Guidance for Generating Accessible PDF Documents for the
NRTR, NRR, and NRDS Report Series;

and the NPS Inventory & Monitoring Program
(2/27/2014)

Introduction

The examples and procedures outlined in this document work best with MS Office 2010 or later,
Adobe InDesign CS6 or later, and Adobe Acrobat Pro 10 or later. Earlier versions of these software
programs are not recommended.

This document provides guidance and procedures for generating accessible Adobe Acrobat (PDF)
documents per Section 508 of the Rehabilitation Act (Section 508). It was written as an informal
training and reference manual for NPS publication policy specialists working in the national NPS
Inventory & Monitoring Division office. Other NPS Inventory & Monitoring Program offices may
also use these procedures to generate accessible PDF documents.

The procedures outlined in this document show the user how to use existing tools that are built into
MS Word, Adobe InDesign, and Adobe Acrobat Pro to automatically add, check, and update website
markup tags into PDF documents. These PDF markup tags allow screen readers to correctly read the
document aloud to the visually and cognitively impaired (per Section 508 policy). PDF markup tags
do not change how pages print or look on the computer screen for sighted users.

This document is a work in progress. Please contact Fagan Johnson if you have any questions or see
something that needs to be changed.

Outline of the Suggested Procedures

1) MS Word and Adobe InDesign documents should be formatted using the basic techniques
outlined in this document. Working examples of these procedures are also found in our document
templates.

a) NPS Inventory & Monitoring Program briefs and small documents. Available for download
at: http://science.nature.nps.gov/im/reports/index.cfm?tab=0&BriefsTemplates=open#BriefsTemplates

b) NPS-wide Natural Resource Technical Report (NRTR), Natural Resource Report (NRR) and

Natural Resource Data Series (NRDS) report series. Available for download at:
http://www.nature.nps.gov/publications/nrpm/nrrortr.cfm

2) Use the PDF export techniques outlined in this document, and in our document templates, to help
make sure that the required website accessibility tags are automatically exported into the final
PDF version of the document.

3) Open the PDF document in Adobe Acrobat Pro and:
a) Usethe Tools / Accessibility / TouchUp Reading order tools to

check and update accessibility tags on each individual page.


http://www.section508.gov/
mailto:fagan_johnson@nps.gov
http://science.nature.nps.gov/im/reports/index.cfm?tab=0&BriefsTemplates=open#BriefsTemplates
http://www.nature.nps.gov/publications/nrpm/nrrnrtr.cfm

b) The document is ready when the only potential error message returned by the Tools /
Accessibility / Full check diagnostic tool is: “Tab order may be
inconsistent with the structure order.”
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MS Word Procedures

Working examples and additional guidance for most of the procedures outlined in this chapter are
also provided in the latest MS Word templates for:

NPS Inventory & Monitoring Program briefs and small documents. Available for download at:
http://science.nature.nps.gov/im/reports/index.cfm?tab=0&BriefsTemplates=open#BriefsTemplates
NPS-wide Natural Resource Technical Report (NRTR), Natural Resource Report (NRR) and
Natural Resource Data Series (NRDS) report series. Available for download at:
http://www.nature.nps.gov/publications/nrpm/nrrortr.cfim

When using MS Word 2010 or later (earlier versions are not recommended), making the final PDF
file accessible for reports generated in MS Word is relatively easy. Just make sure to:

1))

2)

3)

4)

Use MS Word font Styles that are set to export to PDF format using accessibility tags (see
subchapter: MS Word Procedures / Use Font Styles for All Text Elements).

Provide alternate text for all figures, images, and other graphic elements (see subchapter: MS
Word Procedures / Graphic Elements).

Design tables to be accessible in the final PDF (see subchapter: MS Word Procedures /
Formatting Tables in MS Word for Accessibility).

Export the final MS Word document to PDF format in a way that assures that accessibility tags
are exported to PDF correctly (see subchapter: MS Word Procedures / Exporting the Final MS
Word Document to PDF Format).

This document is a work in progress. Please contact Fagan Johnson if you have any questions or see
something that needs to be changed.

Use Font Styles for All Text Elements
All text elements should be assigned to MS Word font Styles.

