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Life is too short to be spent 
photographing slides. 

A handout containing all the slides and speaker notes can be found at 
http://bit.ly/2y0p5kJ .  (Someone will post this URL to chat.)
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Life is too short to be spent photographing PowerPoint slides.  
 
A handout containing all the slides and speaker notes can be found at http://bit.ly/2y0p5kJ (or 
http://www.boutonjones.com/pub/a11y.html .)  Someone will post this URL to chat. 
 
 

  

http://www.boutonjones.com/pub/a11y.html
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(IMAGE SOURCE: Matt on 01 September 2016 http://mds.is/a11y/ )

Introduction & Agenda
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Web Accessibility Defined 
  
The World Wide Web Consortium [10] defines web accessibility as an attribute through which 
“people with disabilities can perceive, understand, navigate, and interact with the web, and 
they can contribute to the web”.  CITE: World Wide Web Consortium W3C, 2010b. Web 
Accessibility Initiative (WAI). [Online] Available at: 
http://www.w3.org/WAI/intro/accessibility.php  
  
Disability: A mismatch in interaction between the features of a persona's body and the features 
of the environment in which they live.  (Cite: World Health Organization) 
  
A11y = A + 11 letters ("ccessibilit") + y (IMAGE SOURCE: Matt on 01 September 2016 
http://mds.is/a11y/) "Accessibility is often abbreviated as the numeronym a11y, where the 
number 11 refers to the number of letters omitted. This parallels the abbreviations of 
internationalization and localization as i18n and l10n respectively."  Source: Wikipedia 
  
"Accessibility is often abbreviated as the numeronym a11y, where the number 11 refers to the 
number of letters omitted. This parallels the abbreviations of internationalization and 
localization as i18n and l10n respectively."  Source: Wikipedia 
 
 

  

http://www.w3.org/WAI/intro/accessibility.php
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Reasons and Excuses
56.7 million Americans (18.7% of the U.S. population) have reported some type of 
disability.

The actual number is likely to be larger.

Reasons For Being Accessible Excuses for Not Being Accessible
• It’s legally necessary
• It’s the right thing to do
• It’s our job to communicate 

information to everyone 

• The population is insignificant.
• The technology is good enough.
• It’s too expensive or too hard.
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Reasons and Excuses 
  
56.7 million Americans (18.7% of the U.S. population) have reported some type of disability.  
The actual number is likely to be larger. 
  
Let’s imagine your web site or application is a brick and mortar store.  You don’t remember 
anyone hiring him but there’s a bouncer in front of your store who is turning away every fifth 
potential customer.  He tells them things like “We don’t want your kind here,” “We’re not 
equipped to handle you,” “You are insignificant,” or “You’re too expensive to deal with.”  That’s 
the message an inaccessible web site is broadcasting to users with disabilities.  You might not be 
aware of the problem but it’s still a problem.   
  
A two-column table in the slide displays the following: 
  
Three Reasons for Being Accessible: 

• It’s legally necessary 
• It’s the right thing to do 
• It’s our job to communicate information to everyone 

  
Three Excuses for Not Being Accessible: 

• The population needing accessibility is insignificant.  We don’t value their participation. 
• The technology is good enough 
• Accessibility is too expensive or too hard. 
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2019 Florida A11y Lawsuits
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2019 Florida A11y Lawsuits 
• One law firm and plantiff sued multiple counties and municipalities over inaccessible 

websites. 
• A suit against Flager County was filed 6 months after the plantiff reported the problem. 
• 75% of the IT directors at a Florida conference had seen similar lawsuits. 
• Settlements ranged from $10,000 to $ 19,000. 
• The web pages were not cited as the problem.  It was the PDFs.  
• One of the Polk County’s inaccessible documents was “Hurricane preparedness for 

people with special needs”  
  
CITE:  

• http://www.govtech.com/gov-experience/Flagler-County-Fla-Settles-Website-
Accessibility-Lawsuit.html  

• https://www.newschief.com/news/20190420/ada-compliance-polk-records-vanish-
amid-wave-of-legal-threats    

• https://news.gulfbreezenews.com/articles/city-of-gb-removes-pdfs-from-website/  
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Online-Accessibility Law Moves Many Agency 
Documents Offline
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In response to legal mandates and community pressure, some municipalities and government 
entities have opted to remove content completely rather than spend the necessary time and 
resources to make them accessible. 
  
This is especially dangerous when you consider that some of the content was important 
information that really needed to be shared with the public. 
  
NEWS STORY:  Online-Accessibility Law Moves Many Agency Documents Offline 
CITE: https://www.techwire.net/news/website-accessibility-law-spurs-disappearance-of-agency-
documents.html   
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Three Visually Identical PDFs
They have the exact same content, title, headers, font, and colors.  So how are they different?
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Three Visually Identical PDFs 
  
They have the exact same content, title, headers, font, and colors.   So how are they different? 
 
 

  



A11y: Making Documents and PDFs Accessible to All Employees and Citizens 11/19/2020 

8 
 

Slide 8 

 

First PDF

NVDAJAWS
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The Scanned PDF 
 
To users of assistive technology, scanned PDFs are blank. 
 
AUDIO:  The Jaws and NVDA screen readers fail to read this PDF. 
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“Blank” or “Image Only” PDFs

“A picture may be worth a thousand words --- but 
not if it's a picture of a thousand words that you're 
trying to read with accessible technology.”
- David Ondich
ADA Program Manager for the City of Austin

PITFALL:  When you scan a printed document – e.g. a signed contract, police report, corporate 
policy, or anything requested for discovery – it is no more than an image of the hard copy.  It will 
not be accessible to screen readers in its current form.
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“Blank” or “Image Only” PDF 
  
PITFALL:  When you scan a printed document – e.g. a signed contract, police report, 
corporate policy, or anything requested for discovery – it is no more than an image of 
the hard copy.  It will not be accessible to screen readers in its current form. 
 
