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How TO MAKE ACCESSIBLE PDFS
If you are creating your own PDFs, when possible, start by creating an accessible Word

document. (See How to Make Accessible Word Documents Handout for more information.)



By creating an accessible Word document first, there will be fewer errors that you need to fix
once you convert it to PDF.

» Pro Tip: Keep in mind that a Word Document tends to be the easiest format for
screen reader technology to navigate through. So, it is best to provide information in
a Word format whenever possible.

ACCESSING THE TRAINING VIDEO AND POWERPOINTS

This training handout was developed after attending a live three session training on how to
make accessible PDFs that was presented by MSF&W in June 2021. Please feel free to access
the video recordings of the training for additional information, as well as the PowerPoint
Presentation Slides from the event.

Helpful note: Bookmarks have been added to the video recording of the training provided by

MSF&W. So, you can easily navigate through to discussion topics by clicking this icon
located in the top left corner of the videos.

TO START, YOU FIRST NEED ACCESS TO ADOBE ACROBAT PRO DC

Very important step: In order to make edits and changes to a PDF you will need access to the
Acrobat Pro DC version of Acrobat. Follow the steps at the following link to request access to
Adobe Acrobat Pro DC from the Normandale IT Department (make sure to read the page very
carefully): Faculty and Staff: Installing Adobe Software on your office computer

SETTING UP YOUR TOOLBAR

The information in this section will help you set up your Adobe Acrobat Pro Toolbar to help
make the tools you need more readily available while making sure that a PDF is accessible to
screen reader technology.

THE TAGS PANE
The tags pane is a main component to making sure a document is accessible. Here is how to
set up the tags pane so you can access it quickly:

1. Click on the View Tab, Show/Hide, Navigation Panes, Tags:

| = 3 e T
& * = i

This action will result in opening up the tags pane:


https://mediaspace.minnstate.edu/playlist/details/1_9ycnbjd1
file://EmpFs1/ShrDirs/Inet/Private/OSD/AT/How%20to%20make%20accessible%20documents%20handouts/tinyurl.com/PDFtraining
file://EmpFs1/ShrDirs/Inet/Private/OSD/AT/How%20to%20make%20accessible%20documents%20handouts/tinyurl.com/PDFtraining
https://normandale.teamdynamix.com/TDClient/1870/Portal/KB/ArticleDet?ID=78927
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2. Make sure the Highlight Content feature is enabled/checked.
Tags pane, Options, Highlight Content:
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ADDING THE ACCESSIBILITY CHECKER TO YOUR TOOLBAR
1. Go to the Tools Tab. Under the protect & standardized section--Choose Accessibility--
depending on if you already have it saved to your toolbar, it will either say Add or Open

underneath it.

83 Adob

Forms & Signatures
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Fill & Sign Prepare Form Certificates
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Share & Review
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2. Any saved shortcut icons will be displayed on the far-right hand side of your screen:



i Scan & OCR

® Accessibility

O Protect

52 EditpoF

E| Action Wizard

3. Click on the accessibility icon now listed on the right-hand side of the screen:

8 Scan & OCR

O Protect

52 EditPDF
[ Action Wizard

/% More Tools

4. Add the Accessibility icon and the Reading Order icon to your upper toolbar for easy
access at all times. This is accomplished by left-clicking on the desired item, then
holding and dragging it to the upper toolbar. Important note: If you drag your item(s) to
a blank area in the upper toolbar, it will not stay. Instead, you need to drag it between
two items that are currently on the toolbar.

5. Now both Reading Order and Accessibility Check should appear on your top toolbar:

Home Tools [ Spring 2020 Advisi.. %
e 8 Q © 5 AR BOO® w- R T B oD a0
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NOW THAT YOUR TOOLBAR IS SET UP, START BY RUNNING THE ACCESSIBILITY CHECKER

The Accessibility Checker is an automated tool that's going to create a report of issues. It can
be used as a guide as you work to repair your document so that it is accessible.

OPTION 1 (WHICH IS A BIT QUICKER IN THE LONG RUN THAN OPTION 2)

Start by adding the Action Wizard tool to your quick tools that will show on the far right-hand
side of your screen when you open Adobe.

1. Go to the Tools menu, scroll down to the Customize section, then choose Action Wizard:

Protect Redact PDF Standards Optimize PDF Print Production Accessibility

Customize

(el
2. Click on the Action Wizard tool now 3. Click on Make Accessible:
added to your side toolbar:
ACTIONS LIST
|E| Scan & OCR EI Make Accessible
. EI Archive Documents
® Accessibility
El Publish Sensitive Inform...
O Protect
E Optimize for Web and M...
= -
o= Edit PDF E Optimize Scanned Docu...
Action Wizard |Z| Prepare for Distribution

More Tools

or

4. Click Start:



— Make Accessible

Files to be processed:

[+ Demo 1.pdf

[B addFiles v
=
1. Prepare

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

5. Fir_st, make sure the proper title for the document is listed. To do this, uncheck the Leave
As Is button under the tile, then type the document title and click OK:

Description X

Title: [Spring 2020 Advising and Registration

D Leave As s

Subject: |

Leave Asls

Author: |

Leave Asls

Keywords: |

LeavaAsIs

6. The Recognize Text - General Settings should pop up. The setting should be preset to be
marked as English (US), Searchable image, and 600 dpi. Click OK. A window should then
run in_the corner of your screen saying it is converting the pages to a searchable image.

Document Language | English (US) b
Output | Searchable Image B Page 3: Converting scanned page to Searchable Image Exact
Downsample To | 600 dpi ~
oK Cancel

7. Next, a V\./ir'1d0w V\;i” pop up asking if your document is intended to be a fillable form. /7 it
does not, click No, Skip this Step:

Is this document intended to be used as a fillable form? If so, choose yes to detect
LW form fields,
Yes, Detect Form Fields Ma, Skip this Step Cancel

8. A Set Reading Language window will pop up. It is pre-set to English. So, unless you have a
document that is primarily in a different language, click OK:



Language: | English ~

9. A pop-up will show, indicating that Adobe will now detect all figures in the document and
display any figures that are missing alterative text. Click OK:

0 Acrobat will detect all figures in this document and display any figures with missing
LV aiternate text.

e

10. A blue box will appear around the image/figure the document is checking; if alterative text is
already added, it will be show in the white textbox space. Note: For the following example,
which is a logo, simply type the name of the company:

D Do not show this message again

11. Use the arrow keys to move to the next image in the document:

f-*\ e

N
Image 1 of 4 »

Alternate text: l:‘ Decorative figure

ormandale Community College

NORMANDALE

COMMUNITY COLLEGE

[ Save & Close Cancel

12. If an image is only decorative, check the box that says Decorative figure. Doing that will
tell the screen reading technology to skip over that image.

Set Alternate Text X
| Image 2 of 4 b
Alternate text: l:‘ Decorative figure

13. SAVE OFTEN! Click on both the save and close button in the set alt text window AND

Home Tools

w ® 8
the save icon in Adobe This is the only way to not lose any alt text
that you may add while working on the document at any one time!

Note: If you do not have time to add alterative text to all the images at that specific time, click
on Save & Close to run the final step of the Action Wizard.

14. The Accessibility Checker window will pop up:



Checker Options
Report Options
Cvealea:(enlh\l\tyrepnrl
Folder: \\HomeT\Home\ez6078ha Choose.

Dmm report to document

Page Range
@Au pages in document OPagE;fmm [1 to [1

Checking Options (31 of 32in all categories)

Category: | Document -
A(:Exs\b\hty permission flag is set

Document i not image-only PDF

Document is tagged PDF

Document structure provides a logical reading order

'rmlanguagm; ied

Document title i showing in title bar

EBookmarks are pi
Du:umenma;appmp

Select All Clear All

Show this dialog when the Checker starts 1

Help Start Checking Cancel

15. If an item is bold, that means there is an issue with that portion of the document. Click the
arrow next to it to see what the issue is:

Accessibility Checker x

E-

[) Document (2 issues)
Page Content

Forms

Alternate Text

Tables

Lists

D Y

Headings

16. The Accessibility Checker report will provide a status for each rule that is checked:
v Passed: The item is accessible.