Using font Styles is the simplest way to make sure that you use NPS-approved font faces (Times
New Roman and Arial fonts for MS Word report documents; or NPS Rawlinson and Adobe
Frutiger for resource briefs, brochures, etc.), and consistently apply text attributes throughout MS
Word documents.

The only instances where other fonts are allowed in documents that were generated using MS
Word are for:

o Text found inside figures and/or images (especially dynamic images controlled in an external
computer program like MS Excel, SigmaPlot, etc.).

o Complicated mathematic formulas (suggest you use the Insert / Symbol or the
Insert / Equation tools).

o Raw computer program output and/or emphasizing procedural steps (use Courier New font).

Please avoid adding lines of text with no font Style assigned to them, because they will
occasionally export to Adobe Acrobat format as Calibri and/or Cambria fonts (the default fonts


http://science.nature.nps.gov/im/reports/index.cfm?tab=0&BriefsTemplates=open%23BriefsTemplates
http://www.nature.nps.gov/publications/nrpm/nrrnrtr.cfm
mailto:fagan_johnson@nps.gov

packaged with Windows 7-8 and MS Office 2010-2013). Calibri and Cambria fonts do not meet
NPS Graphic Identity policy standards.

About the Font Styles Used for Document Headings
Font Styles should be applied to chapter headings that are based on (attached to) the default MS

Office font Styles Heading 1-3. This arrangement helps to ensure that, in the final PDF, the report
headings are tagged to be read as headings by software for the visually-impaired (per Section 508 of
the Rehabilitation Act).

Note: using the default MS Office font Styles Heading [-3 themselves is not recommended,
because they occasionally export to Adobe Acrobat format as Calibri font (the default
heading font packaged with Windows 7-8 and MS Office 2010-2013). Calibri font does not
meet NPS Graphic Identity policy standards.

As long as you use NPS-approved fonts, and assign that text to a heading font Style, you may edit
and update the heading font and related text effects as desired.

If you decide to use your own custom font Styles for headings, make sure that they are also based on
(attached to) the default MS Office font Styles Heading 1-3 (per Section 508 of the Rehabilitation
Act).

See the NPS MS Word document templates described above for working examples and additional
guidance.

About the Font Styles Used for Regular Paragraph Text
A font Style that is based on (attached to) the default Microsoft Office font Style Normal should be

applied to all regular paragraph text. This arrangement helps to ensure that, in the final PDF, the
regular paragraph text is tagged to be read correctly by screen readers for the visually-impaired (per
Section 508 of the Rehabilitation Act).

Note: using the default MS Office font Style Normal itself is not recommended, because it
occasionally exports to Adobe Acrobat format as Cambria font (the default paragraph font

packaged with Windows 7-8 and MS Office 2010-2013). Cambria font does not meet NPS
Graphic Identity policy standards.

As long as you use NPS-approved fonts, and assign that text to a paragraph font Style, you may edit
and update the paragraph font and related text effects as desired.

If you decide to use your own custom font Style for paragraph text, make sure that it is also based on
(attached to) the default MS Office font Style Normal (per Section 508 of the Rehabilitation Act).

See the NPS MS Word document templates described above for working examples and additional
guidance.

About Font Styles Used for Figure and Table Captions
Figure and table captions should be controlled using a caption-specific Styles, which are based on

(attached to) the default Microsoft Office font Style Normal (just like the default MS Office font
8



Style Caption). This arrangement helps to ensure that, in the final PDF, the caption text is tagged to
be read correctly by screen readers for the visually-impaired (per Section 508 of the Rehabilitation
Act).

Note: using the default MS Office font Styles Normal or Caption is not recommended,
because they occasionally export to Adobe Acrobat format as Cambria or Calibri fonts (the
default paragraph and caption fonts packaged with Windows 7-8 and MS Office 2010-2013).
Cambria and Calibri fonts do not meet NPS Graphic Identity policy standards.

As long as you use NPS proprietary fonts, and assign that text to a caption font Style, you may edit
and update the caption font and related text effects as desired.

If you decide to use other custom font Styles for captions, make sure that they are also based on
(attached to) the default MS Office font Style Normal (per Section 508 of the Rehabilitation Act).

