sty ek The
. Iiepmdmfmmpdnﬁlm
y ] Tt =
I Adi - _h.nm‘ R -.n e .u n.....A...M
) H Container <P (" Following Public Regulation W = mefﬂihmm;w
) Text: i m”“’“ﬂﬁfﬂﬂ&ﬂ“ﬁ%ﬁu
take action

) i Continer <P The Nevad State Board of Ori
) @Pagﬂ

e desing e icufn nformstion o o ook sppor
mmm.mamunmmmmmnwlmmmm
054, Spporing il o e pulc by ocaeda 1965 Parmse R, Las Ve, NV 39104




6- Annotations — Failed/Hyperlinks (continued)
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 in the Accessibility panel.

B. Confirm that the highlighted error is a link.

C. Right-click on the “Element” in the Accessibility panel and choose “Show in Content Panel” to
display where the link resides in the content panel.

File Edit View Sign Plug-lns Window Help

Home  Tools 2018-01-23-Agend..

B&BQ OO 1o YOO » -pBRERT BZ0HB0

Accessibility
Accessihility Checker X &

@ f a Autotag D
BE mm R R NI

N Michael Ferrs, Member Gy Autotag e

(Chia Hua Linda Chow, Mermber '
y  Document (3 issues) Merle Lok, Executive Diector .
Reading 0

@ v Page Content (1 issue)

STATE OF NEVADA
E @ Accessihilt

@ T OARD OF ORIENTAL MEDICINE
o 3191 E. Warm Springs Rd. .
() Tagged annotations - Faled Las Vegas NVE9120 @ Accessibili
Phone (702) 675-5326 Fax (702) 989-5584
. . Email: omboardexecutivedirector@gmail com L_J‘ Identify Fo
ule
% of Taborder- < P
o Character e Explain E Set Alternz
DATE: January 23, 2018 (Tuesday) at 6:00 P.M.
7 i iy :
% o Taggedmul - Show in Content Panel te Board of Ortenial Medicme will conduct a public Board meefing on January ) "\ Setup Ass
W Screenfi , 2018 beginning af 6:30 PM. The meeting will be held at the Grant Sawyer Building, Office
Check Again of the Attorney General, 555 East Washington Ave., Room #4500 - Las Vegas, NV 89101 5!, Reading O
o Scripts- Pa Phone conference no: (712) 775-7031 Access code: 582-767-536#
Show Report L
of Timed resp . . . . )
Qptions STACKED AGENDA: Below is an agenda of all items scheduled to be considered by the Board. Unless
L otherwise stated, ifems may be taken out of the order presented on the apenda at the discretion of the Board
¥ Navigation Prsident. Dersons) ko havebusines bedore the Board ate SOLELY sesponsibef se it hey are preseat e
their business is conducted. The Board may combine fwo or more agenda items for consideration to accomplish
) Forms ‘Dusiness in the most efficient manner. The Board may remove an item from the agenda or delay discussion relafing
to an ifem on the agenda af any fime.

Y Altemate Text
accommodate physically handicapped person(s) desiring
t onuboardexecntivedirectorfi mail com af least 48
) Tables :
ently made.

y st Bublic comment a the beginning 2nd end of the agenda may b lmied o free minutes per person a the discreton
of the President. Members of the public may comment on matters not appearing on this agenda or may offer
) Headings cotment on any specific agenda items. Comments may be discussed by the Board but no action may be taken. The

matter may be placed on a fufure agenda for action.




Hyperlinks Continued

6- Annotations Failed/ Hyperlinks (continued)

To find Unmarked Links in a PDF you must search for them using the Find Element option.
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Find the highlighted link in the content panel and Right-click on the highlighted Link.

Select “Unmarked Links” option from the find element dropdown menu.
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6-Tagged Annotations Failed/ Hyperlinks (continued)

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.

The location of the Hyperlink after the search has finished.

Choose the “Tag Element” option to open the New Tag window.

A

B

C. Choose link option in the type dropdown menu in the New Tag window

D. Give the hyperlink a descriptive title to let the user know where the hyperlink takes the user.
E

Click “ok” to save the changes and repeat this process for all unmarked hyperlinks.
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6-Tagged Annotations Failed/ Hyperlinks (continued)
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7-Content panel

Artifact content
There will be content in a PDF document that will need to hide from a screen reader and put in the
background of the document also known as “artifact”. Underlined text will show up in the content panel

as a path. To artifact a path, watermark and any other content in a document:

a. Select the content tool in the left side of the document.

b. Using the dropdown, open the page where content needs to become an artifact.
Select the path(s) that need to be hidden. To highlight multiple paths, hold down the shift key
and select multiple paths at one time.

d. Right click on the path(s) and select “create artifact”.
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7-Content panel (Continued)

All containers without paths
All containers should be together without paths and the image below is the way all pages should look in

the document.
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8-Logical Reading Order

WHEN READING A PDF DOCUMENT USING SCREEN READER TECHNOLOGY, ALL

TEST SHOULD BE READ THE AME AS IT WOULD BE IN A BOOK (LEFT TO RIGHT,
TOP TO BOTTOM). ALL DOCUMENTS SHOULD BE MANUALLY CHECKED TO HAVE
THE DOCUMENT READ CORRECTLY

A. Select the “Order” icon from the left-hand tool panel.

B. The reading order for each page of the document can be viewed by clicking the carrot to the left
of the page designation.

C. The order in which each line section of the document is read by the AT software will display in
the expanded reading order panel (see below).

How to Fix the Reading Order

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 in the order panel and drag it up or down to place in the correct order.

B. When you have moved the text, you will see the new reading order in the document.
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8-Logical Reading Order (continued)
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' 8-Logical Reading Order (continued)
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8-Color Contrast

Color Contrast

Color contrast will always display as an issue after the accessibility check is run. Issues with color

contrast cannot be accurately determined by Adobe and must be manually checked by the remediator.

In order for a document to be accessible color should not be used as the only visual means of conveying

information, indicating an action, prompting a response or distinguishing a visual element. i.e. red text

to mark fields that require mandatory fields.

To correct color contrast issues:

If the color of the text is unreadable, the edit PDF tool allows you the change the font color of text to be

readable.

To change the color of text, select the “edit PDF” tool. (see Adding Remediation Tools).
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Right-click on “Color Contrast”
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Highlight the text that needs to be corrected
Select the font color option and change color of the text.

Select “Pass” to fix the error manually.
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9-Review a Compliant PDF Document

An example of a Compliant PDF Document.
This is what a document should look like when all the errors have been corrected. There should be all

green checks on all content under the Accessibility checker results.

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 all green checks to be compliant.
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The Nevada State Board of Oriental Medicime will conduct a public Board meeting on Janvary
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their business is conducted. The Board may combine two or more agenda items for consideration to accomplish
business in the most efficient nanner. The Board may remove an item from the agenda or delay discussion relating
to an itemon the agenda at any time.

+f Color contrast - Passed manually
v Page Content

4 Tagged content - Passed
4 Tagged annotations - Passed

o Tab order - Passed

NOTICE: Reasonable efforts wil be made to assist and accommodate plysically handicapped persons) desiring
to attend the Board meeting. Please email the Board office at omboardexeeutivedirector @ smail com at least 48
Tours prior to the meeting 5o amangements may be comveniently made.

Public comment at the beginning and end of the agends may be limited to three minutes per person at the discretion
of the President. Members of the public may comment on matters not appearing on this agenda or may offer
comment on any specific agenda items. Comments may be discussed by the Board but no action may be taken. The
matter may be placed on a futuee agenda for action.

o Character encoding - Passed
o Tagged multimedia - Passed
yf Screen flicker - Passed

y# Scripts - Passed
Additional comment periods may be allowed on individual agenda items atthe discretion of the President. These
comment periods may be limited to three mimutes per person at the discretion of the President. These additional

o Timed responses - Passed ! i r
comment petiods shall be limited to comments relevant to the agenda stem uader consideration by the Board.

o Navigation links - Passed M e e approvinute. Prsuaatto NRS 241 030 the Boardmay close a meetin o comside the carace,

professional competence, alleged misconduet or physical or mental bealth of a person. The Board may limit the
v foms nfemet broadcasting while in closed session buf may not deliberate or fake action
Anyone desiring additional information regarding the meeting. inchuding information on hovw to obtain supporting

o Tagged form fields - Passed board meing materal i invited fo ema th Exective Diector at omboardeecutivedivector @ mi com.

ROAO
G B &
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® Accessibility

|Z| Action Wizard
52 Edit POF

@ Prepare Form

all Organize Pages
& San @O

/6 More Tools
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Cloud
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10-Using the Action Wizard

THE ACTION WIZARD RUN MULTIPLE REMEDIATION TOOLS AT THE SAME TIME.
IF YOU ARE RUNNING THE ACCESSIBILITY CHECKER AND THE RESULTS ARE A
LARGE NUMBER OF ISSUES, THE STEP STIP IN REMEDIATING THE DOCUMENT IS
TO USE THE ADOBE ACTION WIZARD TO AUTOMATICALLY CORRECT SOME OF
THE ISSUES.

The Action Wizard automatically applies the following remediation tools:

1.

w

© N o v ok

Add Document Description

Set Open Options

Recognize Text Using OCR — If an entire document page is an image that contains text, this tool
will attempt to recognize the text contained within the image.

Detect Form Fields

Set Tab Order Properly

Set Reading Language

Auto tag Document

Set Alternate Text



10-Using the Action Wizard (continued)

B %% ® 8 Q @ @ 1 /1%

Accessibility
@ Accessibility Checker X
no
b Document (6 issues)
@ 3 Page Content (2 issues)
@ 5 Forms
b Alternate Text (5 issues)
B y  Tables (5 issues)
5 Lists (2 issues)
>

Headings (1 issue)

&




10-Using the Action Wizard (continued)

Making accessible documents
1. Select the “Action Wizard” option from the right-hand tool panel to open the “Actions List”

Find your tools here

@ Accessibility

E| Action Wizard

G—) More Tools

2. Click on “Make Accessible” in the “Actions List”

ACTIONS LIST

E Make Accessible

[

Archive Documents

Publish Sensitive Inform...

Optimize for Web and ...

Optimize Scanned Docu...

& & & [®

Prepare for Distribution




10-Using the Action Wizard (continued)

3. Click the “Start” option to run the Action Wizard

— Make Accessible

Files to be processed:

" ChangeofAddressMR.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



10-Using the Action Wizard (continued)

If the document does not have a title or if the title is not accurate, the Action Wizard provides an

opportunity to add or change the document title.
a. To change or add a title uncheck the “Leave As Is”
b. Add or change the title

c. Click the “OK” button

If the document title displayed is correct click the OK button to move to the next action prompt.

Description >

Title: |NE"."EII|E State Board of Message Therapy Cha

Leave Ac s

Subject: |
Leave Ac s
Author  |Lisa Cooper
Leave Ac s
Keywords: |

Leave As s

QK Cancel

Language

d. Confirm or change the language of the document
e. Ifthe language is incorrect, select the correct language from the dropdown menu. Note: a

document can only be set to one language.
f. Click the OK button to save the change.