 Needs Manual Check: The Accessibility Check
feature couldn't check the item automatically.
Verify the item manually.

© Failed: The item didn't pass the accessibility
check.

« Skipped By User: Rule was not checked
because it wasn't selected in the Accessibility
Checker Options dialog box.

OPTION 2

1. Select the Accessibility Checker icon that is now located at the top of your toolbar:
2. The Accessibility Checker Options window will pop up.
3. Click Start Checking:



Report Options
Create accessibility report
Folder. \\Home1\Home\ee6078ha Choose.

D Attach report to document.

Page Range

©AHpagEsm document OPaga;fmm |1_ to ’1_
Checking Options (31 of 32 in all categories)

Category: | Document v
A((Esslbmtyperm\ssmnﬂaglsset

Ducumentlsnut\mage-wnlyPDF

Dncument is tagged PDF

Dn(ument structure provides a legical reading order

TExtIanguagE\s specified

Ducumentl\t\e\s showing in title bar

Bookmarks are present in large documents

Dn(umenthasappmpnale coler contrast

Select All Clear All

Shnwth\sd\a\ngwhantha[ha(karstarts I

Help Start Checking Cancel

4. If anitem is bold, that means there is an issue with that portion of the document. Click the
arrow next to the item to see what the issue is.

Accessibility Checker x
E' -
I

> Document (2 issues)

> Page Content

> Forms

S Alternate Text

> Tables

> Lists

> Headings

5. The report will provide a status for each rule that has been checked.
¥ Passed: The item is accessible.

@ Needs Manual Check: The Accessibility Check
feature couldn't check the item automatically.
Verify the item manually.

© Failed: The item didn't pass the accessibility
check.

+ Skipped By User: Rule was not checked
because it wasn't selected in the Accessibility
Checker Options dialog box.

Helpful Note: No matter how accessible you make a Word document, there are a few errors/fails

and manual checks that will always pop up when you convert it to PDF. Those errors/manual
checks include:

The title error:

How to fix it: First, right-click on the title error in the checker, then click fix:
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Bookmarky Fix

_ [

Next, uncheck the Leave As Is button under the title, and then type the document title. Click
OK. Note: You might have to resave your document in order for the title to show up as
passed.

Description X

Title: [Spring 2020 Advising and Registration

D Leave As Is

Subject: |

Leave As Iz

Author: |

Leave As Is

Keywords: |

LeaVeAs Is

Logical reading order:

More information about logical reading order can be found in the section called: “The Reading
Order tool is very important.”

Color contrast

You cannot really change color contrast in PDF. So, if you have the Word format of the
document, make sure to change the color contrast before you switch the document over to a
PDF.

MAKING SURE ALTERNATIVE TEXT IS ADDED TO MEANINGFUL IMAGES IN A PDF

For meaningful images that have essential information in them, make sure alternative text is
added. Alterative text (commonly referred to as “alt text”) can be read by screen readers, and
helps people who are blind or have low vision understand what images and other objects are in
a document. Without alt text, an image on a page will simply read as “image.”

HOW TO ADD IN ALTERATIVE TEXT
1. Click on the Accessibility icon--instructions for adding the Accessibility icon to your most
used tools can be found in the “Adding the Accessibility Checker to your toolbar” section
of this document.

i Scan & OCR

® Accessibility
O Protect

52 editpor
E Action Wizard

% More Tools



11

2. Click Set Alterative Text. This will allow you to do one of two things: (a) verify that
existing alterative text is correct, or (b) add in alterative text to images that do not have it
yet.

I:% Autotag Document

Reading Options
@ Accessibility Check
@ Accessibility Report

|___,?‘ Identify Form Fields

E Set Alternate Text

"3 5e|Review and set alternate te

B} Rreadine Order

3. A notification will pop up saying Acrobat will detect all figures in the document and
display associated alterative text. Click OK:

o Acrobat will detect all figures in this document and display associated afternate text.
DDU not show this message again

| ==l

4. A blue box will appear around the image that the document is checking; and if alterative
text has already been added, it will be shown in the white textbox space. Note: For the
following example, which is a logo, simply type the name of the company.

5. Use the arrow keys to move to the next image in the document:

f_"\ =

N
Image 1 of 4 b

Alternate text: l:‘ Decorative figure

ormandale Community College

NORMANDALE

COMMUNITY COLLEGE

[ Save & Close Cancel

6. If an image is only decorative, check the box that says Decorative figure. Doing that will
tell the screen reading technology to skip over that image.

Set Alternate Text X

4 Image 2 of 4 13

Alternate text: |:| Decorative figure

a.
7. SAVE OFTEN! Click on both the save and close button in the set alt text window AND

Home Tools <

w @ 8
the save icon in Adobe. i This is the only way to not lose any alt text
that you may add while working on the document at any one time!
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THE READING ORDER TOOL IS VERY IMPORTANT

The Reading Order tool is fundamental in making sure your PDF is structured correctly. It is
used to select and tag content correctly, mark items as decorative, and add data table headers.
Terminology tip: In Adobe, a decorative image/alterative content is referred to as an Artifact,
and an image is called a Figure.

THIS IS KEY: MAKE SURE YOUR READING ORDER WINDOW IS SET TO THE CORRECT SETTINGS
1. Click on the Reading Order icon, which should now be located on your top toolbar:

2. Make sure that: Show page content groups is checked, Structure types is marked,
Show table cells is checked, and Show table and figures is checked:

Draw s rectangle around the contentthen clck one of &
the buttons below: o
Text/Paragraph Figure

Form Field Figure/Caption
Heading 1 Heading 4 Table
Heading 2 Heading 5 cel
Heading 3 Heading § Formula

Reference (q] Note (2 Background/Artifact

Teble Editor

ST -

(O)Poge contentorder
-

D Display like elements in a single block.

Show tables an igures .

Clear Page Structure. Show Order Panel

Helo Close

List of standard tag types in PDF

WHAT THE READING ORDER TOOL LOOKS LIKE WHEN IT’S ACTIVATED
Once you have your Reading Order tool properly set up (see previous section), review your
document to make sure it is set up correctly.

Important note: When the Reading Order tool is activated, there should be gray boxes around
the content in your pages. See below example:

Reading Order H

N
N ANDALE| °

COMMUNITY COLLEGE

" Spring 2020 Advising and Regist

2\ Message from the President j

,,,,,,,,

l@NeIcome to Normandale Comn  []swow e coment groups .

Normandale is proud to be a pl;
students at any point of their et
providing them a path to succe: —
the scholarship of teaching and :
provide academic, career-focus

based programs to help our stu

their goals. For fifty years our Gemvasesraswns -

Important Terminology when using the reading order tool:


https://kbpdfstudio.qoppa.com/standard-pdf-tag-types/
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« An image that is essential and should be described should be labeled as a Figure.
« The title of the document should be labeled as H1 (Heading 1).

The first section after the title should be marked as H2 (Heading 2).

Each paragraph should be labeled as P (Text/Paragraph).

» An image that is only decorative should be labeled as a Background/Artifact.

7
‘0

L)

X3

%

DS

How TO UPDATE THE READING ORDER TAGS
1. Be aware that when the Reading Order tool is activated, your cursor will turn into a

cross icon that looks like this:
2. To update a tagged/reading order section in your document, drag and draw a box

around the area that you want to update.

Pro Tip: Draw the box a bit bigger then you actually need it. That will help make sure the

Reading Order tool catches the full area that you wish to update.

“Directory of Services
=\ dmissions Office*
@52—358-8201, Rm P 0838
Mon-Thurs 8 am-5 pm, Fri 8 am-4:30 pm
EmaiIissions@normandale.edu
iispanly. normandale.edu/admissions

E\dﬁbﬁﬂ‘&&ﬁmﬁﬁﬁm* -

3. The area that you drew the box around will have purple boxes in the selected area

)irectory of Services
‘dmissions Office” ‘
1352185818201, | RIm|P 0839

Mon{IThurs 8l amib| il Fri 8 a3 o
Email e, |

Pro Tip: I/f you drew a box but did not get the full area that you wanted, click on an area
of white space in the PDF and it should undo that last step so you can try again.