See the NPS MS Word document templates described above for working examples and additional
guidance.

Graphic Elements (Figures, Images, etc.)
All graphic elements in the final PDF document must have alternate text that is read aloud to screen

readers for the visually-impaired. This includes all figures, photos, illustrations, flow-charts, etc.

Furthermore, graphic elements should not be the only way that interpretive information is presented
in a report. Such information should also be presented in a text format that can be read by text
readers for the visually-impaired (written descriptions, tables, etc.).

Continued on Next Page



Add Alternate Text to All Graphic Elements
All graphic elements must have alternate text that can be read aloud by text readers for the visually-

impaired (per Section 508 of the Rehabilitation Act). Adding alternate text in MS Word is
recommended and can save you time and effort in making the final PDF file accessible.

1) Right click on the image with your mouse, and choose the Format Picture option.

e

Figure 1. Simple figure and caption exam &
figure caption). This image was added u{ =
menu option. The Picture { Wrap Text prop) e w
with Text, and on a line using the font Sty (] siz ion...
This treatment is the simplest way to cori %y Format Picture...

and captions thatspan one text column. Al Images must na

2) Onthe A1t Text panel, add a short title for that image to the Title field (e.g., Figure 3,
Photograph 2, etc.), and add a more detailed description to the Description field (this is
the alternate text that will be exported to the final .pdf file).

[o =S|
Alt Text
Title:
Figure 1
Description:
gimple figure and caption example (Style: 18M brief figure -

menu option. The Picture / Wrap Text properties are set to In
Line with Text, and on a line using the font Style: &M brief

image line, This treatment is the simplest way to consistently
space images and captions that span one text column. Al

images must have alternate text (right dick on the image -=
Format Picture -> choose Alt Text -> add alternate text to i

caption). This image was added using the Insert / Picture H

Fi Corrections Titles and descriptions provide alternative, text-based
representations of the information contained in tables, diagrams,
Color images, and other objects. This information is useful for people
with vision or cognitive impairments who may not be able to see or
cts understand the object.

A title can be read to a person with a disability and is used to
determine whether they wish to hear the description of the
content.

3) Click the Close button.
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See the NPS MS Word document templates described above for working examples and additional
guidance.

Choosing Colors to Convey Information
One of the clearest Section 508 statements concerning using colors can be found on the Web

Accessibility in Mind Section 508 checklist webpage (http://webaim.org/standards/508/checklist):

The use of color can enhance comprehension, but do not use color alone to convey
information.

Be especially cautious of red/green color combinations. Make sure that color contrast is
strong, especially between text and background.

Here are some online tools that can help you to check images and colors for potential color blindness

issues.

Webaim Saturation Checker (http://webaim.org/resources/contrastchecker/): A more
traditional, and very reliable, tool that allows you to check colors after they are converted to
grayscale values.

Vischeck (http://www.vischeck.com/): An online tool that allows you to simulate colorblind
vision for individual image files.

ETRE Color Blind Simulator (http://www.etre.com/tools/colourblindsimulator/): An
online tool that allows you to simulate colorblind vision for individual image files.

Coblis — Color Blindness Simulator (http://www.color-blindness.com/coblis-color-
blindness-simulator/): An online tool that allows you to simulate colorblind vision for

individual image files.

Formatting Tables in MS Word for Accessibility Compliance
The tables found in the templates listed at the beginning of the MS Word Procedures chapter of this
document provide working examples for the guidance and procedures below.

While we are very flexible with the format and layout of tables, we suggest that you follow the basic
guidelines for adding tables to MS Word documents outlined below. For reports that require more
complicated table layout options than the ones described below, we very strongly suggest that you
use Adobe InDesign to generate the report. Why?

e Asof April 1, 2014 all tables found in new PDF documents that are distributed to the public on
I&M and NRPM websites must be made accessible to screen readers for the visually-impaired
(per Section 508).

e The tools used to export accessible tables from MS Word to PDF are rather simplistic and
unpredictable.

e The tools used to export accessible tables from Adobe InDesign to PDf are much more robust
and stable.