10-Using the Action Wizard (continued)

If the document language is correct, click the OK button to move the next action prompt.

| Recognize Text - General Settings X
Document Language | {330 N10E] ~
utput | Searchable lmage o
Downsample To | 600 dpi ~
- 4 OK Cancel

Confirm or change document Output type
Select “Editable Text and Images” from the Output dropdown menu.

Click the “OK” button to save the change.

| Recognize Text - General Settings

Document Language

English (US)

utput | Searchable lmage
Downsample To | 600 dpi
- 4 OK Cancel




10-Using the Action Wizard (continued)

Fillable form options
a. Ifthe document is intended to be a fillable form click the “Yes, Detect Form Fields” button. This
will prepare the document by identifying and labeling fillable form fields. Note: Adobe is only
able to automatically detect and label these fields if they are identified with an underline in the
original document. Adobe will not recognize form fields that are created with Design Mode
tools (or the equivalent Legacy tools).
b. If the document is not intended to be a fillable form click the “No Skip this Step” button.

Adobe Acrobat >

| Is this document 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

Alternative Text
The Action Wizard can detect images and tables contained within a document and provide the

remediator with an opportunity to add alternative text to describe document images.
Screen reader technology will read an image and the image description is what is read back to the user.

For the Action Wizard to provide the remediator with the opportunity to add alternative text and table

summaries click the “OK’ button when prompted by the following message:

The Action Wizard will identify each section of the document that may be an image, display the image
and provide the remediator with the opportunity to either provide alternative text or make the
determination that the image is decorative and does not need to have alternative text.

fidobe Acrobat >

|"/.7.\'| Acrobat will detect all figures in this document and display any figures with missing
L ! 4 alternate text.

| [1 Do not show this message again




10-Using the Action Wizard (continued)

The Action Wizard default for all images is to allow the remediator with the ability to provide alternative
text.

Input the appropriate alternative text in the alternative text box. This is the information the AT software

will provide to the user.

To continue the Action Wizard document check, click the blue arrow.

Set Alternate Text >

4 Image 1 of 3 b

Alternate text: [[] Decorative figure

The Great Seal of the State of Mevada

* Save & Close Cancel

After the Action Wizard has run through the complete document, another accessibility check will
automatically be run. The results of this check will determine which issues must be remediated

manually.



11- Fix Tables

TABLES CAN BE DIFFICULT FOR ASSISTIVE TECHNOLOGY (AT) USERS TO PARSE.
WITH EACH CELL USUALLY REFERRING TO A ROW AN A COLUMN HEADER FOR
CONTENT, ADDITIONAL INFORAMTION IS REQUIRED SO THAT THE DATA CAN BE
CLEARLY UNDERSTOOD. ROW AND COLUMN HEADERS MUST ALSO BE
IDENTIFIED IN ORDER FOR THE DATA TO BE UNDERSTOOD AND TO FACILITATE
THE WEBSITE NAVIGATION.

For users who cannot perceive a visual overview of a table, understanding a data table requires
reconstructing the relationship between every element of the table. 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).

Tip: 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 users of AT can
understand what information table contains without being able to see the graphics or details of
the table.

Giving the Table a description

Table Summaries
A table must have a summary in order to be compliant.

To create a simple table summary:

1. Open the Reading Order window by clicking the Reading Order icon in the far-right hand tool
panel
2. Right Click on the Table to open Table Menu.

TO IDENTIFY AND/OR TAG ANY ELEMENT IN A DOCUMENT, THE READING
ORDER WINDOW MUST BE OPENED. THE RADING ORDER WINDOW ALSO
ALLOWS THE REMEDIATOR TO VIEW THE ORDER IN WHICH ELEMENTS IN A
DOCUMENT WILL BE READ BY THE AT USER.



11- Fix Tables (continued)

3. Select “Table Summary.

The Board will no approve any of the following types of cours| v Show reading order panel
education as a course of contmuing education:
Show page content groups r
1. An orientation program for new employees v
2. 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 « Show tables and figures

Display like elements in a single box

v Show table cells

mdependent verification of successtul completion.
4. A program of self-improvement. Run Form Field Recognition

The following must accompany all applications: gl

Edit Table Summar}gh_
; [m e schedule Detailed program
tatement of ‘IJTMEI oblcctwcs Clear page structure

‘-

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

A. Give the Table a “Table Description”.
B. Click “Ok” to save.

4 Table Summary =k

Table Summary:

Enter Table Description Here

» oK Cancel




11- Fix Tables (continued)

To create a Complex Table Summary
Robert, let me know if we can provide you with a better table for your illustration.

1. Open the Reading Order window by clicking the Reading Order icon in the far-right hand tool
panel

Right Click on the Table to open Table Menu.
Select “Table Summary.

The table description should explain all the element included in the table, so users of AT can
understand what information table contains without being able to see the graphics or details of
the table. See the example below.

Crashes By Day Of Week

280

240

200

160 b

120

B0 1]

an

o Sunday Tuesday  Wednesday  Thursday Friday
Table Summary X
Table Summary:

Ok | | Cancel




11- Fix Tables (continued)

Table Editor Options

The Table Editor Options allow the remediator to view the Heading and Data cells in a table.

Set label options
In order to view the existing table headings and table rows

1. Open the Reading Order window

2. Click the “Structure types” radio button

3. Right click anywhere within the table area of the document.

4. Select the “Table Editor” option.

5. Right click again anywhere within the table area of the document

6. Select the “Table Editor Options” to open the Table Editor Options window

Expiration
Last First Middle | License No. Type Issue Date Date Discipline |

Broadhead Brian 0202 Podiatrist 5/15/2002 | 10/31/2002 No
Brody Paul 1. 2031 Podiatrist 10/2/2017 | 10/31/2019 No :
Brooks Ramona L. 2040 Podiatrist 11/5/2018 | 10/31/2019 No
Burchill Casey C. 2010 Podiatrist 5/11/2015 | 10/31/2019 No ]
Burgess John E. 0033 Podiatrist 7/15/1976 | 10/31/2019 No ]
Cade John E. 9701 Podiatrist 7/15/1997 | 10/31/2019 No ]
Cameron Landon T. 2017 Podiatrist 4/18/2016 | 10/31/2019 No ]
Card Keith 1006 Podiatrist 4/14/2010 | 10/31/2019 No ]
Carletta Eileen PHO901  Podiatric Hygienist 7/15/2009 | 10/31/2016 No :
Castelan Marisol PHO902  Podiatric Hygienist 7/15/2008 | 10/31/2019 No
Castillo Robinson 0102 Podiatrist 7/15/2001 | 10/31/2001 No :
Chambers E Gary 7/15/2000 | 10/31/2019 No
Chambers lose Table Cell Eroper‘t]es_" 7/15/1976 | 10/31/2019 No :
Chavez 3/19/2019 | 10/31/2019 No i
Child Table Editor Options... 7/15/2001 | 10/31/2011 No
Chow Lap 7/15/2005 | 10/31/2019 No ]
Clark Christine Auto Generate Header Cell IDs 7/15/1987 | 10/31/2019 No :
Cohen Ted 7/15/1993 | 10/31/2019 Yes i
Colarco Justin [Pe [~0905 Podiatrist 6/19/2009 | 10/31/2019 No
Colica Sharon |A. | 2042 Podiatrist 3/11/2019 | 10/31/2019 No :
Condon David | | 9403 Podiatrist 7/15/1994 | 10/31/2019 No
Conway Victor | | 0029 Podiatrist 7/15/1989 | 10/31/1995 No ]
Cramer Kent |F'. | 0502 Podiatrist 7/15/2005 | 10/31/2005 No :
Crandall Keith |R. | 1302 Podiatrist 4/18/2013 | 10/31/2013 No
Cristensen Lenore | | 9301 Podiatrist 7/15/1998 | 10/31/1998 No ]
Cull Charles |c. | 1200 Podiatrist 3/26/2012 | 10/31/2019 No 1
Cutler Brett |w. | 9102 Podiatrist 7/15/1990 | 10/31/1994 No 1
Dalessandro | Nicole | | 1303  Podiatrist | 7/15/2013 | 10/31/2016 No

7. Click the “Show cell type (TH or TD)” check box
8. Click OK

All cells within the table will display as either TH (Table Header) or TH (Table Data)



11- Fix Tables (continued)
Table Editor Options

i —NC
NEVADA COALITION TO P¥

TH 1D

ﬁLTE: Touesday, Decen

TH 1D

ﬁblE: 100:00 am — 12:0

TH 1D

ﬁPCATION: TDNhis meeting will |

of Emergency Dire
be a physical locat
permitted to atter
Section 4.

TH TD
THiLECONFERENCE [Dhin the meetini

f\CCESS: Call in number: 1|




11- Fix Tables (continued)

Setting Header Cells/Rows

A table must have accurately designated header rows in order to be compliant. The following

instructions provide information on how to initially set or correct header rows in a table.

1. Click on the Reading Order Icon in the far-right tool panel
2. Right click on the table and select Table Editor.

The Board will no approve any of the following types of cours
education as a course of continuing education:

An orientation program for new employees
An on-the-job training program presented by an ageng
purpose is to disseminate information on policies or p
3. Anaudio or video learning tape or home study course

o=

mdependent verification of successful completion.
4. A program of self~improvement.

The following must accompany all applications:

Show reading order panel

Show page content groups 4

« Display like elements in a single box

v Show table cells

Show tables and figures

Run Form Field Recognition

Table Editorh——

Edit Table Summary

Clear page structure

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

= @ml@m o W Ms-llﬂ -4 @Emt @»‘

10493 AGAR], TADASHI 20, Active 10/04/2017 1073112019
TABUCHI
T 11121 AGARWAL. LINA D 20, Active 111372015 1073112019
I 3213 AGBOH-TAYLOR, 20, Active 110272017 10/31/2019
THERESA OMOYEME
T 6635 AGEE, JAMES THOMAS 20, Active 10/29/2015 10/31/2019
T 13512 AGEMNA, JUNKO K 20, Active 0411372018 1073112019




11-Fix Tables (continued)

Table Cell Properties... <qfmmm—

Table Editor Options...

Auto Generate Header Cell 1Ds

Setting Header Rows

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

F. Click “ok” to save your changes.

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

Table Cell Properties

Type

(®) Header Cell Scope: | None

(") Data Cell Row |

Attributes Both
Mone
Row Span: |1
Column Span: I'I

ID: |

Aszsociated Header Cell [Ds:

——— o

Cancel




12-Scanned Documents

If you are unable to tag text in a PDF document, the scan & OCR tool can be used to identify text in the

document.

Identifying a scanned document. If text/images look faded and if you attempt to encapsulate text to tag

it but adobe won’t let you select it the document has most likely been scanned.