If you can’t “copy and paste” text, it most likely is an image. 
 
As David has said “A picture may be worth a thousand words --- but not if it's a picture of 
a thousand words that you're trying to read with accessible technology.” 
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True Text vs. Graphic Text
The text must be readable by screen reading software such as JAWS.

True Text can be selected, copied, and pasted into a text document.  Graphical Text can’t.

True Text (with Formatting) Graphical Text

WELCOME 
TO Fabulous

LAS VEGAS
NEVADA
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True Text vs. Graphic Text 
  
True Text can be selected, copied and pasted into a text document.  Graphical Text can’t. 
  
People who are visually enabled can recognize the text in the images but computers cannot -- 
unless an advanced OCR program is run to interpret the images in the photograph but even that 
is unlikely with a complex image like this. 
  
Also, graphical text cannot be magnified for users of assistive technology. 
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Second PDF

Read Text Read Headings Read Lists
David Ondich, M.S. and Bouton Jones11/16/2020 11

 

 

Untagged PDF with Text 
 
Untagged PDFs contain true text but they can’t be navigated. Screen readers can read the 
content but they can’t find the headers or the lists. The tags have been stripped from the 
document.  
 
Audio files: 
• A screen reader reads the text 
• A screen reader fails to read the headers 
• A screen reader fails to read the lists 
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Question: When is a PDF with text an “untagged” document?

Answer 1 of 2:  When semantic markup is not used to tag the 
structural elements in a document, the document is called “untagged.”  
If the source of a PDF is an untagged document, the PDF will also be 
untagged.

Question: When is a PDF with text an 
“untagged” document?

Monday, November 16, 2020 12Get the slides and notes at http://bit.ly/2y0p5kJ
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Question: When is a PDF with text an “untagged” document? 
 
Answer 1 of 2: When you print to PDF.  The text is passed on to the PDF but any tags for 
indicating structure are lost.   
 
One surprising exception is tables.  I printed (to PDF) a Word document containing a table.  Both 
cells of the table included multiple lines of text.  I expected the screen reader to ignore the table 
cells and read the entire content left to right.  But both JAWS and NVDA read all the line of text 
in the first cell before reading all the lines of text in the next cell. 
 
I tried using Word’s column function.  NVDA was able to read a two column PDF printed from 
Word correctly. 
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Define Tagged PDFTagged PDFs:

1. "Tagged PDF (PDF 1.4) is a stylized use of PDF that builds on PDF's logical structure framework. It 
defines a set of standard structure types and attributes that allow page content (text, graphics, and 
images) to be extracted and reused for other purposes"

(CITE: "PDF Technology Notes“ at https://www.w3.org/WAI/GL/WCAG20-TECHS/pdf_notes.html )

2. A PDF file that -- in addition to text and graphics -- contains meta-data for text-extraction, content-
reflow, document accessibility, geographic information in PDF containing maps, etc.,

With the correct tags, a screen reader can: 

• Understand where headings fall
• Follow the correct reading order
• Identify footnotes & graphics
• Understand the structure of tables
• Complete fillable forms

In most cases, tags are necessary in order to make a PDF file comply with Section 508. 

(CITE: "What is 'Tagged PDF'?" http://stackoverflow.com/questions/6397984/what-is-tagged-pdf) 
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Tagged PDFs: 
  

1. Tagged PDF (PDF 1.4) is a stylized use of PDF that builds on PDF's logical structure 
framework. It defines a set of standard structure types and attributes that allow page 
content (text, graphics, and images) to be extracted and reused for other purposes“   
(CITE: "PDF Technology Notes“ at https://www.w3.org/WAI/GL/WCAG20-
TECHS/pdf_notes.html ) 

 
2. A PDF file that -- in addition to text and graphics -- contains meta-data for text-

extraction, content-reflow, document accessibility, geographic information in PDF 
containing maps, etc., 

  
With the correct tags, a screen reader can:  

• Understand where headings fall 
• Follow the correct reading order 
• Identify footnotes & graphics 
• Understand the structure of tables 
• Complete fillable forms 

  
In most cases, tags are necessary in order to make a PDF file comply with Section 508.  
  
CITE: "What is 'Tagged PDF'?" http://stackoverflow.com/questions/6397984/what-is-tagged-pdf  
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Question: When is a PDF with text an “untagged” document?

Answer 1 of 2:  When semantic markup is not used to tag the 
structural elements in a document, the document is called “untagged.” 
If the source of a PDF is an untagged document, the PDF will also be 
untagged.

Answer 2 of 2: When you print a document to PDF.  The text is saved to 
the PDF but the tags for indicating structure are lost.  

Question: When is a PDF with text an 
“untagged” document?

Monday, November 16, 2020 14Get the slides and notes at http://bit.ly/2y0p5kJ
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Question: When is a PDF with text an “untagged” document? 
 
Answer 2 of 2: When you print a document to PDF.  The text is saved to the PDF but the tags for 
indicating structure are lost.   
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Question: When is a PDF with text an “untagged” document?The right way to create a PDF from a documenta
Never Print to PDF!

Monday, November 16, 2020 15

Always Export to PDF or Save as 
PDF instead

Get the slides and notes at http://bit.ly/2y0p5kJ
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The right way to create a PDF from a document 
 
One surprising exception is tables.  I printed (to PDF) a Word document containing a table.  Both 
cells of the table included multiple lines of text.  I expected the screen reader to ignore the table 
cells and read the entire content left to right.  But both JAWS and NVDA read all the line of text 
in the first cell before reading all the lines of text in the next cell. 
 
I tried using Word’s column function.  NVDA was able to read a two column PDF printed from 
Word correctly. 
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Third PDF

Read HeadingsRead Text Read First List
David Ondich, M.S. and Bouton Jones11/16/2020 16

 

 

Tagged PDF with Text 
 
Bouton explains (and demonstrates) navigating a PDF with text and navigation (such as headers 
and lists.) 
 