4. Choose the Reading Order tag that you want. In this case, | want my selected area to be
all under the same Text/Paragraph tag:

— —— -5 el -
irsctory of Servies . T [dmiomotfes
¥ . - r - - . Rm
“hdmissions Office® + et | | ey — ;
= - —=x Mon-Thurs 8 am-5 pm, Fri 8 am-4:30 pm
EFIEEMEREE| - O el .
b1 ﬂl:l FhH — — — Email: ggmissions@normandale.edu

" I
e www. normandale edu/admissions

] 1 e S .
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WHAT IF A SECTION OF THE DOCUMENT IS TAGGED INCORRECTLY?
Sometimes, items in the PDF may be tagged incorrectly. In this example, a page is incorrectly
structured so it reads from the far left to the far right, row by row:

I

kely to be endorsed as a means of psychological coping. We temporary increases in authoritarianism. Although Sales’s interests
Elefare predict that the extent to which an external system is lay in demonstrating the relationship between threatening experi-
perceived as benevolent will moderate the extent to which it will ences and the display of behaviors typically associated with au-
be increasingly relied on following reductions in personal control. thoritarianism, and not on the relationship between levels of per-
Studies 3 and 4 directly test this notion. We are not proposing, sonal control and the endorsement of external systems of control,
however, that perceived benevolence is the only potential moder- some of his data are very supportive of the latter position. Namely,
ator of this relationship. Other moderators also likely exist. For Sales demonstrated that during times of threat, such as the Great
example, an external system may also need to be perceived of as Depression and other economic downturns, (a) conversion rates
capable of providing order, or as being efficacious, to serve as a into religious sects offering high levels of imposed order increased,
likely source of compensatory control. Moreover, in extreme cir- (b) conversion rates into religious sects offering low levels of
cumstances, such as following dramatic reductions in perceived imposed order decreased, and (c) interest in supernatural sources
personal control, people may rely on any external system avail- of order in general (as measured by the publication of books
able. We discuss these possibilities further in the General Discus- dealing with such topics) increased. Although these data are of

To fix this so that it is structured to read down each respective column before reading the next
column, open your Reading Order tool and draw a box around each separate column:

20 KAY., GAUCHER. NAPIER, C.

kely to be endorsed as a means of psychological coping. We t
fore predict that the extent to which an external system is 1
perceived as benevolent will moderate the extent to which it will e
be increasingly relied on following reductions in personal control. t
Studies 3 and 4 directly test this notion. We arc not proposing. s
however, that perceived benevolence is the only potential moder— s
ator of this relationship. Other moderators also likely exist. For s
example, an external system may also need to be perceived of as I
capable of providing order, or as being efficacious, to serve as a i
likely source of compensatory control. Moreover, in extreme cir- «
cumstances, such as following dramatic reductions in perceived i
personal control, people may rely on any external system awvail- <
able. We di these possibilities further in the General Discus- <
sion. <
Tt

<

In the remainder of this aficle, we review empirical evidence |
that supports is low or

PN — H : o et

Your new selected area will show the selected words in purple. Next, choose Text/Paragraph:

AU UEIENSE U1 EAICTIAL SYSIEHIS U1 CONUOL SHOUIU HICTEaSE, So s ste s o ees Sppop s sy sgmeis simesoe -
This prediction is based on a rich history of theory and empirical uncontrollability lead to increased dependence on external systems. Rather,
. P any outcome tl
research suggesting that in times of threatened personal control, R TP
- . . . phenomenon. ; Readir g Order
people will increasingly align themselves with external sources of outcome (c.g
‘conlml.‘ Most notably, Rothbaum, “’gisz. and Snyder’s (1982) controllable D"I
influential two-process model of perceived control suggests that  pair of Panis | praw a rectangle around the content then click one of
when people’s means of primary control—that is, people’s ability personal contrc the buttons below: %
to directly influence their environment in line with their personal pensatory conli
l: Text/Paragraph Figure
Form Field Figure/Caption
Heading 1 Heading 4 Table
Heading 2 Heading 3 Cell —
Heading 3 Heading § Formula
1
! Reference (g) Note (z) Backgreund/Artifact
20 KAY, GAUCHER, NAPIER, CALLAN, ANI
kel ndors ean: chologicallFopin temporary ing JoEilEdvor
forg| predict] that| the Exten hic| xtern: ste: lay in demon
berceiv: nevolent| il jmoderatelfhe] bxten hic! il ences and thy T —
3 - - - . . . oW page contenf roups
b fncreasinglyjfelis ollowing| feduction ersonalfontrol thoritarianisn B ol u
Btudic: 1 |r‘ac|1 esi fhig hotion of proposin sonal con!ml OPagE T iy
however Jthaperceivs nevolenc hef bnlylpotential fnoder: some of his d
10! hig felationshy ther] noderatory hlsof Jikely] Exist] For Sales de_muru @ Structure types
xample, xlernall bysteny fnay] hlsofee: rcelves Depression a
abl roviding]prder}] eing pfficacious. v into religious Show table cells ]
ikely{fourc ompensatory] Fontrol] Moreover]fnlExtreme]Eir (b) conversic
Fumstances) hy following| Hramatid feductiond |of berceived imposed orde DDISplay like elements in a single bleck
bersona Hfmlﬂ“m hnyl Evstemy fuvail. of order in |
[y EcusdtcsdpossibintticdurthedflfidGencrafDiscus]  dealing with  [] Showtables and figures u
course correl:
In the remainder of this article, we review empiricalr evidence tive hislpﬁca Clear Page Structure... Show Order Panel
that supports the notion that when persenal control is low or control, it is

Doing that should break the section you want into its own paragraph to help make sure the
material is read in the correct order. However, the second paragraph in this example will now
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need to be relabeled. The easiest way to do this is to left-click on the P icon (circled in yellow
below) so that the box turns blue, then right-click and choose Delete Selected Item Structure.

w{  Run Form Field Recognition

mpirical
control,

\ £
‘“ﬁi;s;’, oul | Delete Selected Item Structure |
ests that pai
s ability  per Clear page structure

personal per
Tag as text/paragraph
Tag as background/artifact
Tag as figure
Tag as figure/caption
Tag as cell
R, NAPIER, CAl )
Tag as form field
ing. We

ystem is Tag as formula
hit will
control. Tag as heading 1
oposing,

moder-
«ist. For
ed of as

Tag as heading 2
Tag as heading 3

rve as a
eme cir-
erceived
m avail-
Discus-

Tag as heading 4
Tag as heading 5

WHAT IF NO TAGS ARE ADDED TO THE ORIGINAL DOCUMENT?

Sometimes when you go to check or update the reading order in a document, no tags pull up
while you have the Reading Order tool open. If that is the case, it likely means that no tags have
been added to that document yet.

1. Run the Accessibility Checker report, then click on the Tags icon, right-click where it
says No Tags available, and click on Adds Tags to Document:

W B2 Q © 1/ k

I.I_:a Tags X
E-®
@ No Tags available G

Create Tags Root ‘
@ l Add Tags to Document Jl

2. A Recognition Report will pop up. You can DISREGARD that and EXIT out of it:
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Recognition Report X

Add Tags Report for -
Kay.pdf

Summary

+ Introduction

» 18 reduced confidence pages
* 18 figures missing AltText

* Hints for Repair

Reduced Confidence Pages
s

Page 1: Next Page

+ Figures to check. (How To Fix
3. Now when you go back to your tags icon, the auto tags should show up and you should

now be able to make changes using the Reading Order tool.

WHAT IF A PAGE IS JUST SHOWING UP AS ONE LARGE “FIGURE”?

Sometimes when you go to work on the reading order on a page, the whole page itself will be
labeled as one big image (aka Figure), as in the following example:

ER. NAPIER, CALLAN, AND LAURIN

e Figure - No alternate text exists.