To make the page taggable follow these steps.
adobe acrobat pro dc

1. Select the “Scan & OCR” tool from the right-side pane.

)

2. Above the document a bar will appear labeled “Scan & OCR.”
Click the button “Recognize text” option.

Edit PDF

Organize Pages

Scan & OCR

Prepare Form

Accessibility

Action Wizard

More Tools

Home  Tools Data Template ND... Data Template for... NEVADA DEPART... ¥ F @ A .
L
w ® B8 Q © 1 M MO G e - @ © B a X
Scan & OCR & Insert ~ @ Enhance Bates Numbering ~ [%_ O I Close
3. Then choose the In “This File” option in the submenu.
Home  Tools Data Template ND... Data Template for... NEVADA DEPART... x - IONY W )

*CTBEO\ ©1f65 *@e@ﬁﬁ%vﬁv

Scan & OCR [ insert ~ [\ Enhance Bates Numbering ~ kX Q W Close
B Correct Recogrized Text
4. Choose Settings
Home  Tools Data Template ND... Data Template for... NEVADA DEPART... * - BONY W ]
w @ B8 Q @ 16 M MO == - 7 T QOB &K
I Scan & OCR (R insert = (N Enhance ~  AA Recognize Text ~ Bates Numbering ~ B O Q W

Pages  All Pages > Language  English (US) = -I:- Settings




12-Scanned Documents (Continued)

5. Confirm the settings are: Pages = All; Document Language = English; Output = Editable Text and
Images; Downsample To = 600 dpi. Click on OK.

~ Recognize Text

Pages

o All pages

() Current page

) From page to
| Settings

E Document Language English {U35)

|
i Dutput | Editable Text and Images
i

Downsample To 600 dpi

Cancel

6. adobe acrobat pro dcChoose the Recognize Text option at the top of the window.

Home  Tools Data Template ND... Data Template for... NEVADA DEPART... X - HNONN W ]

XEBAOO® s ARBDOD ws-K T QB &8 %

I Scan & OCR [Byinsert+  [E\ Enhance = AA Recognize Text Bates Numbering ~ B O Q W
Pages Al Pages ~  language Engish(usi ~  &F Settings

7. After recognizing text select the “Edit PDF” tool.

52 Edit PDF

llr|:| Organize Pages
1B Scan & OCR

Prepare Form

B
@ Accessibility

<

Action Wizard



12-Scanned Documents (Continued)

8. While in the edit PDF tool, in the top left corner of the document there will be an
icon.

llimage”

9. Click to select the image in the top left corner and hit “Delete” on your keyboard.

STATE OFNEVADA
DEPARTMENT OF ADMNSTRATION
POLICY STATEVENT
oN

UAL LIARETY ACCOUNT (AXA INCIVIELIAL TRAVEL CARD)

Effectin 7112018
Precydi2 Revzea MW
| PLRPOSE
|
| Tow purpcas cl b Socurmees 3 lo kb o foemaad durw or 23 toueiee,

| PR onon 02, 0 COReCh 00 o S1000 0 proved and ashaticed b nidaal Lo iy Accoud
| Parniavtinr radapad 40 o “Traw Cart”

i Toa Shaws of Heanddy how contnnca e Wh Sank of amas e (D] “or e lsnm 37 e ol
g w oot o P e bde o sozermees The v cxed b b oftcial St use cnly and
nnt‘l oy e woeas, wbmreanr 2oox Bxe, b2 poy b rsal sebvined ropenene Ty Sitaie
ulnu drd g Cpens WO Siaelingoe Didn foer M) Jrs me e e W i o ccemea

i ool xpocanend lvesl carrd ribact A agancar alaceal peleinsoand pncatees,
lbnmm o wTintha Bork of Arverica (Boliy WORKS apgpécaion
(‘r‘w.btwmﬂlralmrm’n- sl covd aoge, iy secsin g s Hime
oa\".y Spprorad 01100 S Arie U O 1R s G itnrs Gd S ndinn] e procuno el cud ‘o
uvw-ﬂ sftma
| Ths pelicy Ao Bas 15 a8 Tryas! T isare wEnin tha Soaln of Fivaty Deparimar of
iMwmaluﬁun
|

| SAN = Tryent Trapier 200

i Sade of Mewscda e Laddty (Trrse’ Car) Erm by AgrmeTm!

|

| The Trweed Cand Pantt of Cortaat (1CP0C) & bocuadd o U Dapurdnert el ddkrerabuien

| Areinayative Seevioans Diduon (AGD) aed Is the dega-yrents diect contysr 4 he

ﬂm—lre Chbize and coordanbon ath Darr b Torse! Cardd Baase. The Teroc C
'ac Coparurern ol Advimesaadion s Trasel Sard progmare. The TOROC montors ot Trasel
;Cnll.nuus

Ihul’md Card Admintatrator {1 CA] provdes proguen overseg ! ol Twm Dwvos on vwe! sedd s
't-; sonowh he Solh ot o'\- nrdm.d U 2009 MM AIINJES 0 0 I3 o GO0
nnt e spancy ThaTCA ndselguiiag By tha spancy o Dhtdos acmibwcrior o thar
w:qlu.-.

|

|

I e Pachearg Dnteon's Purclem ey ONour ngreserts e Bl of et 1 e
Ipasersnl procses & (rf sbe Tw el o P rorehets naged sdoro wth lw sencor
[euting In o anerad, i e vy it an sent o Shanges of achnioes ared provd se
larpiivres sth =ocoran rovrscnmarnd T ses tha serein eieoas 420 i v =t tan

10. Save and now encapsulate the text to start tagging.




13-Remediate a Fillable PDF

Before you can remediate a fillable PDF, review the guide on Creating a Fillable PDF. The best practice is
to clear the page structure and tag the document from scratch to avoid fighting with the Logical reading

order.

Clearing page structure:

A. Choose the accessibility tool and then Select Reading order.
B. Select Clear Page Structure to clear the document of any remediation.

file Edit View Sign Plug-lns Window Help

Home  Tools Microsoft Word - .. ﬂ @
=
L®&8Q ® @ 10 pll K emos P B/200® b
Accessibility Draw a rectangle around the content fhen dickone of 7=
the buttons below:
m}( ‘ Ted/Peragraph ‘ ‘ Figure ‘ a Autotag Document
B
o ‘ Form Field ‘ ‘ Figure/Capti ‘
- | o ‘gure/Caption G} Autotag Form Fields
Phane:
‘ Heading 1 ‘ ‘ Heading 4 ‘ ‘ Table ‘
Reading Options
2f ‘ Heading 2 ‘ ‘ Heading 5 ‘ ‘ el ‘
s s @ Accessibilty Check
‘ Heading 3 ‘ ‘ Heading 6 ‘ ‘ Formula ‘
| B o
oo @ Accessibility Report
- ‘ Reference (q) ‘ ‘ Note () ‘ ‘ Background/Artifact ‘
e ':" Identify Form Fields
Beguests for lcences namin
RIEYIOUS 3 -
A e of S100.00 s requied for e 3 ‘ CLE ‘ E Set Alternate Text
The si ofthe oWner or

SE PRINT LEGIBLY AND FROVIDE COf
ﬂ—

i .
Show page content groups [] "\ Setup Assistant

® Page content order Reading Order

() Structure types

Show table cells L}

Display like elements in a single block

Show tables and figures L}

(lear Page Structure.. H Show Order Panel ‘

Help ‘ ‘ Close ‘




13-Remediate a Fillable PDF (Continued)

Tag text on form
A. Encapsulate all text by holding down the left click of the mouse and encapsulate all the text and
it will highlight on the document.
B. Select the “Text/Paragraph option in the reading order to tag as text.

| the total responsibility of insuring the proper operations of the facility at all imes.
3

be reminded that NAC 654.181 provides that each person licensed as a nursing facility administrator or an administrator of a residential facility for
groups shall notify the Board in writing any time hefshe changes hisfher contact information including home address, £
email address or changes his/her affiliation with a facility within 15 days after such an event. A Licensee will be subjel
offense if the above rule is not adhered to.

Reading Order

Effective February 20, 2013, NAC 654.250.6 requires a nursing facility administrator or an administrater of a residentiz
retumn a license to the Board not later than 15 calendar days after terminating his or her affiliation with a named facility
subject to a fine of $500.00 for the first violation and at least $1,000.00 for a second or subsequent violation, but will n Draw a rectangle around the content then click one of @

) ) . . . . the buttons below:
Bequests for licenses namina a facility cannot be issued untjl the licen

Text/Paragraph Figure
A fee of $100.00 is required for the issuance of a new license SRR g
The signature of the facility owner or owner's representative is required for all new facilitie Form Field Figure/Caption

PLEASE PRINT LEGIBLY AND PROVIDE COMPLETE INFORMATION. ) )

Heading 1 Heading 4 Table
LICENSEE NaVE LICE

Heading 2 Heading 5 Cell

ot Address) (Clty, State, Zip)
Heading 3 Heading & Formula
ONE CELL PERSONAL E-MAIL
Reference (q) Note (z) Background/Artifact
FACILITY
NAME OF NEW FACILITY LICENSE NO. N
(Street Address) (City, State, Zip) [0 2IE S
TEL. NO. FAX NO. FACILITY E-MAIL
A CHANGE APPLICATION WAS SUBMITTED TO HCQC ON Show page content groups L]
® Page content order
SIGNATURE OF LICENSEE EFFECTIVE DATE ____
(O Structure types

AUTHORIZED BY: Show table cells @

Signature of Facilify Owner or Owner Representative

Display like elements in a single block

Print Name and Title -
rint Name an Show tables and figures D




13-Remediate a Fillable PDF (Continued)

Tag input fields as “Form Fields”

A. Encapsulate the entire by holding down the left click of the mouse and encapsulate the entire
field and it will highlight on the document. If you encapsulated more than the field, hold down
the CTRL key on the keyboard and encapsulate any extra to remove. Make sure you have a solid
box around on the form field.

B. Select the “Form Field” option in the reading order to tag as Form Field.

Home Tools Microsoft Word - C... %

poBA 00 npl MNHOO = gBRUERNT BZ0EQ

Accessibility
the total responsibility of msuring the proper operations of the tacility at all times. | .
=as¢ be reminded that NAC 654.181 provides that each persen licensed a8 a nursing facility administrator or an administrator of a residential facilty for
‘groups shall notify he Board in writing any ime hefshe changes his/her contact information including home address, phone number, cell phane number and | il D
email address or changes his/her affiiation with a facility within 15 days after such an event. A Licensee will be subject to a fine of $500.00 for a first
BTSN ZE R Draw a rectangle around the content then click one of
Effectve February 20, 2013, NAC 654 250.6 requires a nursing facilty administator or an administator of a residential facilty or groups to sunder and the buttons below: %‘ aq fo
retum a license to the Board not later than 15 calendar days after terminating his or her affiiation with @ named facilty for any reason. Licensees will be
subject to a fine of $500.00 for the first violation and at least $1,000.00 for a second or subsequent violation, but will not exceed $10,000 for each violafion.
Text/Paragragh Figure ng Oy
Form field Fiqure/Caption sibilih
Afee of $100.00 is required for e issuance of a new license for each new faciity an 1
The signature of the faciity awner or owner's representative is required for all new facilfies requested by a licerfsee. Heading 1 Heading 4 Table sl

I @EASEPHNT LEGIBLY AND PROVIDE COMPLETE INFORMATION, |

| Heading 2 Heading 5 Cell
E ENSEENAMEl , LICENSE NO. fyFor
Heading 6

Heading 3 Formula

(Home Seet Addess) (Ciy, Stte, Zp) tema
Reference (q) Note (z) Background/Artifact
HOME PHONE CELL PERSONAL E-MAL s
FACLITY .
NAME OF NEW FACLITY LICENSE NO. NO.OF BEDS Ll g Or
(Steet Addeso) (6, Stae, 2p) Show page content groups D
TEL.NO. FAXNO. FACILITY E-MALL Y o—
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Fixing Logical Reading order
As the document is tagged as text or form fields, it will create a number for each item tagged. To keep

the correct reading order structure, have the reading order view open to view the structure. The box

containers are text, and the blue and white container are form fields.