Screen readers (such as Jaws and NVDA) will identify headers and list in a tagged PDF. 
 
Audio files: 
• A screen reader reads the text 
• A screen reader reads the headers 
• A screen reader reads the first list 
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Two Ways to Make Accessible PDFs:

1. Exporting 2. Remediation

We’ll return to semantic markup in just a bit.

David Ondich, M.S. and Bouton Jones11/16/2020 17

 

 

Two Ways to Make Accessible PDFs: 
 
1. Exporting 
2. Remediation 
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Four Steps in Exporting to PDF

1. Create fully accessible source documents (E.G. Microsoft Word 
documents “.docx”) or web pages.

2. Validate that the Office documents or web pages as fully accessible as 
possible.

3. Export the Office documents or web pages into PDFs.

4. Validate that the PDFs are as accessible as possible.

David Ondich, M.S. and Bouton Jones11/16/2020 18

 

 

Four Steps in Exporting to PDF 
  

• Creating fully accessible source documents (e.g. Microsoft Word documents “.docx”) or 
web pages 

• Validating that the Word documents or web pages are truly and fully accessible.  (Make 
them as fully accessible as possible.) 

• Exporting the Word documents or web pages into PDFs 
• Validating that the PDFs are truly and fully accessible 
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Microsoft Office Accessibility

 

 

Microsoft Office Accessibility (title slide) 
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Tagging and Semantic Markup

Semantic Markup (or “Structural Markup”):

1. (In Technical and Business Writing) naming sections of text according 
to the structural role they play in the document. (CITE: “Highlighting 
and Emphasis” in Online Technical Writing by David McMurrey at 
https://www.prismnet.com/~hcexres/textbook/)

2. (In Information Technology) the use of a markup language such as 
HTML to convey information about the meaning of each element in a 
document through proper selection of markup elements, and to 
maintain complete separation between the markup and the visual 
presentation of the elements contained in the document. 

David Ondich, M.S. and Bouton Jones11/16/2020 20

 

 

Semantic Markup (or “Structural Markup”): 
  

1. (In Technical and Business Writing) naming sections of text according to the structural 
role they play in the document. (CITE: “Highlighting and Emphasis” in Online Technical 
Writing by David McMurrey at https://www.prismnet.com/~hcexres/textbook/ ) 

 
2. (In Information Technology) the use of a markup language such as HTML to convey 

information about the meaning of each element in a document through proper selection 
of markup elements, and to maintain complete separation between the markup and the 
visual presentation of the elements contained in the document.  
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Presentational Markup vs. Semantic Markup 
(in Microsoft Word)

Presentational Markup Semantic Markup

• Bold
• Italic
• Underline
• Strike-through
• Highlight
• Text color
• Borders
• Font-face

• font-size

• Title
• Header
• Definition
• Language
• Numbered list
• Table
• Label
• Footnote
• Caption
• Citation
• Hyperlink

Appearance vs. Significance

David Ondich, M.S. and Bouton Jones11/16/2020 21

 

 

Presentational Markup vs. Semantic Markup 
  
IMAGE: A two column table listing examples of presentational markup and semantic markup. 

Presentational Markup 
• bold 
• italic 
• underline 
• red, green, blue, etc., 
• borders 
• font-face 
• font-size 
• strike-through 
• line break 

  

Semantic Markup 
• title 
• header 
• definition 
• language 
• numbered list 
• table 
• label 
• footnote 
• caption 
• citation 
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Language Tagging
FILE tab > Options option > Language option > Select language > Click OK button

David Ondich, M.S. and Bouton Jones11/16/2020 22

 

 

Language Tagging 
 
In Word:  FILE tab > Options option > Language option > Select language > Click OK button 
 
 

  



A11y: Making Documents and PDFs Accessible to All Employees and Citizens 11/19/2020 

23 
 

Slide 23 

 

Presentational Markup for Titles and Headers
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Presentational Markup for Titles and Headers in Microsoft Office 
 
IMAGE: Screen capture of a Word document with the title selected by the cursor and a red 
triangle surrounding the FONT presentation setting. 
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Sematic Markup for Titles and Headers
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Semantic Markup for Titles and Headers in Microsoft Office 
 
IMAGE: Screen capture of a Word document with the title selected by the cursor and a red 
triangle the Title tag in the Semantic formatting setting. 
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You Don’t Have to Choose Between 
Appearance or A11y

First apply semantic tagging.

Second apply visual formatting.

David Ondich, M.S. and Bouton Jones11/16/2020 25

 

 

You Don’t Have to Sacrifice Appearance for A11y. 
  

• Apply semantic tagging 
• Apply visual formatting 

  
You don’t want to apply the semantic tagging after the visual formatting.  The visual formatting 
will revert to the default heading style (which I expect you don’t want.) 
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Customize or Create New Styles in Word

1. Select text in your document that has the style applied, such as 
Heading 1.

2. Format the selected text with the new attributes that you want. 
3. On the Home tab, in the Styles group, right-click the style that you 

want to change, and then click Update [Style Name] to Match 
Selection.

CITE: https://support.office.com/en-ie/article/customize-or-create-new-styles-in-word-d38d6e47-f6fc-48eb-a607-1eb120dec563
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Customize or Create New Styles in Word 
  
[IMAGE: Screen capture of the Styles tabs in the MS Word Ribbon] 
  

• Select text in your document that has the style applied, such as Heading 1.  
• Format the selected text with the new attributes that you want.  
• On the Home tab, in the Styles group, right-click the style that you want to change, and 

then click Update [Style Name] to Match Selection. 
  
CITE: https://support.office.com/en-ie/article/customize-or-create-new-styles-in-word-
d38d6e47-f6fc-48eb-a607-1eb120dec563  
 
 

  



A11y: Making Documents and PDFs Accessible to All Employees and Citizens 11/19/2020 

27 
 

Slide 27 

 

The Proper Order of Titles and Headings

RIGHT WRONG

Title
• Heading 1

• Heading 2
• Heading 2

• Heading 1
• Heading 2
• Heading 2

Title
• Heading 2

• Heading 4
• Heading 4

• Heading 2
• Heading 3
• Heading 3

David Ondich, M.S. and Bouton Jones11/16/2020 27

 

 

The Proper Order of Titles and Headings 
 
Don’t skip header levels. 
 