; to be endorsed as a means of psychological coping. We  temporary increases in authoritarianism. Although Sales’s in#rests
predict that the extent to which an external system is  lay in demonstrating the relationship between threatening’cxperid
srccived™ys benevolent will moderate the extent to which it will  ences and the display of behaviors typically associatgel with au]
My relicd on following reductions in personal control. thoritarianism, and not on the relationship between Jévels of perd
& directly test this notion. We arc not proposing,  sonal control and the endorsement of external syspéms of control
swever, that poxgeived benevolence is the only potential moder-  some of his data are very supportive of the latter gbsition. Namely

or of this relatiohghip. Other moderators also likely exist. For Sales demonstrated that during times of threa# such as the Greal
ample. an external®gystem may also need to be perceived of as Depression and other economic downturnss (a) conversion rates
\pable of providing oNer, or as being efficacious, to serve as a into religious sects offering high levels of jfiposed order increased
tely source of compenshjory control. Morcover, in extreme cir- (b) conversion rates into religious segfs offering low levels off
imstances, such as followipg dramatic reductions in perceived imposed order decreased, and (c) ing#fest in supernatural sources]

srsonal control, people may“gly on any cxternal system avail-  of order in general (as measured/by the publication of books
sle. We discuss these possibiliigs further in the General Discus-  dealing with such topics) incregéed. Although these data are off

on. course correlational. to the extgfit that such threatening and restric-|
In the remainder of this article, W§_review empirical evidence tive historical incidents m; have reduced feeling of personall
at supports_the notion that when pyrsonal control is low or control, it is suggestive offour general model.

reatened. pJjople increasingly support“xternal sources—most Other findings withinghis tradition are also worth noting. Again
pically, God and government. Then, in fixg studies. we empiri- although none of thepd test our exact model, and most are corre
ly test the compensatory control model inNhe context of both lational, many are glpportive of the notion that believing in reli

ligious and governmental systems of control. gious sources ofControl, such as God. can compensate for de
creased percepdfons of persconal control. Work on elderly people
for example has demonstrated that as people age. their beliefs inf
God-medigfed control increase, an increase that is associated with|
increasgd well-being (Krause, 2005). Indeed. this increase in be
liefs i God-mediated control may explain why well-being doed
notGenerally decrease with age, despite the fact that levels off

- ennal cnntral An (Qhanira Qandman (eaceman & Ceaceman

Religious Belicfs as a Compensatory Meclwni
Control

abandon them or give them
that according to His holy

to fortune or chance [italics addow

1l He so rules and governs them

What appears to be the most accurate way to fix this is to first clear the page structure (see
below example):



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

0,

Text/Paragraph Figure

Form Field Figure/Caption
Headling 1 Heading 4 Table
. ER, NAPIER, CALLAN, AND LAU
€ O alte €1ext € Heading 2 Heading 5 Cell
hinlikdy to be endorsed as a means of psychological coping. We temporary increases
kherefory predict that the extent to which an external system is lay in demonstratin Heading 3 Heading 6 Farmula
perceiv benevolent will moderate the extent to which it will ences and the disp
be increasin}]y relied on following reductions in personal control. thoritarianism, and Reference (q) Note (z) Background/Artifact
Btudies 3 and¢ directly test this notion. We are not proposing, sonal control and tl
however, that pexgeived benevolence is the only potential moder- some of his data are
htor of this relatiohghip. Other moderators also likely exist. For Sales demonstrated Table Editor
example, an externalNystem may also need to be perceived of as Depression and otl
keapable of providing oler, or as being efficacious, to serve as a into religious sects |
likely source of compensi{ory control. Moreover, in extreme cir- (b) conversion rate Show page content groups u
fumstances, such as followipg dramatic reductions in perceived imposed order dect
personal control, people mayely on any external system avail- of order in genera OPage BRI
hible. We discuss these possibilitigs further in the General Discus- dealing with such © SRS
kion. course correlational
In the remainder of this article, review empirical evidence tive historical inci Show table cells -
hat supports the notion that when onal control is low or control, it is sugge:
khreatened. people increasingly support“gxternal sources—most Other findings w, DQ.;p\ay like elements in a single block
bypically, God and government. Then, in fi\g studies, we empiri- although none of tl
kally test the compensatory control model inNhe context of both lational, many are Show tables and figures m
keligious and governmental systems of control. gious sources of/c
Religious Beliefs as a Compensatory Mechypism of CleanBoosStnciuee Show OsderRanel
(G [ Help [ Close
‘We believe that this good God, after He had created all thing¥ did not L
e e e i God-mediawu-comror mmay-expram-wny-wen=vemg-uoey

You will receive the following warning window. (This should only clear the structure for the

current page you are on.) Click Yes:

Adobe Acrobat

Do you really want to delete all the current page structure?

Then, using the Reading Order tool, you would draw boxes around each of the respective
sections of the page and tag them accordingly. Using the above example, the new page

structure should look like the following example:

e GOD AND THE GOVERNMENT 21

ersonal control. We do not dispute the important role that
ily concemns play in the adoption of religion, especially as it
[pertains to beliefs in an afterlife and the cultural norms supported
by religious ideology. Our emphasis here is merely on a different,
land likely complementary, existential basis for the belicf in God.
[Although it is conceivable that mortality concerns (or, for that

jt pressing argument one generally needs to make is to con-
vince others (or one’s self) that he or she exists. When motivated
lto defend govemmental and sociopolitical systems, however, peo-
Iple do not need to argue for their existence (as this is self-cvident);
instead, in such cases, defending them is generally manifested as

ana of external systems. When motivated to defend God, the

deeper understanding of the role external systems may play in
helping us meet this desire to perceive order as opposed to ran-
domness. It is not on why we hold this desire—which is a topic
that has received considerable attention elsewhere (e.g., Dechesne
ct al., 2000; Greenberg et al., 1995; Kay et al., 2002; Kruglanski,
1989; Kruglanski & Webster, 1996; Landau et al., 2004, 2006)—
nor on documenting the desire itself, which also has been widely

(for reviews. see Janoff-Bulman, 1992; Skinner, 1995).

ensatory Control, Governmental Control, and the
System Justification Motive

ozens of experiments under the umbrella of system justifica-
|Er theory (Jost & Banaji, 1994) have demonstrated that people
often defend. justify, excuse, and trust the social systems within
which they function (sce Jost et al., 2004; Kay et al., 2007, for
reviews). Whether operationalized as society in general, the gov-
lernment, or specific institutions such as one’s university, people
have been shown to engage in psychological processes aimed at
defending the legitimacy of their social systems (Jost & Kay, 2005;
Kay et al,, 2002; Kay & Jost, 2003; Kay, Jost, & Young, 2005;
Lau, Kay, & Spencer, 2008). Although several theoretical expla-
nations have been put forth to explain this phenomenon (see Jost
& Hunyady, 2002, 2005; Kay & Zanna, in press), there is a dearth
Ny 5

- L s

matter, many other sets of concems, including needs, their legiti and their exis-
beliefs in the ability of the individual to seek positive outcomes ltence.
and avoid negative ones, etc.) are themselves a significant con-
tributor Lo the desire (o protect one’s self from perceptions of e
the goal of the present set of studies is to gain a H2

five studies, we tested the prop that
lEI:uduals are more likely to endorse and defend external systems
lof control, such as God and government, when personal control is
low or threatened. In Study 1, we experimentally manipulated
Ifeclings of personal control (via a memory task, in which partic-
ipants were asked to remember events from their recent past over
which they did or did not have control) and then assessed the
|effects of this manipulation on beliefs in the existence of God as an
lexternal source of control. To the extent that beliefs in God serve
la compensatory control function, we predicted that beliefs in the
lexistence of God would increase after the manipulation designed
lto temporarily decrease feelings of personal control. To more
Iprecisely examine the compensatory control mechanism we sug-
|zest underlies this effect, we also introduced a moderator variable
into this design. The dependent measure was varied such that half
lthe participants were asked about beliefs in the existence of God
lframed in a way that emphasized a controlling nature (i.., God as
|controller), whereas the other half were asked about beliefs in the
lexistence of God framed in a way that deemphasized a controlling
nature (i.e., God as creator). We expected this to moderate our
[findings, such that beliefs in the existence of God would show
significantly more movement as a function of the control manip-
ulation when the controlling, rather than creationist, nature of God
was emphasized in the dependent measure.