A. Select the “Reading order” tool to view the number sequence in the document.

B. The text should be first and the form field should be second. In the example below, License No.
should be number 7 and the form field should be 8.

C. Torearrange the reading order, Select the container in the reading order by holding down the
left click of the mouse and dragging the container up or down into the correct number position.
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3157 N. Rainbow Boulevard, No. 313
Las Vegas, Nevada 89108
Phone: 702-486-5445 Fax: T02-486-5430
E-mail: beltca@heltca.ov.gov
Website: hetp://beltca.nv.gov

m ADDITION OF FACILITS

M MPORTANT #**
3 Remember, your license belongs to you! By assuming the position of named administrator of a facility, you accept
the total responsibility of insuring the proper operations of the facility at all times.

Please be reminded that NAC 654.181 provides that each person licensed as a nursing facility administrator or an administrator of a residential facility for
groups shall nofify the Board in writing any time he/she changes his/her contact information including home address, phone number, cell phone number and
email address or changes hisier affiliation with a faciity within 15 days after such an event. A Licensee will be subject to a fine of $500.00 for a first
offense if the above rule is not adhered to.

Effective February 20, 2013, NAC 654.250.6 requires a nursing facility administrator or an administrator of a residential facility for groups to sumender and
retum a license fo the Board not later than 15 calendar days after terminating his or her affliation with 2 named facility for any reason. Licensees will be
subject to a fine of $500.00 for the first violation and at least §1,000.00 for a second or subsequent violation, but will not exceed $10,000 for each violafion.

The signature of the facility owner or owner's representative is required for all

| @EASE PRINT LEGIBLT AND PROVIDE COMPLETE INFORMATION, |

E ENSEE NAMEHG‘H H

(Home Street Address) (Cty, State, Zip)
HOME PHONE CELL PERSONAL E-MAL

FACILITY
NAME OF NEW FACILITY LICENSE NO. NO.OF BEDS

(Street Address) (City, State, Zip)

Reading Ordel

Draw a rectangle around the conte
the buttons below:

Text/Paragraph
Form Field
Heading 4
Heading 5
Heading 6
Note (z)

Table Edi

Show page content groups
© Page content order
(O Structure types
Show table cells
Display like elements in a single

Show tables and figures

Clear Page Structure...

Help



13-Remediate a Fillable PDF (Continued)

Example of correct reading order structure
The correct reading order in a fillable PDF will make it usable to assistive technology users and allow the

user to tab through fields in the correct order.
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A fee of §100.00 is required for the Issuance of a new license for each new facilty andlor a new license.

The signature of the facility owner or owner's representative Is required for all new faciifies requested by a licensee.
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Artifact paths in the content panel
When paths are not artificated, they will be read as underscores by a screen reader. The content panel

should have all container grouped together without any paths.

A. Select the “Content Panel” tool to view any paths in the document.

B. Highlight the paths by left clicking the mouse. To select multiple paths at one time, Select the
first path, scroll to the last path, hold down the Shift key and select the last path to highlight the
group of paths.

C. Right click on the group of paths and select “Create Artifact”.

File Edit View Sign Plug-Ins Window Help

Home Tools Microsoft Word - C... *
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Phone: 702-486-3445  Fax: T02-486-5430
E-mail: beltea@heltca.nv.gov
Website: http://beltca.nv.gov
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Find...
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Highlight Content

**IMPORTANT***
Remember, your license belongs to you! By assuming the position of named administrator of a facility, you accept
the total responsibility of insuring the proper operations of the facility at all times.

Please be reminded that NAC 654.181 provides that each person licensed as a nursing facility admini or an admin of a residential facility for
groups shall nefify the Board in writing any ime hefshe changes his/her contact i ion including home address, phone number, cell phone number and|
emai address or changes his'her affiliation with a facility within 15 days after such an event. A Licensee will be subject to a fine of $500.00 for a first
offense if the above rule is not adhered fo.

Audit Space Usage...

Effective February 20, 2013, NAC 654.250.6 requires a nursing facility admini: or an admink of a residential facility for groups to sumender and
retum a license to the Board not later than 15 calendar days after terminating his or her affiliation with a named facility for any reason. Licensees will be
subject to a fine of $500.00 for the first violation and at least $1,000.00 for a second or subsequent violation, but will not exeeed 510,000 for each violation.

Properties...

A fee of $100.00 is required for the issuance of a new license for each new facility andfor a new license.

The signature of the facility owner or owner's rep ive is required for all new facilifies requested by a licensee.
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D. Select “ok” to save changes.
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Example of correct view of content panel without paths
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|.n ADDITION OF FAC]

HHMPORTANT*
3 Remember, your license belongs to you! By assuming the position of named administrator of a facility, you accept
the total responsibility of insuring the proper operations of the facility at all times.

Please be reminded that NAC 654.181 provides that each person licensed as @ nursing facility administrator or an administrator of a residential faciity for
groups shall notify the Board in wiiing any fime he/she: changes hiher contact information including home addrezs, phone number, cell phan number and{
email address or changes hisiher affliation with a facility within 15 days after such anevent. A Licensee will be subject o a fine of 500,00 for a it
offense ff the above rule iz not adhered to.

Effective February 20, 2013, NAC 654.250.6 requires a nursing facilfy administrator or an administrator of a residential faciffy for groups to sumender and
refum a lieense to the Board not later than 15 calendar days afier feminaing his or her affiation with a named faciity for any reason. Licensees will be
subject to a fine of $500.00 for the first violation and at least $1,000.00 for a sacond or subsaquent viokation, but will not exceed $10,000 for each violation.

Afee of $100.00 is required for the issuance of a new license for each new facility andlor a new license.

The signature of the facility owner or owner's representative is required for all new faciifies requested by a licensee.
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Accessibility Check for errors
The last step in remediating a fillable PDF is to check the document for errors and the image below is

what an ADA compliant will look like after an accessibility check.
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@ E-mail: beltea@beltea.nv.gov
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) Altemate Text Remember, your license belongs to you! By assuming the position of named administrator of a facility, you accept
B the total responsibility of insuring the proper operations of the facility at all times.
> Tables Plaase b reminded that NAC 654.181 provids that each peseon liensed as & nursing facility acminisirator or an administator of  residential faciityfor
groups shall nofify the Board in writing any time he/she changes hisher contact i ion including home address, phone number, cell phone number and
. email address or changes hisher affiliation with a facility within 15 days after such an event. A Licensee will be subject to a fine of $500.00 for a first
% y  Lists fense fthe above e 1 not adhered o,
. Effective February 20, 2013, NAC 654.250 6 requires a nursing facility administrator or an administrator of a residential facility for groups to sumender and
) Headlngs refum a license to the Board not later than 15 calendar days after terminating his o her affiiation with a named facility for any reason. Licensees will be
B subject to a fine of $500.00 for the first violafion and at least $1,000.00 for a second or subsequent violation, but will not exceed §10,000 for each violation.

A fee of $100.00 is required for the issuance of a new license for each new facility andlor a new license.

The signature of the facility owner or owner's representative is required for all new faciities requested by a licansee.
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14-New and Redacted Material

New Material and Redacted content in document.
This procedure will help with remediating a document that contains newly added material and

strikethrough content.

Tagging new material in a document, select first letter of new material and tag as a figure.

PR T e e o s S e F T L e S

) With regard to adoption, investigare acts Dy agencies which
provide child welfare services, as defined in NRS 432B.030, and
child placing agencies that violate subsection 3 of NRS 127.2817.

2. Mediate between or reconcile the nersons or erouns mnvolved

Reading Order (2]
ofthe buttonsbetows e
[ Text/Paragraph Il Figure |
[ Form Field | | Figurescaption |
| Headingl | | Headingd | | Table |
| Heading2 | | Heading5 | | Cell |
| Heading3 | | Heading6 | | Formula |
| Reference (q) | | Note@ | | Background/Arifact |

Once marked as a figure, right click on the figure, and select “Edit Alternative Text.”



14-New and Redacted Material (continued)

c;? I.ld Alternate Text t 1}1-
Alternate Texdt:

2. N

1n thos an

% [ oK | | Don'tAdd Al-Text | rt

produq )

investigations or hearings con

In the window of the edit alternative text, type “Beginning of new material” then click OK. At
the end of the new material select the period and tag as a figure.
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Right click on figure and select “Edit Alternative Text.” In the Alternate text window type “End
of New Material,” and click ok.



14-New and Redacted Material (continued)

6 _and may conduct hearings with regard thereto.

7 T T p—— /011, [11Ves[igale acls by agencies which
8 provia weljare services, as defined in NRS 432B.030, and
9

0

child placing agencies that violate subsection 3 of V. SBIIPEE Figure - End of new materia
2. Mediate between or reconcile the persons or groups 1nvolve

Now the new material is properly tagged and accessible.



14-Redacted Material (continued)

Just like with new material you will want to select the first letter or number of the redacted
section.

Once selected at start of redacted section tag it as figure.

Reading Order (=]
of the buttonspetons e
[ Text/Paragraph Il Figure |
[ Form Field | | FiguresCaption |
| Headingl | | Headingd | | Table |
| Heading2 | | Heading5 | | Cell |
| Heading3 | | Heading6 | | Formula |
[ Reference (q) ] [ Note (z) ] [ Backgroundy/Artifact ]




14-New and Redacted Material (continued)

Right click on the figure and select “Edit Alternative Text” and in the alternate text window type
“Beginning of Proposed deletion.” Click OK.

19|[[1-

Alternate Text | 23 |

Alternate Text:

Beginning of Proposed deletion IM

[ oK ] ’Don'tAdd AIt-TE:ct]

Select the last period or symbol of the section of the redacted material and tag as a figure.
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14-New and Redacted Material (continued)
] e o

e

N :
‘b'd! Figure - No alternate text exists.

»
Alternate Text

Alternate Text:

End of Proposed deletio

[ ok | [Don'tAddAIt-Text]

ase

Right click on figure and select “Edit Alternative Text” and in alternate text window type “End of
Proposed Deletion.” Click ok

[[5] Willful noncompliance with any order of the Board or any other enforcement authority; |

Q

GhreE

21 Eﬁ 22

[23]B Draft of Revised Proposed Regulation R030-16

The redacted material is now properly tagged and accessible.
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	SETUP ADA TOOLS  ADOBE ACROBAT PRO IS REQUIRED TO REMEDIATE PDF DOCUMENTS (ADOBE READER WILL  
	Select and Add Remediation Tools 
	This section will explain how to set up pre-set remediation tools in the far-left tool panel 
	1) Select the Tools option from the Adobe menu. 
	A. Select “Tools”. 
	A. Select “Tools”. 
	A. Select “Tools”. 