IMAGE: Screen capture of the Styles tabs in the MS Word Ribbon 
 
Table with two columns and two rows. 
 
Right 
  
• Title 

• Heading 1 
• Heading 2 
• Heading 2 

• Heading 1 
• Heading 2 
• Heading 2 

  

Wrong 
  
• Title 

• Heading 2 
• Heading 4 
• Heading 4 

• Heading 2 
• Heading 4 
• Heading 4
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Navigating a Word Document
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Navigating a Word document. 
 
IMAGE:  Screen capture shows the navigation panel in Word.  The “Navigation Pane” checkbox 
under the file tab is checked. 
  
"A non-web example of the benefits of a structural approach to content markup can be found 
when using Microsoft Word. If headings are used consistently throughout a document, then a 
table of contents can be generated auto-magically. If text has only been styled to look like a 
heading, then the program cannot distinguish headings from body copy, and the resulting table 
of contents is likely to be meaningless.“ 
  
CITE: http://www.motive.co.nz/glossary/markup.php    
 
 

  

http://www.motive.co.nz/glossary/markup.php
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Adding a Table of Contents

CITE: https://support.office.com/en-ie/article/insert-a-table-of-contents-882e8564-0edb-435e-84b5-1d8552ccf0c0
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Adding a Table of Contents 
 
IMAGE:  Screen capture of Table of Contents panel in MS Word. 
 
Assuming you have been using header tags correctly:  
• Put your cursor where you want to add the table of contents. 
• Go to References > Table of Contents, and choose Automatic Table 1 or Automatic Table 2. 
• If you make changes to your document that affect the table of contents, update the table of 

contents by right-clicking the table of contents and choosing Update Field. 
 
CITE: https://support.office.com/en-ie/article/insert-a-table-of-contents-882e8564-0edb-435e-
84b5-1d8552ccf0c0  
 
 

  

https://support.office.com/en-ie/article/insert-a-table-of-contents-882e8564-0edb-435e-84b5-1d8552ccf0c0
https://support.office.com/en-ie/article/insert-a-table-of-contents-882e8564-0edb-435e-84b5-1d8552ccf0c0
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Table of Contents Example
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Table of Contents Example (Screen Capture) 
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Avoid Using Tables for Layout

Tabular Data Layout

This guideline is more important for web pages (HTML) than MSO or PDFs.
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Avoid Using Tables for Layout 
 
IMAGES: 
• Tabular Data (screen capture) 
• Layout (screen capture) 
 
This guideline is more important for web pages (HTML) than MSO or PDFs 
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Properly Tagging Tables in MS Office

Microsoft 
Word

Microsoft 
PowerPoint

Microsoft 
Excel

Specify column header information in tables (through Semantic Markup.)

David Ondich, M.S. and Bouton Jones11/16/2020 32

 

 

Specify column header information in tables (through Semantic Markup.) 
  
Images: Screen Captures showing how to select the table styles that include header rows in 
various Microsoft Office documents: 
• Word 
• PowerPoint 
• Excel 
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Include Header Rows in Tables When 
Inserting Tables in Word
1. In Word, select the INSERT tab and then the Table icon.

2. Check the Header Row option under the DESIGN (TABLE TOOLS) tab.
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Include Header Rows in Tables When Inserting Tables in Word 
  

• In Word, select the INSERT tab and then the Table icon. 
• Check the Header Row option under the DESIGN (TABLE TOOLS) tab. 

  
IMAGES:  screen captures to illustrate both steps 
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Add Alternative Text in Word
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Add Alternative Text in Word 
 
You can add alt text to an image in Word similarly to adding it in HTML. When you export the 
Word document to PDF the Alt text will be exported as well. 
 
• Select picture and right click 
• Select “Format Picture” from the Context menu 
• Select the “Layout & Properties” icon in the Format Picture menu 
• Select ALT TEXT option 
• Populate the Title and/or the Description 
• Close the Format Picture menu.  Your changes will be saved. 
 
IMAGES:  screen captures to illustrate the Context menu and the Format Picture menu. 
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Validate Word for Accessibility

PITFALL: Recent editions of Microsoft Word include a built in accessibility checker. But in order 
for the accessibility check to run on a document, the document must be saved with the default 
.docx extension. If you try to save the document using another format -- such as .doc -- the 
accessibility checker won't run. 
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 Validate Word for Accessibility 
  
To validate your Microsoft Word document (*.docx) in Word: 
  

• Select the file tab in the Office Ribbon. 
• In the File view, select the Info option 
• Select the Inspect Document button. 
• Select the Check Accessibility option 

  
PITFALL:  Recent editions of Microsoft Word include a built-in accessibility checker. But in order 
for the accessibility check to run on a document, the document must be saved with the default 
.docx extension. If you try to save the document using another format -- such as .doc -- the 
accessibility checker won't run.  
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Validate Other Office Documents for 
Accessibility
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Validate Other Office Documents for Accessibility 
 
All the other Microsoft Office programs come with built in Accessibility checkers in 
“Info” under the “File” tab. 
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Adobe Acrobat Accessibility

 

 

Adobe Acrobat Accessibility (title slide) 
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Making Accessible PDFs by
Remediation in Acrobat
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Making Accessible PDFs by Remediation in Acrobat 
  
The Make Accessible Action Wizard in Adobe Acrobat 

• Choose Tools > Action Wizard. 
• From the Action List, click Make Accessible. 
• Select the files that you want to apply the Make Accessible action to. 
• Click Start. 
• Follow the prompts to complete the Make Accessible action. 