= = = — ™




VERIFYING LOGICAL READING ORDER IS CORRECT
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Once the document is tagged, you need to manually verify that the tags are all placed in logical
reading order. This is done by following these steps:

1.

2. As you move through the tag tree, an

@ Tags
n 2@

v & o5

>

> d <P>
> #] P>
> #] <P>
> § <H2>
> q <>
> W <P
> #] <P>
> d <P>

A R AN

box around it.
Tags

B-®

v B Tags
> 4§ <Figure>
> ) <P>
5 ] <p>
> ) <P>
> @ <H2>
5 ] <>
>( 9 <P>

==

@ <Figure>

X

The mox compensatory control we have proposed abovd
nd the test of it we provide below can, we believe, help to explair
shy people are motivated to place their faith in these types of
xternal systems—that is, because of their potential for compen-]
Lating for lowered levels of personal control. Although not tradi
ionally viewed as such, governmental and organizational institu
ions, we believe, can serve very similar existential needs to thosd
kerved by religious ideologies. Given the clear rules, guidelines)
orms, and structure formal systems provide, governments and
rganizational systems, much like religions, hold the potential t
elp people imbue their worlds with order and control. Indeed, i
as been explicitly suggested that existential needs are a key
inderlying driver of the system justification motive (Jost & Hu
yady, 2005). To this end, although the first set of studies pre
kented investigates the relation between personal control and be-
iefs in religious control, the later set tests this model specifically
n the context of defending societal and governmental systems.
aking explicit the contribution of our model of compensatory

ontrol to system justification theory.
Although believing in God and defending the legitimacy of

one’s social system may seem like conceptually unrelated depen-
dent measures, they both fit our main construct of interest: the

How to fix a tag that is not in the correct reading order
As you are checking the items in the document’s tag tree (that is, using the down arrow on your

keyboard to verify order), you may notice that some items are not in the correct reading order.
There are two different ways you can fix that:

Option 1

Select the tag that you want to move, then drag and drop it to the location you want it to go to.

(A little line will show to indicate where you are dragging the new tag to):

Open up the Tags pane. Starting at the top of your tag list (aka your tag tree), use the
down arrow on your keyboard to move through your document:

item that you are currently on will have a purple

God o @
threat that this manipulation pos
in order, structure, and nonrand
introduced a mediator variable
extent to which the control ma
order and nonrandomness. If the
on beliefs in the existence of Go
the threat it posed to participants
structure. and nonrandomness tl
pected the threat variable to mec
In Studies 3 and 4, we sought
compensatory control can also
systems of control other than re
societal institutions. In Study !
national, and cross-cultural data
in personal control predict suppc
exert control over people’s lives
on governmental systems to cc
perceived personal control, then
ables to be significantly and neg
tions of personal control should |
to which governmental systems
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Option 2
Cut and paste the tag in the location that you want it, by following these steps:
1. Choose the tag that you 2. Hit Ctrl X to cut (The tag will then
want to move: gray out for a moment):
( & s i
> \7 ~—reyfE
) J <H2
> ql v nﬂ'rr] fl <P=
3. Find the location that you want the tag to go below and hit Ctrl V to paste:
— v E] Tags
v 5 \:’-3|<F|gure>l
b H1 R
<H1
, & > 9
= ....... i ) \3 <H? ‘\k
> @ thitting Ctrlv= L L

VERIFYING THE LANGUAGE RULE

In most cases, the language rule will actually show up as “passed” in the Accessibility Checker.
A few times, this may not be the case is if the document is a scanned document or if it is a
document that has more than one language in the text.

Right-click on the language error, choose fix, and choose the language you want for the entire
document:

Language: | English b

OK Cancel

() Primary language - Failed
[N

WHAT IF A DOCUMENT HAS MORE THAN ONE LANGUAGE?
To specify language in various sections of a document that has more than one language, follow

these steps:

1. Go back to your tag tree list, and find the section that is in a difference language. Right-
click that tag and choose Properties (See below example):



> @ <H3= -

> §f <H New Tag...
@ > @ <Fi Cut

D > 9 {:E Delete Tag

> 9 ‘pJ Delete Empty Tags
Z;J > € <P:

> § <P
‘% ) 5> q< Find Tag from Selection

> § <H Create Tag from Selection

Reading Order (x)

Find...
> @ <H =
> q <P Copy Contents to Clipboard
<P
> 1 Edit Class Map...
<P
> 9 Edit Role Map...
S q’i <p
> & <H Tag Annotations
y q <P « Document is Tagged PDF

> 4 <H Apply Role Mapping to Tags
> 4 <P7 + Highlight Content

- oy Properties.. [}
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2. An Object Properties window will pop up. Choose the language that you want that tag to

be, then click Close:
Uraw a rectangle around the content then click one of

Object Properties !

Content 139 Color

Type |Paragraph hd |
Title: I
Actual Text: I

a\
a_ Alternate Text:
in
it o |
i Fanguage: |Spanish v ]
in B
at Edit Tag... Edit Attribute Objects... Edit Attribute Classes...
rr Close
N

TABLE HEADER ERROR

1.

With the Reading Order tool open, right-click within the table and choose Table Editor:



[F:lost of Attendance

[plll budget items shown

spaninding less than full-t
and maximum awards m

[halrect Costs |

= =l =l
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v Show reading order panel
Show page content groups 4 ttenda
Display like elements in a single box wever
v Show table cells |ESS th
v Show tables and figures
Table Editor |
Edit Table summary
Clear page structure
_ I i 0
[p5 3,117 [[pp 3,117 (756,234 |

ed Indirect Costs |

2. Doing Ehat will cause your Reading Order tool to go to the background and turn your
table cells pink, which will allow you to change the properties of each individual cell:

5.

irect Costs

Fall Spring | Annual
Tuition and Fees* $2,617 | $2,617 | $5,234
pooks and Supplies S 500 S 500 $ 1,000
h’ota[ Direct Costs $3,117 | $3,117 | $6,234

*Helpful tip: In this example Fall, Spring, and Annual are all headers and they would be
columns because you want the reader to read down each of those respective headers.
Likewise, Tuition and Fees, Books and Supplies, and Total Direct Costs would be
headers as well, but we would list those as rows because we want the reader to read

that information left to right.

Click on the cell that you want to update, and a light blue outline will appear:

irect Costs

Fai?‘u Spring | Annual
Tuition and Fees* 52617 | 52,617 | 55,234
Books and Supplies $ 500 | $ 500 | $1,000
rl'otal Direct Costs $3,117 | $3,117 | $6,234

Right-click within that cell and choose Table Cell Properties:

Irect Costs

Fal! gable Cell Properties...
Fuition and Fees* S 2,¢ Table Editor Options...
—books and Supplies S 5
- Auto Generate Header Cell |Ds
Total Direct Costs $3,1 .

Then you can indicate if the cell is a header or a data cell. Next, indicate if that same cell
is for either a row or a column, and then click OK. In this example, Fall is a header and it

is a column cell:
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' Table Cell Properties X
1| Type o
|

@ Header Cell Scop: |Neone ~

O Data Cell Row
|
; Attributes Both

None
Row Spaly !T

Column Span: |1

ID: |

i Assaciated Header Cell IDs: sﬂa

6. Once you have made a change to a cell’s property, the cell will turn red.

Oirect Costs
Fall Spring | Annual
Tuition and Fees* S 2,65?7 52617 | 55234
Books and Supplies $ 500 | $ 500 | $1,000
h‘otal Direct Costs $3,117 | $3,117 | $6,234

You will need to repeat this process for each cell that has a header in the table. Pro tip:

If you have cells that will be set up with the same property settings, you can highlight

more than one cell at a time and update the setting that way.