	 
	Figure
	 
	Add Accessibility Tools Right Side 
	2) Click the Add button associated with the following seven Adobe tools.  This will make the tools available for quick access in the far-right tool panel.  The functionality of these tools will be explained later in this guide.  (Add internal document link to appropriate section?)  if the Add button says “Open”, that indicates that the tool has already been added. 
	1. Accessibility 
	1. Accessibility 
	1. Accessibility 

	2. Action Wizard 
	2. Action Wizard 

	3. Edit PDF 
	3. Edit PDF 

	4. Organize Pages 
	4. Organize Pages 

	5. Scan & OCR    Note: Replace visual also 
	5. Scan & OCR    Note: Replace visual also 

	6. Optimize PDF 
	6. Optimize PDF 

	7. Prepare Form 
	7. Prepare Form 


	Note: if the short cut has already been added, the message under the tool icon will be “Open”. If the short cut has not been added, the message under the tool icon will be “Add”.  
	Add Accessibility Tools Right Side (continued) 
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	Figure
	Figure
	Figure
	   
	Figure
	Figure
	Figure
	Figure
	 
	AFTER YOU HAVE ADDED THE REMEDIATION TOOLS, THEY WILL BE LOCATED ON THE RIGHT PANEL FOR FUTURE USE 
	Add Accessibility Tools Left Side 
	This section will explain how to set up remediation tools in the far-left tool panel. 
	1. Open a PDF  
	1. Open a PDF  
	1. Open a PDF  

	2. To display the left side tool panel, check the open arrow located in the middle of the far-left tool panel. 
	2. To display the left side tool panel, check the open arrow located in the middle of the far-left tool panel. 

	3. Using a keyboard mouse, Right click on the left side of Adobe Acrobat Pro DC: 
	3. Using a keyboard mouse, Right click on the left side of Adobe Acrobat Pro DC: 


	 
	 
	 
	  
	Add Accessibility Tools Left Side (continued) 
	 
	 
	Figure
	1. The following default tools will display: 
	1. The following default tools will display: 
	1. The following default tools will display: 

	2. Page Thumbnails (first tool in in the panel) 
	2. Page Thumbnails (first tool in in the panel) 

	3. Bookmarks (second tool in the panel) 
	3. Bookmarks (second tool in the panel) 

	4. Attachments (third tool in the panel) 
	4. Attachments (third tool in the panel) 


	 
	 
	 
	 
	  
	Add Accessibility Tools Left Side (continued) 
	The following three tools that are added to the left side of Adobe Acrobat Pro and will help with remediating a PDF document. The three tools to add: 
	1. Content 
	1. Content 
	1. Content 

	2. Order 
	2. Order 

	3. Tags 
	3. Tags 


	 
	 

	Figure
	Add the Content, Order and Tags tools to the left-hand tool panel 
	1) Expand the left-hand tool pane by clicking the expansion arrow (described above) 
	1) Expand the left-hand tool pane by clicking the expansion arrow (described above) 
	1) Expand the left-hand tool pane by clicking the expansion arrow (described above) 

	2) Right-click in any empty space in expanded panel 
	2) Right-click in any empty space in expanded panel 

	3) Click on the name of the tool that you want to add 
	3) Click on the name of the tool that you want to add 

	4) Repeat steps 2 and 3 to add additional tools 
	4) Repeat steps 2 and 3 to add additional tools 


	ADOBE ACROBAT PDF 
	1-First three Steps in remediation a PDF:   
	ALWAYS TRY TO REMEDIATE THE SOURCE FIRST (WORD, EXCEL, POWERPOINT, ETC) BEFORE YOU TRY TO REMEDIATE THE PDF- THIS WILL ELIMINATE A LOT OF ISSUES AND MAKE REMEDIATION A LOT EASIER AND CLEANER 
	Document Title 
	The Suggested first step to remediate a document is to confirm that the document has a title, or to create a title if there is no title.  Note that if the source document (i.e. Word, Excel, PowerPoint) has a title, the PDF will have a title.  If not, one will need to be added to the PDF. 
	Creating/Confirming a Document Title 
	The first step in creating a compliant PDF is to give your document a title instead of a file name. 
	1. Click on “File” at the top of the menu bar. 
	1. Click on “File” at the top of the menu bar. 
	1. Click on “File” at the top of the menu bar. 

	2. Select “Properties” to open the Document Properties window. 
	2. Select “Properties” to open the Document Properties window. 

	3. View the Description tab to determine if the document has a title and/or if the title is an appropriate description of the document 
	3. View the Description tab to determine if the document has a title and/or if the title is an appropriate description of the document 


	 
	 
	Figure
	1-First three Steps in remediation a PDF (continued)  Creating/Changing a Title  
	If there is no title, or if the title does not provide an accurate description of the document perform the following steps:  
	1. Select the “description” tab.  If there is no text in the Title box, a document name will need to be added.  Please note that the text displayed in the Title field will be the name of the document provided to users of assistive technology. 
	1. Select the “description” tab.  If there is no text in the Title box, a document name will need to be added.  Please note that the text displayed in the Title field will be the name of the document provided to users of assistive technology. 
	1. Select the “description” tab.  If there is no text in the Title box, a document name will need to be added.  Please note that the text displayed in the Title field will be the name of the document provided to users of assistive technology. 

	2. If there is text in the Title box confirm that it is an accurate/relevant title.  If it is not an accurate title, or if there is no title input the title in the “Title” field. 
	2. If there is text in the Title box confirm that it is an accurate/relevant title.  If it is not an accurate title, or if there is no title input the title in the “Title” field. 

	3. Click the OK button 
	3. Click the OK button 


	 
	Figure
	1-First three Steps in remediation a PDF (continued)  Setting PDF to Document Title 
	Changing or confirming the document title is set  
	1) When adding a Title to you document, you must also change the Metadata from File Name to Document Title. 
	1) When adding a Title to you document, you must also change the Metadata from File Name to Document Title. 
	1) When adding a Title to you document, you must also change the Metadata from File Name to Document Title. 
	1) When adding a Title to you document, you must also change the Metadata from File Name to Document Title. 
	a. Click on the “Initial View” tab in the “Document Properties” window. 
	a. Click on the “Initial View” tab in the “Document Properties” window. 
	a. Click on the “Initial View” tab in the “Document Properties” window. 

	b. Confirm that the value displayed in the “Show” field is “Document Title.  If the “Show” dropdown menu is set to “File Name” change this to “Document Title” 
	b. Confirm that the value displayed in the “Show” field is “Document Title.  If the “Show” dropdown menu is set to “File Name” change this to “Document Title” 





	 
	 
	Figure
	1-First three Steps in remediation a PDF (continued)  Setting or confirming the Language in PDF 
	Screen reader technology will read the document to the user in the language set for the document. A document can only have one language setting. The steps to set the correct language in a PDF are: 
	A. Click on the “Advanced” tab in the Document Properties window. 
	A. Click on the “Advanced” tab in the Document Properties window. 
	A. Click on the “Advanced” tab in the Document Properties window. 

	B. Choose the “Language dropdown” and Confirm that the language in the Reading Options section of the tab is correct. 
	B. Choose the “Language dropdown” and Confirm that the language in the Reading Options section of the tab is correct. 

	C. Click the “OK button to save any changes to the PDF title or language. 
	C. Click the “OK button to save any changes to the PDF title or language. 
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	2-Perform Manual Accessibility Check 
	1) Open the PDF in Adobe. 
	1) Open the PDF in Adobe. 
	1) Open the PDF in Adobe. 

	2) Click on Accessibility icon on the right of the screen. 
	2) Click on Accessibility icon on the right of the screen. 
	2) Click on Accessibility icon on the right of the screen. 
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	a. Click on the Category dropdown menu 
	a. Click on the Category dropdown menu 
	a. Click on the Category dropdown menu 

	b. Select Form, Tables and Lists  
	b. Select Form, Tables and Lists  

	c. Click on any of the unchecked Check Boxed 
	c. Click on any of the unchecked Check Boxed 





	 
	3. If this icon is not displayed in the right-hand menu bar see “Adding Tools for Remediation” (If we say this, the images below will not be needed.  They have been previously added to the guide. 
	   
	 
	 
	2-Perform Manual Accessibility Check (continued)  
	4. Click on the “Accessibility Check” link to open the Accessibility Checker Options window. 
	 
	5. Confirm that the “All pages in document” radio button is selected. 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	2-Perform Manual Accessibility Check (continued) 
	6. Confirm that the Checking Options displays “(32 of 32 in all categories)”. 
	 
	7) If Checking Options displays “(31 of 32 in all categories)” perform the following steps: 
	8. Click on the “Start Checking” button to run the accessibility check. 
	8. Click on the “Start Checking” button to run the accessibility check. 
	8. Click on the “Start Checking” button to run the accessibility check. 
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	2-Perform Manual Accessibility Check (continued) 
	Manual Accessibility Check Results 
	The results of the accessibility check will be immediately available in the Accessibility Checker panel.  This panel will automatically open on the left-hand side of the page after the check is completed. 
	All compliance issues that Adobe can identify will display in the Accessibility Checker window.  Please note that not all accessibility issues can be identified with the Adobe accessibility checker.    
	In order to view the issues that need to be remediated in the document, open the carrot to the left of each issue listed in the Accessibility window. 
	 
	Figure
	Instructions on how to remediate most issues will be provided later in this guide. 
	3-Identify and Fix Errors in Document  
	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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	3-Identify and Fix Errors in Document (continued) 
	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 “Reading Order”. 
	A. Select “Reading Order”. 
	A. Select “Reading Order”. 

	B. Hold down the left click on the mouse and enclose the Image until it is completely highlighted. 
	B. Hold down the left click on the mouse and enclose the Image until it is completely highlighted. 

	C. Right click and select “Tag as a Figure”. 
	C. Right click and select “Tag as a Figure”. 
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	3-Identify and Fix Errors in Document (continued) 
	Alternative Text 
	Alternative text should be provided with all visual content: pictures, clip art, tables, shapes, groups, charts, embedded objects, ink, and videos. 
	A. Right-click on “Figure” 
	A. Right-click on “Figure” 
	A. Right-click on “Figure” 

	B. Select “Edit Alternate Text”. 
	B. Select “Edit Alternate Text”. 

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

	D. Select “OK” to save changes. 
	D. Select “OK” to save changes. 


	 
	Figure
	4-Headings 
	HEADINGS ARE A NAVIGATION TOOL THAT HELP ORGANIZE A DOCUMENT AND INFORM THE READER OF WHAT IT CONTAINS. JUST LIKE NEWSPAPER HEADINGS, DOCUMENT HEADINGS TELL THE USER WHT TYPE OF CONTENT FOLLOWS. FOR AN ASSISTIVE TECHNOGY (AT) USER, HEADING ARE ESSENTIAL IN DIVIDING CONTENT INTO EASILY UNDERSTOOD SECTIONS. A PERSON USING AT DEVICES CAN CHOOSE TO MOVE THROUGH A DOCUMENT READING NLY THE HEADINGS TO TELL THEM WHAT IT CONTAINS. WITHOUT HEADINGS, A PERSON READING A DOCUMENT CANNOT FIND SPECIFIC INFORAMTION WITHOU
	Adding Headings to a PDF 
	1. Select “Reading Order” found under the Accessibility tool. 
	1. Select “Reading Order” found under the Accessibility tool. 
	1. Select “Reading Order” found under the Accessibility tool. 