  
SPOILER ALERT:  Based on my experience, I still recommend that you start with a fully 
accessible document (e.g. Word) and convert it to PDF.  It’s more efficient and a better use of 
your time than applying accessibility to a non-accessible --- or marginally accessible --- PDF. 
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Making a PDF Document Accessible Adobe 
Acrobat XI (PDF)

CITE: http://ncdae.org/resources/cheatsheets/acrobat-xi.php

David Ondich, M.S. and Bouton Jones11/16/2020 39

 

 

This PDF --- about “Making a PDF Document Accessible Adobe Acrobat XI” --- can be found at 
http://ncdae.org/resources/cheatsheets/acrobat-xi.php  . 
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Artifacts

In PDFs, an artifact is a purely decorative image that can be (and should 
be) ignored by screen reading software.
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Artifacts 
 
IMAGE:  Archeological artifacts 
 
In PDFs, an artifact is a purely decorative image that can be and should be ignored by screen 
reading software. 
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Artifact Examples

Purely decorative images

Redundant Company Logos and Government Seals

Table borders incorrectly identified as images by OCR in scanned 
PDFs

Fancy bullet points (like the ones here.)
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Artifact Examples 
• Purely decorative images 
• Redundant Company Logos and Government Seals 
• Fancy bullet points 
• Table borders incorrectly identified as images by OCR in scanned PDFs 

 
Ask whether including descriptions would aid in making an equitable experience? 
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Remove Artifact Tags or Layout Tables
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Remove Layout Tables in Adobe Acrobat 2017 
 
Remove a Table 

1. Select Tools 
2. Select Edit PDF 
3. Select Tag to see the tag tree 
4. Select the table with a right click 
5. Select the Delete Tag option from the context menu 

 
The challenge here is to identify the correct tag.  They are not well labeled and it’s hard to 
identify which item in the document they correspond to. 
 
IMAGE: Screen Capture showing how to remove a table tag from the tag tree. 
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Validate PDFs for A11y in Acrobat
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Validate PDFs for A11y in Acrobat 
  

1. Choose Tools > Accessibility. 
2. In the secondary toolbar, click Full Check. 
3. In the Report Options section, select options for how you want to view the results.  
4. Select one or more of the Checking Options. 
5. Click Start Checking. The results are displayed in the Accessibility Checker panel on the 

left. 
  
Spoiler Alert:  Don’t reply solely on automated reports to check a11y. Manual testing is 
obligatory. 
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Adobe Acrobat Accessibility Report
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Adobe Acrobat Accessibility Report 
 
IMAGE:  Screen capture of a Adobe Acrobat Accessibility Report 
 
 

  



A11y: Making Documents and PDFs Accessible to All Employees and Citizens 11/19/2020 

45 
 

Slide 45 

 

A Book about PDF Remediation

Fix PDF Files for Accessibility: The Easy and 
Ultimate Guide to Applying Section 508 and 
WCAG 2.0 to PDF Files 
1st Edition
by Ed Thrush 
Paperback : 148 pages
ISBN-10 : 1514608936
ISBN-13 : 978-1514608937
https://www.amazon.com/Fix-PDF-Files-
Accessibility-Ultimate/dp/1514608936/
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A Book about PDF Remediation 
  
Fix PDF Files for Accessibility: The Easy and Ultimate Guide to Applying Section 508 and WCAG 
2.0 to PDF Files  
1st Edition 
by Ed Thrush  
Paperback : 148 pages 
ISBN-10 : 1514608936 
ISBN-13 : 978-1514608937 
  
https://www.amazon.com/Fix-PDF-Files-Accessibility-Ultimate/dp/1514608936/  
  
AMAZON.com DESCRPTION:  This book provides the easiest way to get to the required 
accessibility of a PDF file. It is rare for any PDF to come out perfect for accessibility and as a 
result almost all PDF files will need some type of work. In addition to the easy nuts and bolts 
methods to make PDF files work for the disabled, there are also condensed methods for 
preparation of documents commonly converted to PDF. In addition, there are instructions for 
managers and even contract language. You can get a legal history or technical lesson elsewhere, 
this book is for getting to work fixing PDF files for accessibility. 
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Optical Character Recognition
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Optical Character Recognition (OCR) [Title Slide] 
  
Optical character recognition or optical character reader is the electronic or mechanical 
conversion of images of typed, handwritten or printed text into machine-encoded text, whether 
from a scanned document, a photo of a document, a scene-photo or from subtitle text 
superimposed on an image.  
  
CITE: Wikipedia 
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OCR in Adobe Acrobat 2017
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OCR Steps in Adobe Acrobat 2017 
 
1. Select the Tools tab 
2. Select the Enhance Scans icon 
3. Select the Recognize Text menu 
4. Select the In This File Option 
5. Select the Recognize Text button 
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Acrobat XI OCR Demo (Video)

48

OCR: How To Convert Scanned Document (PDF) To Text Using Adobe Acrobat Professional (0:37)
https://youtu.be/WqRHwWp5kyg

David Ondich, M.S. and Bouton Jones11/16/2020

 

 

OCR Demo (Video) 
  
OCR: How To Convert Scanned Document (PDF) To Text Using Adobe Acrobat Professional (:37) 
  
This video has no narration, transcript, or close captioning. 
  
DESCRIPTION: In this video a PDF is displayed inside Adobe Acrobat.  The user tries to select the 
text.  But the PDF is image only so the text (in image) cannot be selected.  The user runs OCR on 
the entire PDF.  As part of the process, the program de-skewes (i.e. straightens) the pages.  It 
converts the text inside the images into real text.  They appear to retain the original fancy font 
face and font size but now they can be selected with the cursor and read by assistive technology 
such as JAWS and NVDA. 
  
CITE:  https://youtu.be/WqRHwWp5kyg   
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How reliable is the OCR?

Original Image Post OCR Text
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How Reliable is the OCR? 
  
Table with two columns and four rows 
Column One:  Original Image 
Column Two:  Post OCR Text  
  
The screen captures in column one and column two appear identical. 
  