Direct Costs
Fall Sp&&@jﬁual
Tuition and Fees® Sl 52617 | S5 55234
Books and Supplies $ 500 | $ 500 | $1,000
h‘otal Direct Costs $3,117 | $3,117 | $6,234

TABLE SUMMARY RULE

This rule can be ignored and skipped. Essentially what Acrobat is trying to have you do is
manually add in a summary of each table. However, even if you followed the steps to add in a
table summary, screen reader technology would not be able to read that information.

TABLE REGULARITY ERROR

The table regularity error will be displayed if your table does not have the same number of
columns in each row or the same number of rows in each column (i.e. you merged some cells).
In cases like this, you cannot use the Table Editor to fix this because the Table Editor does not
allow you to add cells. You can fix the error by following these steps:

1. In the Accessibility Checker, look under Tables. If you see the Regularity — Failed
error, click the down arrow and click on the respective element. Doing that should
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highlight the table in question. Next, right-click on that element and choose Show in

N

I'I'ags Panel.

o [ Accessibily Checker | x
EI -
5 Document (2 issues)
5 Page Content

@

>
>

Forms

Alternate Text (1 issue)

Fall Spring | Annual
Room and Board $3,768 | $3,767 | $7,535
Transportation** $1,231 | $1,232 | $2,463
Personal/Miscellaneous*** | $2,346 | $2,346 | $4,692
Total Est. Indirect Costs $7,245 | $7,245 | $14,490

Refund Policy

@q\} | Tables (1 issue)

Rows - Passed

TH and TD - Passed

hegistraticm Changes (Spring Semester)

Drop/withdrawal from
some, but not all classes

Drop/withdrawal
from all classes

Through the 5th day of the semester

1

1

Headers - Passed

2
v JE£) Regularity - Failed

>
>

EJ Element
| Skip Rule
Si =1
d Semmay Explain

Lists (1 issue)

Show in Content Panel

Headings (1 i
Show in Tﬁgs Panel

Remainder of the semester

6th-10th day of the semester 0 0.75

11th-15th day of the semester 0 0.5

16th-20th day of the semester 0 0,25
]

T, iy

This cell is what is causing
the Table Regularity Error

Check Again
Show Report

Options

2. This should highlight that table for you and jump to the exact location in the tag tree
where that table is located. Click the down arrow of that table.

@

B
©

> (B <Table>
> @ <He>
> [E <Table>

[v B <Table>

<P>

» EF <TR¥
s &8 <TR>
» BB <TR>
s> B8 <TR>

y B8 <TR>

.« e olun.

Note TR Stands
for table row

Refund Policy

egistration Changes (Spring Semester) ||

Drop/withdrawal from
some, but not all classes

Drop/withdrawal
from all classes

Through the 5th day of the semesterl

1|

6th-10th day of the semester | 0.75
11th-15th day of the semester 0.5
(16th-20th day of the semester 0.25|

Remainder of the semester|

=0 E=F E=J =] L3

&

3. In this example, we know the issue is in the last row of the table, so find the last row in

the table and the data cell next to the empty cell. Then right-click and choose New Tag.
(See below picture for example.)

Accessibility || New Tag...
o o Cut Fall Spring | Annual
2 ® Delete Tag m and Board $3,768 | $3,767 | $7,535
Delete Empty Tags nsportation** $1,231 | $1,232 | $2,463
® « 5 <TR» Reading Order (x) sonal/Miscellaneous*** | $2,346 | $2,346 | $4,692
e ) al Est. Indirect Costs $7,245 | $7,245 | $14,490 Tag Tree Note: TH
> H Find Tag from Selection stands for table header.
(=Y -— s TD stands for table
) > HE <™ Create Tag from Selection .
> =5 <TH 8 und POlIcy data
@ 4= Eind...
v a-r Copy Contents to Clipboard istration Changes (Spring Semester) | Drop/withdrawal from Drop/withdrawal
B > B <™ some, but not all classes | from all classes
> Eg <7p|  Edit Class Map. ough the 5th day of the semester 1 1
= > @@ <] EditRaleMap., +10th day of the semester 0 0.75
oY > £ <TR> Tag Annotations h-15th day of the semester 0 0.5
> #8 <TR> | v Document is Tagged PDF h-20th day of the semester 0 0.25
&8 <TR: i
> H Apply Role Mapping to Tags nainder of the semester bl
< <TRs i
- + Highlight Content
> = 1 Properties...
& | -

4. A New Tég window will pop up. In the Type drop-down, changé_ it to Table Data Cell.



New Tag

X
Type: |Article |
| . Note ~1
Title: | paragraph

|: Part
] Quote
g Reference —

Section %
ter Span

e

¥ Table

LL Table Data Cell | L

[Table Header Cell 2
|| -

In this case, leave the title blank and click OK.

New Tag )4
1 Type: Table Data Cell V|
|
Title: |

{ @K Cancel

NESTED LIST ERRORS

If you have sub categories in a list, this rule makes sure that the is structured correctly. Note:
this error will likely not come up very often.

1.
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To fix this error using your tag tree, find the location where the tag for the list starts, then

find the section that you know will have sub sections below it. Right-click that tag and

choose New Tag:

R MO @ w

lools Spring 2020 Advisin... %
MNew Tag..
> & a i
Cut
lity Delete Tag

Delete Empty Tags

® Reading Order (x)
= Find Tag from Selection
> BB <TR> Create Tag from Selection
> B8 <TR> Eind...

o Emm <TR=
Change Tag to Artifact...
55 "'j <TH>

Copy Contents to Clipboard

ation Instructions

a. Select the desired semester anc

b. If you know the six-digit course

ate Your Plan

a. To add an open class to your wi
want.

b. To add yourself to a waitlist, clic
page 9 for additional informatic

c. Click Search and repeat steps 1

d. Continue to Review my Plan.
Important: Until you complete «
class.

iew Your Plan

a. To register for classes on your v
click Select Course(s) to proceet

ister

a. Students have the option of chc
numbered below 1000. Student
grading method here, when apy

b. Enter your password, then click

> BF <TD>
&5 <TD> Edit Class Map...
g 4;} Edit Rgle Map...
N <P= Tag Annotations
§ <Figure> ~ Document is Tagged PDF
Wt Show in Content Panel
{3 Wi Apply Role Mapping to Tags
hdl @ S + Highlight Content
~ @ o Properties...
(o T ey
> g <u>
> §F <U>
> §F <u>

The new tag window will pop up. In the Type drop-down choose List and click OK:

c. Your registration results will dis
d. If your registration was not succ
will appear.
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Title: |
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3. You will see that a new <L> tag has now been added. Select the two <L1> tags that are
the sub sections for that list and drag and drop them onto the new <L> tag:

v .,Q <LBody>

=] 1. Find Your Classes

il <[

APPROPRIATE NESTING FOR HEADINGS FAILED RULE

The Appropriate Nesting for Headers - Failed error will pop up if Adobe believes that a header in
the document could have been labeled incorrectly. Remember, headers provide a table of
contents structure for screen reader technology, so we want to make sure the heading layout is

correct.

1. To fix this error, right-click on the element--the header in question will be highlighted in

blue in the document--then click Show in Tags Panel:

~ Headings (1 issue)
O v Ly " Spring 2020 Advising and Registration
Iﬁ""_:"t_" ‘ A Message from the President
Skip Rule
Explain

Show in Content Panel

Show in Tags Panel
L

Check Again

Show Report

QOptions

Welcome to Normandale Community College!

Normandale is proud to be a place that meets our
students at any point of their educational journey,
providing them a path to success. We specialize in
the scholarship of teaching and learning, and
provide academic, career-focused, and interest-
based programs to help our students accomplish
their goals. For fifty years our dedicated faculty ani

ctaff have halnad ta rhanae thancands af ctidente’ livec wha on an ta dn oreat thinoe and makea the

2. This will open the Tags tree, and the tag in question will be highlighted in blue:
~r E Tags

> @ <Figure>

7
q <P>
q <P>
q <P>

)ﬂ«F‘-,

3. In this example, the heading label is currently listed as a Header 3, but it should be a

Header 1 because it is the title of the document.
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To fix the header, you could either use your Reading Order tool to relabel it as a
Header 1; or you could right-click on the respective tag, choose Properties, and in
the Properties menu change the Header 3 to a Header 1 and click Close.