	2. Encapsulate the text by holding down the left click of the mouse and covering all text until it is completely highlighted. 
	2. Encapsulate the text by holding down the left click of the mouse and covering all text until it is completely highlighted. 

	3. Right click the mouse and select the “Heading” in the reading order tools or click on the desired heading in the Reading Order window. 
	3. Right click the mouse and select the “Heading” in the reading order tools or click on the desired heading in the Reading Order window. 


	 
	Figure
	4-Headings (continued)   
	AN H1 HEADING IS REQUIRED ON A DOCUMENT  
	To set an H1 heading on the first page is required to pass accessibility and this is a new standard set by WCAG 2.1 to pass accessibility. To set the heading: 
	1. Click on the “Content” icon on the far-left menu bar (
	1. Click on the “Content” icon on the far-left menu bar (
	1. Click on the “Content” icon on the far-left menu bar (
	1. Click on the “Content” icon on the far-left menu bar (
	see Adding Remediation Tools
	). 



	 
	Figure
	 
	2. Verify that the document has an H1 heading on page 1. 
	2. Verify that the document has an H1 heading on page 1. 
	2. Verify that the document has an H1 heading on page 1. 
	2. Verify that the document has an H1 heading on page 1. 
	a. Select the dropdown on page 1. 
	a. Select the dropdown on page 1. 
	a. Select the dropdown on page 1. 

	b. Verify that there is a H1 on page 1. 
	b. Verify that there is a H1 on page 1. 





	     
	Figure
	Incorrect Headings 
	Changing the Structure of headings- Appropriate Nesting – Failed 
	This issue will display when headings are out of order or if a heading is missing in a sequence.  For example, in the following sequence an H3 Heading missing:  H1, H2, H4. 
	If the Accessibility check indicates there is a Headings issue: 
	A. Click on the carrot to the left of the error, in the far-left accessibility tool panel until all components of the error are displayed. 
	A. Click on the carrot to the left of the error, in the far-left accessibility tool panel until all components of the error are displayed. 
	A. Click on the carrot to the left of the error, in the far-left accessibility tool panel until all components of the error are displayed. 

	B.  Select each “Element”  
	B.  Select each “Element”  


	 
	Figure
	 
	C. Right click on each Element associated with this issue.  
	C. Right click on each Element associated with this issue.  
	C. Right click on each Element associated with this issue.  

	D. Select the “Show in Tags Panel” option to automatically navigate to the Tags Panel in the far-left remediation panel.  The Header causing the issue will be highlighted in this panel.  
	D. Select the “Show in Tags Panel” option to automatically navigate to the Tags Panel in the far-left remediation panel.  The Header causing the issue will be highlighted in this panel.  

	E. Right click and choose “Delete Selected Material or 
	E. Right click and choose “Delete Selected Material or 

	F. Click on the highlighted heading in the Tags panel and click the “Delete” key on the keyboard 
	F. Click on the highlighted heading in the Tags panel and click the “Delete” key on the keyboard 


	 
	Figure
	5-Tagging Content  What are Tags?  
	TAGS ARE DIGITAL LABELS THAT PROVIDE INFORMATION TO ASSISTIVE TECHNOLOGY (AT) USERS ABOUT WHAT ELEMENTS THE DOCUMENT CONTAINS. THESE CAN INCLUDE HEADINGS, IMAGES, TABLES, LISTS, LINKS, ETC. TAG ALSO TELL AT USERS WHERE THESE VARIOUS ELEMENTS BELONG IN THE ORDER OF THE DOCUMENT. TAGS PROVIDE IN A HIERARCHY (OR, “OUTLINE”) OF HOW A DOCUMENT SHOULD BE RED AND THEY PROVIDE STRUCTURE. TAGS INFORM AT USERS ABOUT WHAT THEY ARE READING AND HELP THEM TO NAVIGATE AND MOVE THROUGH THE CONTENT WITHIN A DOCUMENT 
	All Images, Tables, and Unidentified content must be tagged in a PDF document to make it compliant. 
	The following sections provide instruction on how to tag different types of document elements. Tagging is used to correct numerous issues identified by Siteimprove.   
	TO IDENTIFY AND/OR TAG ANY ELEMENT IN A DOCUMENT, THE READING ORDER WINDOW MUST BE OPENED. THE RADING ORDER WINDOW ALSO ALLOWS THE REMEDIATOR TO VIEW THE ORDER IN WHICH ELEMENTS IN A DOCUMENT WILL BE READ BY THE AT USER.  
	To open the Reading Order Window 
	1. Click on the Accessibility icon in the right-hand tool panel 
	1. Click on the Accessibility icon in the right-hand tool panel 
	1. Click on the Accessibility icon in the right-hand tool panel 

	2. Click on the Reading Order icon the new right-hand tool panel 
	2. Click on the Reading Order icon the new right-hand tool panel 


	 
	Figure
	5-Tagging Content (continued) 
	Tagging Images - After opening the Reading Order Window 
	D. Hold down the left click on the mouse and encapsulate the Image until it is completely highlighted. 
	D. Hold down the left click on the mouse and encapsulate the Image until it is completely highlighted. 
	D. Hold down the left click on the mouse and encapsulate the Image until it is completely highlighted. 

	E. Right click and select “Tag as a Figure” or click the “figure” button in the Reading Order Window. 
	E. Right click and select “Tag as a Figure” or click the “figure” button in the Reading Order Window. 


	 
	Figure
	5-Tagging Content (continued) 
	Adding Alternative text to images 
	Alternative text must be added to all visual content: pictures, clip art, tables, shapes, groups, charts, embedded objects and links. 
	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. 


	 
	Figure
	5-Tagging Content (continued)  
	Tagging Text 
	Identifying and tagging specific elements enables AT uses to more effectively navigate through the document. 
	The following are instructions for tagging document text. 
	Select “Reading Order” found under the Accessibility tool. 
	A. Encapsulate the text by holding down the left click of the mouse and covering all text until it is completely highlighted. 
	A. Encapsulate the text by holding down the left click of the mouse and covering all text until it is completely highlighted. 
	A. Encapsulate the text by holding down the left click of the mouse and covering all text until it is completely highlighted. 

	B. Right click on the mouse and select “Tag as text/paragraph” option 
	B. Right click on the mouse and select “Tag as text/paragraph” option 

	C.  Click the Text/Paragraph in the Reading Order Window (opened by clicking the Reading Order Icon) 
	C.  Click the Text/Paragraph in the Reading Order Window (opened by clicking the Reading Order Icon) 


	  
	Figure
	6-Tagged Annotations – Failed/Hyperlinks 
	Artifact Elements in content panel-Can this be changed as this issue is not addressed until later in the document? 
	A” Tagged Content Failed” error will display (after the Accessibility Check) has been run is any text in the document that has not been tagged as text. 
	To correct this error: 
	Click on the carrot to the left of the error, in the far-left accessibility tool panel until all components of the error are displayed. 
	Select each “Element” in the left-hand accessibility tool panel. 
	A. Right click on each Element associated with this issue.  
	A. Right click on each Element associated with this issue.  
	A. Right click on each Element associated with this issue.  

	B. Select the “Show in Content Panel” option to automatically navigate to the Content Panel in the far-left remediation panel.  The text causing the issue will be highlighted in this panel.  
	B. Select the “Show in Content Panel” option to automatically navigate to the Content Panel in the far-left remediation panel.  The text causing the issue will be highlighted in this panel.  

	C. Right click and choose “Delete Selected Material” or 
	C. Right click and choose “Delete Selected Material” or 

	D. Click on the highlighted text in the Content panel and click the “Delete” key on the keyboard 
	D. Click on the highlighted text in the Content panel and click the “Delete” key on the keyboard 


	 
	Figure
	6-Tagged Annotations – Failed/Hyperlinks (continued) 
	Artifact Elements in content panel 
	 
	Figure
	6- Annotations – Failed/Hyperlinks (continued) 
	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 in the Accessibility panel. 
	A. Select the element in the Accessibility panel. 
	A. Select the element in the Accessibility panel. 

	B. Confirm that the highlighted error is a link. 
	B. Confirm that the highlighted error is a link. 

	C. Right-click on the “Element” in the Accessibility panel and choose “Show in Content Panel” to display where the link resides in the content panel. 
	C. Right-click on the “Element” in the Accessibility panel and choose “Show in Content Panel” to display where the link resides in the content panel. 


	 
	Figure
	6- Annotations Failed/ Hyperlinks (continued) 
	Hyperlinks Continued 
	To find Unmarked Links in a PDF you must search for them using the Find Element option. 
	A. Find the highlighted link in the content panel and Right-click on the highlighted Link. 
	A. Find the highlighted link in the content panel and Right-click on the highlighted Link. 
	A. Find the highlighted link in the content panel and Right-click on the highlighted 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. Select “Unmarked Links” option from the find element dropdown menu. 
	C. Select “Unmarked Links” option from the find element dropdown menu. 

	D. Click “Find” to search for the unmarked hyperlink. The hyperlink will highlight in the document. 
	D. Click “Find” to search for the unmarked hyperlink. The hyperlink will highlight in the document. 


	 
	Figure
	6-Tagged Annotations Failed/ Hyperlinks (continued)   
	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 to open the New Tag window. 
	B. Choose the “Tag Element” option to open the New Tag window. 

	C. Choose link option in the type dropdown menu in the New Tag window 
	C. Choose link option in the type dropdown menu in the New Tag window 

	D. Give the hyperlink a descriptive title to let the user know where the hyperlink takes the user. 
	D. Give the hyperlink a descriptive title to let the user know where the hyperlink takes the user. 

	E. Click “ok” to save the changes and repeat this process for all unmarked hyperlinks. 
	E. Click “ok” to save the changes and repeat this process for all unmarked hyperlinks. 


	  
	Figure
	6-Tagged Annotations Failed/ Hyperlinks (continued)   
	 
	Figure
	6-Tagged Annotations Failed/ Hyperlinks (continued)   
	 
	Figure
	7-Content panel 
	Artifact content  
	There will be content in a PDF document that will need to hide from a screen reader and put in the background of the document also known as “artifact”. Underlined text will show up in the content panel as a path. To artifact a path, watermark and any other content in a document: 
	a. Select the content tool in the left side of the document. 
	a. Select the content tool in the left side of the document. 
	a. Select the content tool in the left side of the document. 

	b. Using the dropdown, open the page where content needs to become an artifact. 
	b. Using the dropdown, open the page where content needs to become an artifact. 

	c. Select the path(s) that need to be hidden. To highlight multiple paths, hold down the shift key and select multiple paths at one time. 
	c. Select the path(s) that need to be hidden. To highlight multiple paths, hold down the shift key and select multiple paths at one time. 

	d. Right click on the path(s) and select “create artifact”. 
	d. Right click on the path(s) and select “create artifact”. 