After performing OCR, usually the resulting renderable text looks exactly like the scanned image 
of text made with a decorative font or Word Art (e.g. "You Know You Wanna.")  It's visually 
indistinguishable to the original to me.  But now I can select the new text to copy or edit. 
  
Because electronic signatures were not an option for the last three examples, the documents 
were filled out online, printed, signed, and scanned. 
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How would a screen reader identify the text?

David Ondich, M.S. and Bouton Jones

Adobe Read Out Loud
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How would a screen reader identify the following text? 
  
IMAGE:  Stylized text in a decorative font – “You Know You Wanna” 
  
How would Adobe’s Read Out Loud identify the Post OCR text above?   
  
As “You Know You Wanna?” 
  
Or something completely incomprehensible?  
  
AUDIO FILE:  Adobe Read Out Loud function saying “YDV H!fDW YOU WAHlfA?” 
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How reliable is the OCR?

Post OCR Text Post OCR Text Copied and Pasted

210140-210145
Z10170-Z10177

Af>T JAR

YDV H!fDW YOU WAHlfA
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Two Output Options: 
  
1. Editable Text and Image: 
  

• Converts the graphical text into vector text.  The vector text will replace the “text in 
image.” 

• You can now edit the document. 
  
2. Searchable Image 
  

• Places an invisible “layer” (not really a layer) on top of the text in graphic. 
• You can’t easily edit the document but it can be read by assistive technology (such as 

JAWS and NVDA.) 
  

Additional Resources on the Output Options: 
• Understanding OCR options in Adobe Acrobat: “Searchable Image”, “Searchable Image 

(Exact)”, and “Editable Text and Images” (Superuser) - 
https://superuser.com/questions/1276594/understanding-ocr-options-in-adobe-
acrobat-searchable-image-searchable-imag  

• Searchable Image vs. Searchable Image (Exact) - Quality of OCR (Adobe Community) - 
https://community.adobe.com/t5/acrobat/searchable-image-vs-searchable-image-exact-
quality-of-ocr/td-p/4734730?page=1  
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What does the “Recognize Text” (OCR) 
function do?

Does it convert the image of text in the image-only PDF into true text 
that can be edited like a Word document?

Or does Acrobat place an invisible layer of "renderable text" --- i.e. 
vector (computer generated) text --- on top of the image layer?
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What does the “Recognize Text” (OCR) function do? 
 
Does it convert the image of text in the image only PDF into true text that can be edited like a 
Word document? 
 
Or does Acrobat place an invisible layer of "renderable text" --- i.e. vector (computer generated) 
text --- on top of the image layer? 
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ORC Settings
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If you click the Setting button on the Recognize Text menu …

 

 

Output Options for the Recognize Text (OCR) Function in Adobe Acrobat 2017 
 
If you click the Setting Button on the Recognize Text menu, you can choose among three options 
in the Recognize Text dialog box. 
 
• Searchable Image  
• Searchable Image (exact) 
• Editable Text and Image 
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Choose Output Options to Recognize Text Editable Text and Image

Converts the graphical text into 
vector text.  The vector text will 
replace the “text in image.”

You can now edit the document.

Searchable Image

Places an invisible “layer” (not 
really a layer) on top of the text in 
graphic.

You can’t easily edit the 
document, but it can be read by 
assistive technology (such as JAWS 
and NVDA.)
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Two Output Options: 
 
1. Editable Text and Image: 
 

• Converts the graphical text into vector text.  The vector text will replace the “text in 
image.” 

• You can now edit the document. 
 
2. Searchable Image 
 

• Places an invisible “layer” (not really a layer) on top of the text in graphic. 
• You can’t easily edit the document but it can be read by assistive technology (such as 

JAWS and NVDA.) 
 

Additional Resources on the Output Options 
 
• Understanding OCR options in Adobe Acrobat: “Searchable Image”, “Searchable Image 

(Exact)”, and “Editable Text and Images” (Superuser) - 
https://superuser.com/questions/1276594/understanding-ocr-options-in-adobe-acrobat-
searchable-image-searchable-imag  

• Searchable Image vs. Searchable Image (Exact) - Quality of OCR (Adobe Community) - 
https://community.adobe.com/t5/acrobat/searchable-image-vs-searchable-image-exact-
quality-of-ocr/td-p/4734730?page=1  

https://superuser.com/questions/1276594/understanding-ocr-options-in-adobe-acrobat-searchable-image-searchable-imag
https://superuser.com/questions/1276594/understanding-ocr-options-in-adobe-acrobat-searchable-image-searchable-imag
https://community.adobe.com/t5/acrobat/searchable-image-vs-searchable-image-exact-quality-of-ocr/td-p/4734730?page=1
https://community.adobe.com/t5/acrobat/searchable-image-vs-searchable-image-exact-quality-of-ocr/td-p/4734730?page=1
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John Robert Wooden (1910-2010) was an American basketball player and head coach at the University of California at Los Angeles.
David Ondich, M.S. and Bouton Jones

Bouton’s Take Away

11/16/2020 55

It’s better to export a fully accessible Office document into PDF than to remediate in-accessible PDFs. 

 

 

Bouton’s Take Away 
 
I think it’s better to export a fully accessible Office document into PDF than to remediate in-
accessible PDFs.   It’s faster, easier, and more reliable. 
 
IMAGE:  John Wooden face and quote. 
 
“If you don’t have time to do it right.  When will you have time to do it over?”  
 - John Wooden 
 
Meaning here: 
• You're not going to accidentally make something accessible. 
• Accessibility is not expensive if done right 
• Accessibility is best incorporated at every step of the development process.  Accessibility is 

not something you add at the end. 
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Convert PDFs to Microsoft Word

CITE: https://www.howtogeek.com/360499/how-to-convert-a-pdf-to-a-microsoft-word-document/

• Acrobat DC (best solution but also the most expensive) 
• Adobe Reader ($12.99 per month for this functionality)
• Microsoft Word (can lead to formatting issues)
• Google Docs 
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Convert PDFs to Microsoft Word 
 
If at all possible:  Convert PDFs to MS Word, make the Word documents accessible, and then 
convert to PDF. 
 