Object Properties n

Content Tag Color

Type: (Heading levell [#)

Title: |Heading Level 2
Heading Level 3
Actual Text: |Heading Level 4
Heading Level 5
Heading Level 6
Index
Alternate Text: |
Link
List

1D:

Language:

Edit Tag... Edit Attribute Objects... Edit Attribute Classes...

Note: After this step is complete, you may have to resave the document before this error will
disappear from the Accessibility Checker report.

VERIFY THAT THE BOOKMARKS ARE CORRECT
Any document that is 21 pages or more will show up with a bookmark accessibility error that
needs to be fixed.

1. Click on the Bookmarks icon, and then after clicking on the item that has the red box
around it in the following example, choose New Bookmarks from Structure:

@ Bookmarks

Nhew Bookmark Ctrl+B

New Bookmarks from Structure

+ Highlight Current Bookmark

+ Wrap Long Bookmarks

Text Size

@
B Hide After Use
i
©

Set Default Bookmark Zoom level

2. A pop-up window will indicate all the different tags structures that are in that document:
—

Structure Elements X

Structure =
S F—
A —
Figure
H1
H2
o %
L
Lbl
LBody -

Select All ear Al
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3. Choose H2 (aka Heading Level 2) and click OK:

Structure Elements X

Structure

Chapter 1 (o) E

Figure
"

—————

L
Lbl
LBody

Select All Clear All

£arzs

4. After hitting the down arrow next to the title of the document, you will see that Adobe has
added in bookmarks to any area that is marked as a Heading 2 in this document:

B- Wl R

v [ Untitled ™

%

IE-: 1.0 Introduction

E-: 1.1 Chapter Objectives

E*: 1.3 Experimental Design

[ 1.4 Interpreting Data

E*: 1.5 Stating a Hypothesis

EL: 1.6 Correlation Does Not Equal Causation

[ 1.7 Explorima Correlations

SPECIAL TOPICS

COMPLEX TABLES

A “complex data table” has cells that span multiple rows or columns, making the table irregular,
such as the following example:

Fall Spring Annual
Direct Costs
Tuition and Fees* $2,617 $2,617 $5,234
Books and Supplies S 500 S 500 $ 1,000
Total Direct Costs $3,117 $3,117 $6,234
Estimated Indirect Costs
Room and Board $ 3,768 53,767 $7,535
Transportation™* $1,231 $1,232 52,463
Personal/Miscellaneous*** | $ 2,346 $2,346 $ 4,692
Total Est. Indirect Costs 57,245 57,245 514,490

Having such a table will bring up the table regularity rule error in the Accessibility Checker. So,
you will have to check that data tables contain the same number of columns in each row, and
the same number of rows in each column. (See the “Table Regularity Error” section of this
document for more information.)

If a table must remain complex, additional markup must be added in the Table Editor.

1. For instance, for each header cell, you need to indicate the number of columns or rows
spanned, if applicable.

2. In addition, you need to give each header cell its own unique ID. Do that by right-clicking
on the table and choosing Auto Generate Header Cell IDs:
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Fall Spring Annual
DirectCosts E—— %
Tuition and Fees* —_—
Books and Supplies Nt Corar s Flatar o 1D ¥ ieader Col Soopms [Fora
Total Direct Costs S LA s
Estimated Indirect Costs b - —
Room and Board 53,768 | it e
Transportation** 51,231 . L P [RICT Twten
Personal/Miscellaneous*** | $ 2,346 | SrmccatHasca S
Total Est. Indirect Costs | $7,245 =

3. Lastly, for each data cell, you need to list the ID of each associated header cell:
Fall Spring Annual
Direct Costs J Table Cell Properties x
Tuition and Fees* 52,617 | e
Books and Supplies $ 500 S =
Total Direct Costs $3,117
Estimated Indirect Costs —‘ Rowsgeti]l |
Room and Board $ 3,768 |
Transportation** $1,231 -
Associsted Header Cell IDs; | 2 _Direct €

Personal/Miscellaneous*** | S 2,346 Bt .
Total Est. Indirect Costs S 7,245 )

I

Pro tip: If possible, rearrange or split the information into multiple tables to avoid it being
irregular. Below is an example for making that kind of split:

Direct Costs

Fall Spring Annual
Tuition and Fees* 52,617 52,617 $5,234
Books and Supplies S 500 S 500 $ 1,000
Total Direct Costs $3,117 $3,117 $ 6,234

Estimated Indirect Costs

Fall Spring Annual
Room and Board 53,768 53,767 57,535
Transportation®* 51,231 51,232 S 2,463
Personal/Miscellaneous*** | 52,346 52,346 S 4,602
Total Est. Indirect Costs $ 7,245 $7,245 $ 14,490
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LAYOUT TABLES
Some documents may use a table layout to structure the information. When that happens, a
screen reader is going to try and read the information as a table and not as logical tabular data.

To fix this, completely open your Tags tree. Then, while holding the control key, select all the
information that is actual information tags. In the following example <H1>, <H2>, <P>, <Figure>
are selected (see below example):

SESSIONS

dune 1 — July 26, 2021 00 £ o0 |

DIt ly[Tinaidsession

fontacr Student Senviias AT g5 15355 8400 e e e L e Dt

B T (AT L TAT - e - e T

interprater or captioning), please contact Studlem Serdces,

Then drag that to the top of your Tags tree. In this example, the Tags tree should now look like
this:

v 1§ Tags

~ f <Document>
> a <H1>
> € <P>
> € <P>
> q] <P=
y € <P>
S @ <HZ2>
> @ <>
>

ﬂ <P>
) a <Figure>
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Next delete all of the empty tags not needed in the document. In this example, those would be

<Table>, <THead>, <TBody>, <TR>, <TH>, <TD>:

7 E <Table:>

v J <THead >
o <TR=>

== <TH>

v \:ﬂ <TBody>

== «TH>

N ﬂ <Table>

e J <THead >

v B < TR>
FORMS
There are a few things you should always double check when creating a form. The first is that
each form field needs to be tagged, and the second thing is that each form field has what is

called a tooltip. Pro tip: It is suggested that you run the Accessibility Checker on your document
to fix any formatting errors (such as reading order), and save that updated document BEFORE

you start working on converting it to a form.

1. In Tools, go to the Forms & Signatures option, choose Prepare Form, and click Add.
Note: After you do that once, this option should then show up in your Tools Shortcut
Menu on the right-hand side of your Adobe Screen. Click Prepare Form:

B Form - Adksiw Acoabat Pra D [32-58

=N’ e

= Scan & OCR

@ Accessibility
Forms & Signatures
O Protect
-_/fe/.. f’, 57 Edit PDF

[ Action Wizard
B Prepare Form

2. You then have to choose if you want to start from scratch or work on a document that
you already created. In this example, we are working on a document already created,
and we had it pulled up already. So, we click Start:

To begin select a file, scan a document or start from scratch

Single File
Scanner

Create New

Form.pdf
Change Filel
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Adobe will automatically add in form fields where it believes they should go. You can add
new text or edit old text (Add or Edit Text) by using the edit icon.

*f?J)@EE

Add or Edit Text X

You can add new text or edit existing text

in the form.

You can also add in new check boxes or selection circles (radio buttons) by using the
corresponding icons:

A T O OIE P &8 W B eEm 0

Make sure each form field has a correct tool tip. (A tool tip needs to be a friendly human-
readable statement that explains to screen reader technology what this blank or
checkbox is connected to.) Accomplish this by clicking on the respective form field,
clicking Properties, and verifying that the tooltip says the text that is associated with that
form field. Click Close.

I e 17  —— i Text Fid Prepertcs =]
Student's Mame, r
I [Siccicrns Dt of Burtr) I — - I General  Appearance  Position  Optiens  Actions  Format Validate  Calculate
Student's Date of Birth: s
Hame: [Students Name
I Toolty: [Student's Name I
ONLINE & o
Commen Properties
Foem Field: | Visible - [0 Besd Ony
rientation v jrees Fi
Use of porsemal Laptop or tablet for note taking. Plo QOrientation: |0 deg [ Requireg
naking rotes.
m v phestosassd
Otherwise, piease arvive [t cla s 6 time in ardet-to 1 Dkocked
ary et with the ieatrueter ar 05D, & Currant Properties as New Default

Helpful note: In this example, you would copy the paragraph next to its respective
checkbox and paste it in as the tool tip.