	 
	Figure
	7-Content panel (Continued) 
	All containers without paths 
	All containers should be together without paths and the image below is the way all pages should look in the document. 
	 
	Figure
	8-Logical Reading Order  
	WHEN READING A PDF DOCUMENT USING SCREEN READER TECHNOLOGY, ALL TEST SHOULD BE READ THE AME AS IT WOULD BE IN A BOOK (LEFT TO RIGHT, TOP TO BOTTOM). ALL DOCUMENTS SHOULD BE MANUALLY CHECKED TO HAVE THE DOCUMENT READ CORRECTLY  
	A. Select the “Order” icon from the left-hand tool panel.  
	A. Select the “Order” icon from the left-hand tool panel.  
	A. Select the “Order” icon from the left-hand tool panel.  
	A. Select the “Order” icon from the left-hand tool panel.  
	Figure


	B. The reading order for each page of the document can be viewed by clicking the carrot to the left of the page designation. 
	B. The reading order for each page of the document can be viewed by clicking the carrot to the left of the page designation. 

	C. The order in which each line section of the document is read by the AT software will display in the expanded reading order panel (see below). 
	C. The order in which each line section of the document is read by the AT software will display in the expanded reading order panel (see below). 


	 
	How to Fix the Reading Order 
	  
	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 in the order panel and drag it up or down to place in the correct order. 
	A. Select the text in the order panel and drag it up or down to place in the correct order. 
	A. Select the text in the order panel and drag it up or down to place in the correct order. 

	B. When you have moved the text, you will see the new reading order in the document. 
	B. When you have moved the text, you will see the new reading order in the document. 


	 
	Figure
	8-Logical Reading Order (continued)  
	Figure
	8-Logical Reading Order (continued) 
	  
	Figure
	8-Color Contrast 
	Color Contrast 
	Color contrast will always display as an issue after the accessibility check is run.  Issues with color contrast cannot be accurately determined by Adobe and must be manually checked by the remediator.  
	In order for a document to be accessible color should not be used as the only visual means of conveying information, indicating an action, prompting a response or distinguishing a visual element.  i.e. red text to mark fields that require mandatory fields. 
	To correct color contrast issues: 
	If the color of the text is unreadable, the edit PDF tool allows you the change the font color of text to be readable. 
	To change the color of text, select the “edit PDF” tool. (
	To change the color of text, select the “edit PDF” tool. (
	see Adding Remediation Tools
	). 

	A. Highlight the text that needs to be corrected  
	A. Highlight the text that needs to be corrected  
	A. Highlight the text that needs to be corrected  

	B. Select the font color option and change color of the text. 
	B. Select the font color option and change color of the text. 

	C. Right-click on “Color Contrast” 
	C. Right-click on “Color Contrast” 

	D. Select “Pass” to fix the error manually. 
	D. Select “Pass” to fix the error manually. 


	 
	Figure
	8-Color Contrast (Continued) 
	 
	Figure
	9-Review a Compliant PDF Document 
	An example of a Compliant PDF Document. 
	This is what a document should look like when all the errors have been corrected. There should be all green checks on all content under the Accessibility checker results. 
	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 all green checks 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 all green checks 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 all green checks to be compliant. 


	 
	Figure
	10-Using the Action Wizard 
	  
	THE ACTION WIZARD RUN MULTIPLE REMEDIATION TOOLS AT THE SAME TIME. IF YOU ARE RUNNING THE ACCESSIBILITY CHECKER AND THE RESULTS ARE A LARGE NUMBER OF ISSUES, THE STEP STIP IN REMEDIATING THE DOCUMENT IS TO USE THE ADOBE ACTION WIZARD TO AUTOMATICALLY CORRECT SOME OF THE ISSUES.  
	The Action Wizard automatically applies the following remediation tools: 
	1. Add Document Description  
	1. Add Document Description  
	1. Add Document Description  

	2. Set Open Options 
	2. Set Open Options 

	3. Recognize Text Using OCR – If an entire document page is an image that contains text, this tool will attempt to recognize the text contained within the image.  
	3. Recognize Text Using OCR – If an entire document page is an image that contains text, this tool will attempt to recognize the text contained within the image.  

	4. Detect Form Fields 
	4. Detect Form Fields 

	5. Set Tab Order Properly 
	5. Set Tab Order Properly 

	6. Set Reading Language 
	6. Set Reading Language 

	7. Auto tag Document 
	7. Auto tag Document 

	8. Set Alternate Text 
	8. Set Alternate Text 


	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	  
	10-Using the Action Wizard (continued) 
	 
	 
	Figure
	 
	10-Using the Action Wizard (continued) 
	Making accessible documents   
	1. Select the “Action Wizard” option from the right-hand tool panel to open the “Actions List”  
	1. Select the “Action Wizard” option from the right-hand tool panel to open the “Actions List”  
	1. Select the “Action Wizard” option from the right-hand tool panel to open the “Actions List”  


	 
	 
	Figure
	2. Click on “Make Accessible” in the “Actions List” 
	2. Click on “Make Accessible” in the “Actions List” 
	2. Click on “Make Accessible” in the “Actions List” 


	 
	Figure
	10-Using the Action Wizard (continued)  
	 
	3. Click the “Start” option to run the Action Wizard 
	3. Click the “Start” option to run the Action Wizard 
	3. Click the “Start” option to run the Action Wizard 
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	10-Using the Action Wizard (continued) 
	If the document does not have a title or if the title is not accurate, the Action Wizard provides an opportunity to add or change the document title.   
	 
	a. To change or add a title uncheck the “Leave As Is”  
	a. To change or add a title uncheck the “Leave As Is”  
	a. To change or add a title uncheck the “Leave As Is”  

	b. Add or change the title 
	b. Add or change the title 

	c. Click the “OK” button 
	c. Click the “OK” button 


	 
	 If the document title displayed is correct click the OK button to move to the next action prompt. 
	 
	 
	Figure
	Language 
	d. Confirm or change the language of the document 
	d. Confirm or change the language of the document 
	d. Confirm or change the language of the document 

	e. If the language is incorrect, select the correct language from the dropdown menu.  Note: a document can only be set to one language. 
	e. If the language is incorrect, select the correct language from the dropdown menu.  Note: a document can only be set to one language. 

	f. Click the OK button to save the change.  
	f. Click the OK button to save the change.  


	10-Using the Action Wizard (continued) 
	If the document language is correct, click the OK button to move the next action prompt. 
	 
	Figure
	 
	Confirm or change document Output type 
	Select “Editable Text and Images” from the Output dropdown menu. 
	Click the “OK” button to save the change. 
	 
	 
	Figure
	10-Using the Action Wizard (continued) 
	Fillable form options  
	a. If the document is intended to be a fillable form click the “Yes, Detect Form Fields” button.  This will prepare the document by identifying and labeling fillable form fields.  Note: Adobe is only able to automatically detect and label these fields if they are identified with an underline in the original document.  Adobe will not recognize form fields that are created with Design Mode tools (or the equivalent Legacy tools). 
	a. If the document is intended to be a fillable form click the “Yes, Detect Form Fields” button.  This will prepare the document by identifying and labeling fillable form fields.  Note: Adobe is only able to automatically detect and label these fields if they are identified with an underline in the original document.  Adobe will not recognize form fields that are created with Design Mode tools (or the equivalent Legacy tools). 
	a. If the document is intended to be a fillable form click the “Yes, Detect Form Fields” button.  This will prepare the document by identifying and labeling fillable form fields.  Note: Adobe is only able to automatically detect and label these fields if they are identified with an underline in the original document.  Adobe will not recognize form fields that are created with Design Mode tools (or the equivalent Legacy tools). 

	b. If the document is not intended to be a fillable form click the “No Skip this Step” button. 
	b. If the document is not intended to be a fillable form click the “No Skip this Step” button. 


	 
	Figure
	Alternative Text  
	The Action Wizard can detect images and tables contained within a document and provide the remediator with an opportunity to add alternative text to describe document images.  
	Screen reader technology will read an image and the image description is what is read back to the user. 
	For the Action Wizard to provide the remediator with the opportunity to add alternative text and table summaries click the “OK’ button when prompted by the following message: 
	The Action Wizard will identify each section of the document that may be an image, display the image and provide the remediator with the opportunity to either provide alternative text or make the determination that the image is decorative and does not need to have alternative text. 
	 
	Figure
	 
	10-Using the Action Wizard (continued) 
	The Action Wizard default for all images is to allow the remediator with the ability to provide alternative text. 
	Input the appropriate alternative text in the alternative text box.  This is the information the AT software will provide to the user. 
	To continue the Action Wizard document check, click the blue arrow. 
	 
	Figure
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	After the Action Wizard has run through the complete document, another accessibility check will automatically be run.  The results of this check will determine which issues must be remediated manually. 
	11- Fix Tables 
	TABLES CAN BE DIFFICULT FOR ASSISTIVE TECHNOLOGY (AT) USERS TO PARSE. WITH EACH CELL USUALLY REFERRING TO A ROW AN A COLUMN HEADER FOR CONTENT, ADDITIONAL INFORAMTION IS REQUIRED SO THAT THE DATA CAN BE CLEARLY UNDERSTOOD. ROW AND COLUMN HEADERS MUST ALSO BE IDENTIFIED IN ORDER FOR THE DATA TO BE UNDERSTOOD AND TO FACILITATE THE WEBSITE NAVIGATION.  
	For users who cannot perceive a visual overview of a table, understanding a data table requires reconstructing the relationship between every element of the table. 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). 
	Tip: 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 users of AT can understand what information table contains without being able to see the graphics or details of the table.  
	Giving the Table a description 
	Table Summaries 
	A table must have a summary in order to be compliant. 
	To create a simple table summary: 
	1. Open the Reading Order window by clicking the Reading Order icon in the far-right hand tool panel 
	1. Open the Reading Order window by clicking the Reading Order icon in the far-right hand tool panel 
	1. Open the Reading Order window by clicking the Reading Order icon in the far-right hand tool panel 

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


	TO IDENTIFY AND/OR TAG ANY ELEMENT IN A DOCUMENT, THE READING ORDER WINDOW MUST BE OPENED. THE RADING ORDER WINDOW ALSO ALLOWS THE REMEDIATOR TO VIEW THE ORDER IN WHICH ELEMENTS IN A DOCUMENT WILL BE READ BY THE AT USER.  
	11- Fix Tables (continued) 
	 
	3. Select “Table Summary.  
	3. Select “Table Summary.  
	3. Select “Table Summary.  
	3. Select “Table Summary.  
	Figure



	Instructions for a complex table and summary are found on the next page.  
	A. Give the Table a “Table Description”. 
	A. Give the Table a “Table Description”. 
	A. Give the Table a “Table Description”. 