11
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Format and Layout Guidelines for MS Word Tables

1)

2)

3)

4)
3)
6)

All tables with text or numerals should always be created inside MS Word using the Insert /
Table menu option.

a) Tables housed in external files or programs (MS Excel, SigmaPlot, etc.) are not
recommended, because they are very difficult to export to PDF in a format that can be read
by screen readers for the visually-impaired. A simple way to import tabular data from
other files and/or programes, is to:

i) Create a table in MS Word with the same number of columns.
1) Select and copy all of the table cells from the other file or program.

iii) Paste the information into your MS Word table using the Home / Paste /
Merge Table menu option (MS Word will automatically add new rows onto the
bottom of the table).

iv) Format all other aspects of the table to meet your needs (row heights, column widths,
background colors, etc.).

b) Please do not use an image or picture to depict tabular data that contains text and/or numeric
values. Software for the visually-impaired simply cannot read text saved as images.

c) Please do not use traditional typewriter formatting techniques to build tables (manual tabs
and spaces to separate columns). It is almost impossible tag such tables in the final PDF so
that can be read correctly by software readers for the visually-impaired.

It is best to place tables in-line with text (default setting for tables in MS Word - where paragraph
text does not wrap around the table).

Tables with text wrapping around them should:
a) Only be added to MS Word documents with single-column page layouts.

b) Never be used with multiple-column page layouts in MS Word (strongly suggest that you use
Adobe InDesign instead of MS Word).

Never nest one table inside another table, or inside a text box.
Similarly, never nest a text box inside a table.
Design your tables to have as few cells that span multiple columns and/or rows as is possible.

a) Having one row with cells that span multiple columns, or one column with cells that span
multiple rows is usually okay.

b) Having multiple rows with cells that span multiple columns, or multiple columns that span
multiple rows is never recommended in MS Word (strongly suggest that you use Adobe
InDesign instead of MS Word).

12



7) Make sure that the table header rows are marked in MS Word. This helps to ensure that they are
identified as table header rows by software for the visually impaired in the final PDF file. To do
this in MS Word:

a) Select /highlight all of the table cells that contain table row header information.

s
_Il Tahln Unadnr i @hidn: nene Tahln imd Tam Hm Tam Hm
& S Table 123
B3 Copy
[{, Paste Options: 123
= =% 3 ] . 222(033
22 |5 | L
1.1 2) 2.22(0.33)
3
Insert 3 123
Delete Rows
Select 3 .
n Multiple Pages (. nrps Heading3)
A3 Merge Cells zes, NRR reports tra vinclude the table caption on sec
HE Distribute Rows Evenly ffix “(continued)” a to the table captions on secondary pal
2 Distribute Columns Evenly  |his in MS Word 200 13. Detailed instructions for doing th|
[0 Borders and Shading... pendix F oftlns.lemp . This method is much more stable an
N 1est text boxes in an und table elements.
|lfi Text Direction...
Cell Alignment , |onthe first page, wi e table caption added to a merged top)|
AutoFit N the-page below the table.
[® Table Properties... % nd, and:

b) Right-click on the selected cells, and choose the Table Properties option.

c) Onthe Table Properties pop-up screen, go to the Row tab and check the Repeat
as header row at the top of each page box.

Table Properties

% Row heightis: |Atleast El

Repeat as header row at the top of each page

[‘ Previous Row ] [V Mext Row

? e

d) Click the OK button.
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Note: This is the only method in MS Word that will export and mark table header rows to
Adobe Acrobat format to be read correctly by software for the visually-impaired.

See the NPS MS Word document templates described above for working examples and additional
guidance.

Exporting the Final MS Word Document to Adobe Acrobat Format (.pdf)

Option 1. Export to PDF Format Using the Adobe PDF Maker Add-in (preferred)
The Adobe PDF Maker add-in should be available on all 64-bit Windows 7 or Windows 8

computers with MS Office 2010-2013 that also has a fully-patched version of Adobe Acrobat Pro 10-
11. Microsoft and Adobe no longer fully support this add-in in older versions of MS Office or Adobe
Acrobat Pro.

This export option is preferred, because it more accurately tags page elements in the final PDF to be
read by software for the visually-impaired than with other export options.