From "How to Convert a PDF to a Microsoft Word Document" by HAYLEY MILLIMAN  
AUGUST 3, 2018, 10:24AM EDT 
 

• Acrobat DC (best but expensive) 
• Adobe Reader ($12.99 per month) 
• Microsoft Word 
• Google Docs  

 
“PDFs are often used when distributing documents so that they’re seen the same way by all 
parties. Because they’re designed in this way, they can be quite difficult to edit. You may want 
to convert your PDF to a Word document so that you can make changes to your text more 
easily.” 
 
“Adobe’s own Acrobat DC and Acrobat Reader DC both offer an easy way to convert PDF files to 
Word documents. The bad news is that it ain’t free. The full Acrobat DC has a standard version 
(Windows only) that runs $12.99 per month and a pro version (Windows and Mac) that runs 
$14.99 per month. And both require an annual commitment. Pretty overkill if all you need to do 



A11y: Making Documents and PDFs Accessible to All Employees and Citizens 11/19/2020 

57 
 

is convert a PDF to Word format once in a while. But if you already have Acrobat DC, then you 
should use that convert your PDFs.” 
 
“Acrobat Reader DC, on the other hand is free, but you’ll need to pony up a $1.99 per month fee 
if you want it to be able to convert PDFs to other formats, like Word. If it’s something you need 
to do regularly, that fee is probably worth it because using Acrobat is the most reliable way to 
change your PDFs to Word documents, since it tends to maintain formatting pretty well.” 
 
“You can also convert your PDF to a Word document using just Microsoft Word. Converting in 
Word often leads to style and formatting issues, so it’s not always the most reliable method. 
However, it certainly works well enough for simple documents or when you just need to get 
stuff into an editable format.” 
 
“Google Docs provides another safe and reliable way to convert your PDF to a Word document.” 
 
CITE: https://www.howtogeek.com/360499/how-to-convert-a-pdf-to-a-microsoft-word-
document/  
  

https://www.howtogeek.com/360499/how-to-convert-a-pdf-to-a-microsoft-word-document/
https://www.howtogeek.com/360499/how-to-convert-a-pdf-to-a-microsoft-word-document/
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Other Considerations (Slide 1 of 4)

David Ondich, M.S. and Bouton Jones

https://www.nngroup.com/articles/avoid-pdf-for-on-screen-reading/

https://www.nngroup.com/articles/pdf-unfit-for-human-consumption/
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Other Considerations (Slide 1 of 4) 
  
Is a PDF necessary? 
  
PDFs are good for: 

• printing 
• fillable forms 
• signing 

  
Don’t use a PDF where a web page will do as well --- or better. 
  
Related Usability Articles from the Nielsen Norman Group: 

• Avoid PDF for On-Screen Reading - https://www.nngroup.com/articles/avoid-pdf-for-on-
screen-reading  

• PDFs: Still Unfit for Human Consumption 20 Years Later - 
https://www.nngroup.com/articles/pdf-unfit-for-human-consumption/   
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Other Considerations (Slide 2 of 4)

David Ondich, M.S. and Bouton Jones11/16/2020 58

I am not a lawyer.

 

 

Other Considerations (Slide 2 of 4) 
 
Got Attestation? 
 
I am not a lawyer. 
 
So ask your lawyers:  Do you need to show a signature for a policy posted to the intranet or the 
official Internet site? 
 
Is the fact that you have posted it enough proof that it is authentic?  Will an unsigned web site 
do? 
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Other Considerations (Slide 3 of 4)

• Syntax and language: KISS. 
• Test a11y manually.  
• Create accessible MSO document templates and ask your content 

owners to use them.

David Ondich, M.S. and Bouton Jones11/16/2020 59

 

Other Considerations (Slide 3 of 4) 
 
• Syntax and language: KISS. 

• Write in plain language.  Choose words that are common and easy to understand. 
• Use clear, short sentences and paragraphs. Avoid run-on sentences.  
• Your content should be written in the active voice instead of the passive voice.  (Or 

more correctly: Write your content in the active voice instead of the passive voice.) 
• Avoid using acronyms, abbreviations, and text messaging syntax that would sound 

strange if read by a screen reader or that could be confusing to some readers. (e.g. 
“Tunatexas.gov”) 

• Limit your use of hashtags.  But when you do, use camel case (e.g. #CityOfArlan, 
#TunaTexas) 

• "It [Plain Language] is easily searchable and will often gain you a better SEO ranking. 
The words that you use in your copy should reflect the words people enter in search 
engines." - Hoa Loranger "Plain Language Is for Everyone, Even Experts" 
https://www.nngroup.com/articles/plain-language-experts/ 

• When you use an acronym for the first time in an article or web page, use the long 
name first (spell it out) and follow that with the acronym in parenthesis.   For 
example: "The Human Resource Department (HRD) has the finest ColdFusion 
development team in the City of Austin.  HRD has long been recognized for it's IT 
excellence."  

• Microsoft Word’s built-in grammar checker, Grammarly, and Hemingway 
• Test A11y manually.  Recruit people with disabilities (e.g. blind users, people with limited 

vision, people who are color blind, and people with dyslexia.) 
• Create accessible Office document templates and ask your content owners to use them. 
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Other Considerations (Slide 4 of 4)

Fillable PDFs
• Confirm whether the fields are properly labeled.
• Confirm whether the fields are properly ordered. 

Redaction
• Don’t go old school.  Redact electronically. 
• Return to Document View mode before saving a redacted document.   
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Other Considerations (Slide 4 of 4) 
 
Fillable PDFs 
• Make sure the fields are properly labeled. 
• Make sure the fields are properly ordered.   

