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EXTACTING DIFFICULT PAGES IN ADOBE CAN BE A GREAT WAY TO HELP REMEDIATE A DOCUMENT 
THAT HAS BEEN DIFFICULT TO FIX USING OTHER METHODS. THIS PROCESS CAN BE USED TO ISOLATE 
THE CORRUPTED PAGES FROM THE REST OF THE DOCUMENT, ALOOWING CHANGES TO BE MADE 
SEPARATELY WITHOUT IMPACTING THE ENTIRE DOCUMENT. 

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 the 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.
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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.

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.

1 

2 



 
 

 
     

        
               

            
                

     
 

 

  

 

 

 

4 

Setting PDF to Document Title 

Changing or confirming the document title is set. 
When adding a Title to the document, change the Metadata from File Name to Document Title. 

1. Click on the “Initial View” tab in the “Document Properties” window.
2. 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”
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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: 

1. Click on the “Advanced” tab in the Document Properties window.
2. Choose the “Language dropdown” and confirm that the language in the Reading

Options section of the tab is correct.
3. Click the “OK button to save any changes to the PDF title or language.
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Using/Getting the Organize Pages Tool 

To be able to enter information and submit it on a website a fillable form document must be created. 
Adobe can automatically create fillable form fields by using certain tools, make sure that the fields 
boxes are correct in naming, reading order and instructions of entering information. 

1) Open the PDF in Adobe.
2) Click on Prepare Form icon on the right of the screen.

1 

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 previously added to the guide.
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4) Be on the page that is being troublesome so that we can start extracting that page.
a) Once on the page, click on the Organize Pages tool.
b) New tools to the left and top of the document will appear.



 
 

 

 

    
      
  
     

 

 

 
 

 

 
 
 

   
   

  
     

1. The highlighted blue page is the page that we have were on before we click on the  Organized
Pages tool. To select a different page just click on another page and it will now be highlighted. 

1. Now we want to  extract the page. 
c) Go  the Extract tool  on  the top of the document. 
d) It  will open more tools  to  use. 
e) Click on the blue Extract button  to finally  extract the page. 
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2. Once we have extracted the page a new tab in Adobe will appear.
i. It will be called “Pages from” whatever the name of the document.

ii. In the new document, fix any issues that we couldn’t before we extracted it.
iii. Do not close the tab next to the Pages from Extraction tab, as that is the original

document.

Fixing/Correcting Extracted Pages 
It is now possible to fix and correct the page by clearing page structure and using the accessibility tools. 

1) One way to fix the extracted page is to follow these steps:
a) First right click on the page and select “Clear Page Structure” a few times.
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b)  Then once that done go to  the “Accessibility  Tool”. 
c) Then  select the “Reading  Order Tool.” 
d)  Then encapsulate the page and select a  structure such as Text, Figure, H1, or  Table.  
e)  *  Try to use the Autotag Document tool if  manually tagging still doesn’t work.  
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2) Now  that it is fixed check  to see  if there are any accessibility issues.  Save the  page  before using
it. 

a) Go to File then Save As. 
b) It would be good  to name the save file as the page number that it is replacing. 

3) Once  all the  steps  are completed, the  extracted page  can go  back to the  original document it 
came from. 

Inserting Extracted Pages back to Original Document 
It is now possible to fix and correct the page by clearing page structure and using the accessibility tools. 

1) Go back to the original document tab in Adobe Pro.
2) Select the Organize Pages tool.
3) Now click on the Insert icon that at the top of the

window then select From File.
4) Locate and select the extracted page that was worked

on earlier.
5) Click the Open button to add the page to the document.
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6)  Click Ok button to save the  changes.  

7) The Insert Box will appear. 

a. Select the Location dropdown to be 
Before or After a page. 

b. Then in Page it can be in the First,
Last or in the Page option select the 
page number. 

8) Click Ok and the page will now be added to
the document. 

9) Now the added page will increase the
number of pages of the original document. Delete the original page that was bugged. 

10) Now follow these steps to delete the page: 
a. Select the page that needs to be deleted. 
b. While hovering over the selected page a box with different options will appear.

i. There is a right and left rotation tool icon. 
ii. Then there is trash icon select this to delete the page. 

iii. Click OK on the popup dialog box. 
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11) Now we are back to a three-page document. 

 
12) Close the Organized Tool on the top right. 

Doing the Final Accessibility Check/Fixing Any Issues 
Now that the page has been extracted, fixed, and inserted the page to now remediate the document.
Once the document has been tagged use the Accessibility check. This is to see if there are anymore 
issues. 

1) Go to the Accessibility Tool. 
2) Select the Accessibility Check. 
3) Make sure that the box Accessibility Checker Options Box and that all the Checking Options are 

32 of 32 in all categories. 
a. If it is not changing the Category to Forms, Tables and Lists. 
b. Make sure that everything is check marked. Except the Show this dialog when the 

Checker starts. Click on the Start Checking. 

4) See if there are any issues if there are fix them. If not, then do the last 2 automatic issues that 
appear in each document. 

5) In the Accessibility Checker to the left of the document there is an issue that say Document, and
this will usually always be 2 issues. 

a. Logical Reading Order- To see if the document will be read the correct order for 
screen/document reader. 
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b.  Color Contrast- To make sure that the font contrast is  readable. (Black  font on  white 
background acceptable, Light yellow on  white background not acceptable.)  
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