	B. Click “Ok” to save. 
	B. Click “Ok” to save. 


	 
	Figure
	  
	11- Fix Tables (continued) 
	To create a Complex Table Summary 
	Robert, let me know if we can provide you with a better table for your illustration. 
	1. Open the Reading Order window by clicking the Reading Order icon in the far-right hand tool panel 
	1. Open the Reading Order window by clicking the Reading Order icon in the far-right hand tool panel 
	1. Open the Reading Order window by clicking the Reading Order icon in the far-right hand tool panel 

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

	3. Select “Table Summary.  
	3. Select “Table Summary.  


	The table description should explain all the element included in the table, so users of AT can understand what information table contains without being able to see the graphics or details of the table. See the example below. 
	 
	Figure
	 
	11- Fix Tables (continued)  Table Editor Options 
	The Table Editor Options allow the remediator to view the Heading and Data cells in a table. 
	Set label options  
	In order to view the existing table headings and table rows 
	1. Open the Reading Order window 
	1. Open the Reading Order window 
	1. Open the Reading Order window 

	2. Click the “Structure types” radio button 
	2. Click the “Structure types” radio button 

	3. Right click anywhere within the table area of the document. 
	3. Right click anywhere within the table area of the document. 

	4. Select the “Table Editor” option.  
	4. Select the “Table Editor” option.  

	5. Right click again anywhere within the table area of the document  
	5. Right click again anywhere within the table area of the document  

	6. Select the “Table Editor Options” to open the Table Editor Options window 
	6. Select the “Table Editor Options” to open the Table Editor Options window 


	 
	Figure
	7. Click the “Show cell type (TH or TD)” check box 
	7. Click the “Show cell type (TH or TD)” check box 
	7. Click the “Show cell type (TH or TD)” check box 

	8. Click OK 
	8. Click OK 


	All cells within the table will display as either TH (Table Header) or TH (Table Data) 
	11- Fix Tables (continued) 
	Table Editor Options   
	Figure
	 
	  
	11- Fix Tables (continued)  
	Setting Header Cells/Rows  
	A table must have accurately designated header rows in order to be compliant.  The following instructions provide information on how to initially set or correct header rows in a table. 
	1. Click on the Reading Order Icon in the far-right tool panel 
	1. Click on the Reading Order Icon in the far-right tool panel 
	1. Click on the Reading Order Icon in the far-right tool panel 

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


	 
	 
	Figure
	 
	A. Hold down the Shift key and click all cells that are designated to be the Table Header Cells. 
	A. Hold down the Shift key and click all cells that are designated to be the Table Header Cells. 
	A. Hold down the Shift key and click all cells that are designated to be the Table Header Cells. 
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	11-Fix Tables (continued)  
	B. Right click on table and select “Table Cell Properties”.  
	B. Right click on table and select “Table Cell Properties”.  
	B. Right click on table and select “Table Cell Properties”.  
	B. Right click on table and select “Table Cell Properties”.  
	Figure



	 
	Setting Header Rows   
	 
	D. Select “Header Cells”. 
	E. Select “Row, Column, or Both” for header cells. 
	F. Click “ok” to save your changes. 
	 
	Figure
	  
	12-Scanned Documents 
	If you are unable to tag text in a PDF document, the scan & OCR tool can be used to identify text in the document. 
	Identifying a scanned document. If text/images look faded and if you attempt to encapsulate text to tag it but adobe won’t let you select it the document has most likely been scanned.  
	 
	To make the page taggable follow these steps.  
	adobe acrobat pro dc 
	Figure
	1. Select the “Scan & OCR” tool from the right-side pane.  
	1. Select the “Scan & OCR” tool from the right-side pane.  
	1. Select the “Scan & OCR” tool from the right-side pane.  


	 
	 
	 
	 
	 
	2. Above the document a bar will appear labeled “Scan & OCR.” 
	2. Above the document a bar will appear labeled “Scan & OCR.” 
	2. Above the document a bar will appear labeled “Scan & OCR.” 


	Click the button “Recognize text” option. 
	Figure
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	3. Then choose the In “This File” option in the submenu. 
	Figure
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	Figure
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	4.   Choose Settings 
	Figure



	 
	12-Scanned Documents (Continued) 
	 
	5. Confirm the settings are:  Pages = All; Document Language = English; Output = Editable Text and Images; Downsample To = 600 dpi.  Click on OK. 
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	6. adobe acrobat pro dcChoose the Recognize Text option at the top of the window. 
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	7. After recognizing text select the “Edit PDF” tool.  
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	12-Scanned Documents (Continued) 
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	8. While in the edit PDF tool, in the top left corner of the document there will be an “image” icon. 
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	9. Click to select the image in the top left corner and hit “Delete” on your keyboard. 
	9. Click to select the image in the top left corner and hit “Delete” on your keyboard. 
	9. Click to select the image in the top left corner and hit “Delete” on your keyboard. 

	10. Save and now encapsulate the text to start tagging.  
	10. Save and now encapsulate the text to start tagging.  


	  
	13-Remediate a Fillable PDF 
	Before you can remediate a fillable PDF, review the guide on Creating a Fillable PDF. The best practice is to clear the page structure and tag the document from scratch to avoid fighting with the Logical reading order. 
	Clearing page structure: 
	A. Choose the accessibility tool and then Select Reading order. 
	A. Choose the accessibility tool and then Select Reading order. 
	A. Choose the accessibility tool and then Select Reading order. 

	B. Select Clear Page Structure to clear the document of any remediation. 
	B. Select Clear Page Structure to clear the document of any remediation. 
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	13-Remediate a Fillable PDF (Continued) 
	Tag text on form 
	A. Encapsulate all text by holding down the left click of the mouse and encapsulate all the text and it will highlight on the document. 
	A. Encapsulate all text by holding down the left click of the mouse and encapsulate all the text and it will highlight on the document. 
	A. Encapsulate all text by holding down the left click of the mouse and encapsulate all the text and it will highlight on the document. 

	B. Select the “Text/Paragraph option in the reading order to tag as text. 
	B. Select the “Text/Paragraph option in the reading order to tag as text. 
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	13-Remediate a Fillable PDF (Continued) 
	Tag input fields as “Form Fields” 
	A. Encapsulate the entire by holding down the left click of the mouse and encapsulate the entire field and it will highlight on the document. If you encapsulated more than the field, hold down the CTRL key on the keyboard and encapsulate any extra to remove. Make sure you have a solid box around on the form field. 
	A. Encapsulate the entire by holding down the left click of the mouse and encapsulate the entire field and it will highlight on the document. If you encapsulated more than the field, hold down the CTRL key on the keyboard and encapsulate any extra to remove. Make sure you have a solid box around on the form field. 
	A. Encapsulate the entire by holding down the left click of the mouse and encapsulate the entire field and it will highlight on the document. If you encapsulated more than the field, hold down the CTRL key on the keyboard and encapsulate any extra to remove. Make sure you have a solid box around on the form field. 

	B. Select the “Form Field” option in the reading order to tag as Form Field. 
	B. Select the “Form Field” option in the reading order to tag as Form Field. 
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	13-Remediate a Fillable PDF (Continued) 
	Fixing Logical Reading order 
	As the document is tagged as text or form fields, it will create a number for each item tagged. To keep the correct reading order structure, have the reading order view open to view the structure. The box containers are text, and the blue and white container are form fields. 
	A. Select the “Reading order” tool to view the number sequence in the document. 
	A. Select the “Reading order” tool to view the number sequence in the document. 
	A. Select the “Reading order” tool to view the number sequence in the document. 

	B. The text should be first and the form field should be second. In the example below, License No. should be number 7 and the form field should be 8. 
	B. The text should be first and the form field should be second. In the example below, License No. should be number 7 and the form field should be 8. 

	C. To rearrange the reading order, Select the container in the reading order by holding down the left click of the mouse and dragging the container up or down into the correct number position. 
	C. To rearrange the reading order, Select the container in the reading order by holding down the left click of the mouse and dragging the container up or down into the correct number position. 


	 
	 
	Figure
	13-Remediate a Fillable PDF (Continued) 
	Example of correct reading order structure 
	The correct reading order in a fillable PDF will make it usable to assistive technology users and allow the user to tab through fields in the correct order. 
	 
	Figure
	13-Remediate a Fillable PDF (Continued) 
	Artifact paths in the content panel 
	When paths are not artificated, they will be read as underscores by a screen reader. The content panel should have all container grouped together without any paths. 
	A. Select the “Content Panel” tool to view any paths in the document. 
	A. Select the “Content Panel” tool to view any paths in the document. 
	A. Select the “Content Panel” tool to view any paths in the document. 

	B. Highlight the paths by left clicking the mouse. To select multiple paths at one time, Select the first path, scroll to the last path, hold down the Shift key and select the last path to highlight the group of paths. 
	B. Highlight the paths by left clicking the mouse. To select multiple paths at one time, Select the first path, scroll to the last path, hold down the Shift key and select the last path to highlight the group of paths. 

	C. Right click on the group of paths and select “Create Artifact”. 
	C. Right click on the group of paths and select “Create Artifact”. 


	 
	 
	Figure
	13-Remediate a Fillable PDF (Continued) 
	D. Select “ok” to save changes. 
	D. Select “ok” to save changes. 
	D. Select “ok” to save changes. 
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	13-Remediate a Fillable PDF (Continued) 
	Example of correct view of content panel without paths 
	EE 
	Figure
	13-Remediate a Fillable PDF (Continued) 
	Accessibility Check for errors 
	The last step in remediating a fillable PDF is to check the document for errors and the image below is what an ADA compliant will look like after an accessibility check. 
	 
	Figure
	14-New and Redacted Material 
	New Material and Redacted content in document. 
	This procedure will help with remediating a document that contains newly added material and strikethrough content. 
	Tagging new material in a document, select first letter of new material and tag as a figure.  
	 
	Figure
	 
	Figure
	Once marked as a figure, right click on the figure, and select “Edit Alternative Text.”  
	14-New and Redacted Material (continued) 
	  
	Figure
	In the window of the edit alternative text, type “Beginning of new material” then click OK. At the end of the new material select the period and tag as a figure.  
	 
	Figure
	 
	Figure
	Right click on figure and select “Edit Alternative Text.” In the Alternate text window type “End of New Material,” and click ok.  
	 
	 
	14-New and Redacted Material (continued) 
	  
	Figure
	 Now the new material is properly tagged and accessible.  
	14-Redacted Material (continued) 
	 
	Just like with new material you will want to select the first letter or number of the redacted section. 
	 
	Figure
	Once selected at start of redacted section tag it as figure. 
	 
	Figure
	14-New and Redacted Material (continued) 
	 Right click on the figure and select “Edit Alternative Text” and in the alternate text window type “Beginning of Proposed deletion.” Click OK. 
	 
	Figure
	Select the last period or symbol of the section of the redacted material and tag as a figure.  
	 
	Figure
	14-New and Redacted Material (continued) 
	  
	Figure
	Right click on figure and select “Edit Alternative Text” and in alternate text window type “End of Proposed Deletion.” Click ok  
	 
	Figure
	 
	 The redacted material is now properly tagged and accessible. 
	 