• Disconnect your mouse and complete the form. 
• Test manually by tabbing through the input fields. 

 
Redaction 
• Don’t manually redact hard copies and scan them. 
• Save your changes:  Return to Document View mode before saving a redacted document.   

Close the other modes. 
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Any Questions?
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Any Questions? 
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Thank You For Your Time!
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Thank You.  This concludes this session. 
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A11y MSO and PDF – Additional On-line Resources 
 

Additional Adobe Acrobat XI and DC Web Pages 
 
• Acrobat Accessibility Training Resources - 

http://www.adobe.com/accessibility/products/acrobat/training.html   
• Acrobat Pro DC PDF Accessibility Repair Workflow - 

http://www.adobe.com/accessibility/products/acrobat/acrobat-pro-dc-pdf-accessibility-
repair-workflow.html   

• Adobe Acrobat Accessibility - https://www.adobe.com/accessibility/products/acrobat.html   
• Adobe Acrobat DC Accessibility Features - 

http://www.adobe.com/accessibility/products/acrobat/acrobat-accessibility-features.html   
• Create and verify PDF accessibility - https://helpx.adobe.com/acrobat/using/create-verify-

pdf-accessibility.html   
• Creating Accessible PDF Documents in Acrobat XI (Video 5:11) 

https://www.youtube.com/watch?v=HOVORgxHHGo   
• Creating Accessible PDF Documents In Adobe Acrobat XI 

http://ncdae.org/resources/cheatsheets/acrobat-xi.php   
• Creating an Accessible PDF with Adobe Acrobat Pro 11 (Video 12:13) 

https://www.youtube.com/watch?v=PQUksaZa42E   
• Making a PDF accessible with Acrobat Pro DC  (Video 3:12) 

https://www.youtube.com/watch?v=_fIPUYEJWdI   
• Rob Haverty Acrobat DC and Reader DC Blog - https://theblog.adobe.com/author/haverty/  
• Using the Acrobat Pro DC Accessibility Checker - 

http://www.adobe.com/accessibility/products/acrobat/using-acrobat-pro-accessibility-
checker.html    

 

Additional Adobe Acrobat XI and DC Videos 
 
• Adobe TV Accessibility Channel - http://tv.adobe.com/show/accessibility-adobe/    
• Creating Accessible PDF Documents in Acrobat XI (Video 5:11) 

https://www.youtube.com/watch?v=HOVORgxHHGo   
• Creating an Accessible PDF with Adobe Acrobat Pro 11 (Video 12:13) 

https://www.youtube.com/watch?v=PQUksaZa42E   
• Making a PDF accessible with Acrobat Pro DC  (Video 3:12) 

https://www.youtube.com/watch?v=_fIPUYEJWdI    
  

http://www.adobe.com/accessibility/products/acrobat/training.html
http://www.adobe.com/accessibility/products/acrobat/acrobat-pro-dc-pdf-accessibility-repair-workflow.html
http://www.adobe.com/accessibility/products/acrobat/acrobat-pro-dc-pdf-accessibility-repair-workflow.html
https://www.adobe.com/accessibility/products/acrobat.html
http://www.adobe.com/accessibility/products/acrobat/acrobat-accessibility-features.html
https://helpx.adobe.com/acrobat/using/create-verify-pdf-accessibility.html
https://helpx.adobe.com/acrobat/using/create-verify-pdf-accessibility.html
https://www.youtube.com/watch?v=HOVORgxHHGo
http://ncdae.org/resources/cheatsheets/acrobat-xi.php
https://www.youtube.com/watch?v=PQUksaZa42E
https://www.youtube.com/watch?v=_fIPUYEJWdI
http://www.adobe.com/accessibility/products/acrobat/using-acrobat-pro-accessibility-checker.html
http://www.adobe.com/accessibility/products/acrobat/using-acrobat-pro-accessibility-checker.html
http://tv.adobe.com/show/accessibility-adobe/
https://www.youtube.com/watch?v=HOVORgxHHGo
https://www.youtube.com/watch?v=PQUksaZa42E
https://www.youtube.com/watch?v=_fIPUYEJWdI
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Biography: David Ondich 

David Ondich, M.S., City of Austin, Americans with Disabilities Act Program Administrator 

After earning a bachelor’s degree in Rehabilitation Sciences, David went on to earn a master’s degree in 
Rehabilitation Counselling Psychology from UT Southwestern Medical School of Allied Health and 48 
Doctoral hours in Rehabilitation Counseling from The University of Texas at Austin. 

Upon completion of his college coursework, David began his career as a Vocational Rehabilitation 
Counselor for the Texas Commission for the Blind. In 2003, David was honored as the individual who had 
assisted the most persons with blindness to achieve a competitive employment outcome. 

After 6 years in the vocational rehabilitation business, David spent 12 Years as ADA Coordinator for the 
City of Fort Worth where he worked to create access to city programs, services and facilities. It was 
there that David honed his skills helping employees with disabilities to acquire reasonable 
accommodations on their jobs and was named a Legal Subject Matter Expert in the ADA. In 2008, David 
was awarded the Governor’s Trophy from Governor Rick Perry, the highest disability-related honor in 
the State of Texas. 

In 2015, David moved to Austin where he accepted the position of ADA Program Administrator for the 
City of Austin. In his job, David oversees municipal compliance with Title I of the Americans with 
Disabilities Act, including, but not limited to: 

• Reviewing all employee requests for reasonable accommodations; 

• Consulting with department personnel regarding legal obligations under Title I of the ADA,  

• Providing training to city personnel regarding obligations under the ADA. 

Additionally, David serves as the Staff Liaison to the Austin Mayor’s Committee for People with 
Disabilities. 

Recently, David was named the 2020 Who’s Who Among Blind Texans by the American Council of the 
Blind of Texas. 

When he is not assisting people with disabilities, David enjoys playing his guitar, writing and performing 
music. A self-proclaimed outdoorsman, David loves spending time with his son, daughter and grandson. 
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