Next, you need to check that the tab order matches the logical reading order of the form.
This is done on the right-hand side of the screen under “fields.” Click the down arrow
next to the A to Z icon and verify that Tab Order is selected. Lastly, verify that the tabs
are in the same order that someone should read the document in.

-~ (L=

ALIGN CENTER b
MATCH SIZE DISTRIBUTE Z
—
a=
T rore —
— 2
FIELDS =~ &~
- > Alphabetic Order
|¢ Tab Order e I|
I
rarDate b

=] Students Date of Jirth
[EI Students Phone MNum'zyer
[ Students Address
e <] Alternative testing Regu.
Student note taker or lec

|
Permission to audio recor

Preferential classroom s &

= Use of personal laptop o
=] Space for wheelchair 174h

Ewvacuation implem JAtatic
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If needed, you can adjust tab order by dragging the fields (number 3 in the above
screenshot) to the desired order.
5. Use the Reading Order tool to tag the newly added form fields.

@ Accessibility Checker X

Read

Draw a rectangle around the content then click one of %

N
the buttons below:

Text/Paragraph Figure |
@ : Student's Name: | | Date:
| Form Fi* | Figure/Caption
@ L Student's DateofBirth: Student's Phone Number:
Heading 1 Heading 4 Table
Student's Address:
D Heading 2 Heading 5 Cell
D Alternative testing. Request a testing letter in the 0SD office once you determine the testing
. ; accommodations is needed and give it to your instructor. Give a purple testing form to your
LZ\ Heading 3 Heading 6 ormula instructor 3-4 days before each test; reserve a private testing room through the 0SD staff. Tests
S are taken at the same time as the class unless otherwise arranged with your instructor. Classes
Reference (q) Note (2) Background/Artifact should be scheduled to allow for extra time on tests (not back-to-back). Testing requests for
% . . s ONLINE courses should be emailed directly by the student to your instructor.
>
D Student note taker or lecture notes. Request a note taker in the OSD office after attending class
Table Editor and determining a note taker is needed. Some instructars will post nates on D2L. Once a note
taker is requested, the OSD will recruit a volunteer from the class via email. If you have concerns
about your note taking accommodation, you need to contact an OSD staff person.
Show page content groups L] ] Permission to audio record lectures. This accommodation allows students to audio record

lectures. There may be instances when instructors request an audio-recording agreement to
assure recordings are used appropriately — no online posting, sharing, or reproducing without
permission. Students may want to use AudioNote Lite, https://luminantsoftware.com/apps/
audionote-notepad-and-voice-recorder/ to record lectures.

O Page content order
@ Structure types

Show table cells m
Use of personal laptop or tablet for note taking. Please use responsibly and professionally for

[l Display like elements in a single block taking notes.

ow tables and figures | referential classroom seating. This applies to classes when an instructor has assigned seating.
[/] Show tabl d f [ Pref Il ting. Th I I h h d
Otherwise, please arrive to class on time in order to secure your preferred seat, Please discuss
any concerns with the instructor or OSD.
Clear Page Structure... Show Order Panel
D Space for wheelchair. If there is not enough space for your wheelchair, please inform the OSD
Help Close staff.

D Evacuation implementation in emergency situations. Public Safety can be notified by calling 555

ShEoore dotoile oo i Lotion olon. o i

6. Run Accessibility Check and repair issues as needed.

SCANNED/IMAGE-ONLY DOCUMENTS: ADDING OPTICAL CHARACTER RECOGNITION (OCR)

Screen readers cannot read documents that were scanned by a copier as one large image on a
screen. To fix this, use OCR (Optical Character Recognition) to add content to an image-only
(scanned) document.

Adobe may prompt you to OCR a scanned document when you open it. If it does not, you can
scan and OCR a document by following these steps:

1. In Tools, go to the Create & Edit section and choose Scan & OCR. Click the down
arrow under Scan & OCR and choose Add. Note: After you do this once, this option
should then show up in your Tools Shortcut Menu on the right-hand side of your Adobe
Screen. From that menu, click Scan & OCR
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File Edit View Fill & Sign Window Help

Home |Tools Form Scanned.pdf e
) - IE; Scan & OCR
Q_ fearch tools
Create & Edit @ Accessibility
pa £ —) B O Protect
=] b 0= =}
Create PDF Combine Files Organize Pages Edit PDF Export PDF E Edit PDF
Add [~ ] [Add [-] [Add [-] Open |~ [Add [~
s E] Action Wizard
= H
Scan & OCR Rich Media B Prepare Form
en |~ dd
(open [°] . 4’) More Tools
Forms & Signatures
Click the down arrow next to Recognize Text and choose In This File:
I Scan & OCR E?, Insert ~ @ Enhance ~  AA Recognize Tex v Bates Numbering ~ E% O O m
| InThisFile
In Multiple Files
B Correct Recognized Text
Click Recognize Text:
I Scan 8 OCR I:%, Insert ~ @ Enhance v AA Recognize Text ~ Bates Numbering ~ [?1 O O m

K Pages All Pages M Language English (US) v QSett\'ngs

Click the down arrow next to Recognize Text again, and choose Correct Recognized
Text:

"~ i s - s : 4 A Nt ~r I3 w

I Scan & OCR E?, Insert = @ Enhance~  AA Recognize Text™ Bates Number

[A in This File
In Multiple Files...

@ Correct Recognized Text

Adobe will flag any words that it might have gotten wrong when it ran OCR:

[[] Review recognized text Image _Campus recog @

This is how a screen reader would currently
read that word

This amendment number 3 is between the State of Minnesota, acting by and through its Board of Trustee:
the Minnesota State Colleges and Universities, on behalf of Normandale Community College, hereina
MINNESOTA STATE), and U.S. Bank National Association, a national bank, 800 Nicollet Mall, Minneapc
Minnesota 55402, (hereinafter CONTRACTOR).

Recitals

WHEREAS, MINNESOTA STATE has a contrart with the CONTRACTOR (hereinafter “Original Contract”) to
provide Banking Services and a related {Campus D Card, and

WHEREAS, MINNESOTA STATE and the CONTRACTOR are willing to amend the Original Contract as stated
below.
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6. To fix this example, type in the correct spelling of “campus” and click Accept. (Adobe
will then move on to the next text item that it needs you to confirm.)

[] Review recognized text Image

Campus

recognized as | Campus

(@

Pro tip: Handwritten signatures will likely come up as items that you need to fix. Instead
of trying to fix them here, mark them as a Figure using your Reading Order tool and then
add in alt text for the signature information (type the signed name).

Helpful Note: If you want to be able to move around the document and “eyeball” it for possible
text recognition errors, click on the Review recognized text box. Then you can scroll through

the document and click on any area that you wish to fix.

I Scan & OCR

r_‘é Insert ~ é} Enhance v AA Recognize Text ~

Review recognized text Image

IN WITNESSWHEREUF, tITe partres

thereby.

APPROVED:

Amy

Bates Numbering ~

recognized as

have caused this amendment to pbe duly executed intending to be bound

1- CONTRACTOR: U.S. Bank. CONTRACTOR certifies that the appropriate person(s) have executed the contract on
behalf of LESSEE as required by applicable articles, by-laws, resolutions, or ordinances.

4 Title

Date

AmyT. Hur

3-, )8

re [On-Site]Division

7. Next, you have to tag the document by running the Accessibility Checker Report,
going to the Tags section and choosing Add Tags to Document. (Remember to
disregard the report that will pop up after you do that.)

@ Tags

EANO)

1 No Tags available

Create Tags Root

X

Add Tags to Document

[

8. Use the Reading Order tool to properly tag your document.
9. Arrow through the tags to verify the correct reading order and fix as needed
10. Run the Accessibility Checker one final time and fix any remaining errors in the

document.
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