1) Ifyou see the Acrobat tab at the top of your MS Word screen, then the Adobe PDF
Maker add-in has already been installed on your computer.

port._nrss.docx - Microsoft Word o B

W= G- WIFL_FII5_58

Home Insert Page Layout References Mailings Review View Acrobat @ e
N = == £ = N
= E A A
Create Preferences Create and Mail Creste and 5end  Acrobat Embed
PDF Attach to Email Merge For Review Comments ~ Flash
Create Adobe PDF Create and Email Review And Comment Flash

If you have Adobe Acrobat Pro 10 or later installed on your computer, and do not see the
Acrobat tab, then the add-in has been disabled. To enable it:

a) Choosethe File / Options menu option.

'WIFL_FIIS_SaltMarsh_2013_AnnualReport._nrss.docx - Microsoft Word = = 52

References Mailings Review View Developer Acrobat e

[l save

e i ation about WIFL_FIIS_SaltMarsh_2013_AnnualRep...

sToReview\2archive\wifl_satimarsh_12-2013VWIFL_FIIS_SaltMarsh_2013_AnnualReport._nrs... []

Permissions '
B Close Anyone can open, copy, and change any part of this document.

AT
Info Protect .
ocument - Properties -

4| Save as Adobe PDF

5 Open

Size 1.66MB
Secent Pages 48
New . Prepare for Sharing Werds et
[ ﬁ Before sharing this file, be aware that it contains: e
Print Cha;lcfor Document properties, template name, author's name, related dates and :t{e Ml iaal BarkS envice
cropped out image data ags
L= Headers and footers Comments
Savelatsead Characters formatted as hidden text
Custom XML data Related Dates
Help Content that people with disabilities are unable to read Last Modiied 12172013 20:50AM
Created 12/17/2013 10:33 AM
Last Printed 6/4/2013 7:52 AM
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b) On the next screen choose the Add-ins / Manage: / COM Add-ins option and
click the Go button.

Word Options

General . . .
d manage Microsoft Office Add-ins.
Display
Proofing
Save Lacation Type o
Language - - - - - .
ice COM Addin . DFMakenOffice\POFMOfficeAddin.dll  COM Add-in

Advanced Ch.microsoft shared\Smart Tag\MOFL.DLL ~ Action

Choomicrosoft shared\Smart Tag\MOFLDLL  Action
Customize Ri acts [English} Chooft shared\Smart Tag\IMCONTACT.DLL - Action

Measurement Converter] .. osoft shared\Smart Tag\METCONV.DLL  Action

Quick Access Choomicrosoft shared\Smart Tag\MOFLDLL  Action

Mwoosoft Shared\WSTOVAdtionsPane3axsd XML Schema
wicrosoft Office"Officel\OFFRHD.OLL  Document Inspector
M.icrosoft Office’Officel4\OFFRHD.DLL Document Inspector
Mdcrosoft Office’Officel4\OFFRHD.DLL Document Inspector
Mwoicrosoft Office’\Officel \OFFRHD.DLL  Document Inspector
XML Expansion Pack
Choft Office’\Officel\ONWordAddin.dll  COM Add-in
Chamicrosoft shared\Smart Tag\MOFLDLL  Action

Trust Center

lated Add-ins
Related Add-ins

ication Add-ins
Acrobat PDFMake!
Adobe Systems, Incd
Mo compatibility infd ion available

Z:\Program Files («36]) robat 10.0'\PDFMaker Office\PDFMOfficeAddin.dll

Acrobat PDFMaker © Addin

Manage: | COM Add-ins EI[ Go.. {g

[ ok ][ cancal L

¢) Make sure that the Acrobat PDF Maker Office COM Addin box is checked.

| com add-Ins

Add-Ins available:
Acrobat PDFMaker Office COM Addin
OneMote Notes about Word Documents

Location: C:‘Proﬂ Files (x86)\Adobe\Acrobat 10.0 wer \Office\PDFMOfficeAddin. dil

Load Behavior: Load a rtup

d) Click the OK button.
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2) The first time you use this add-in, it is a good idea to set up and save a set of custom export to
PDF settings on your computer. To do this:

a) Back onthe Acrobat tab, click the Preferences menu option.

WIFL_FIIS_SaltMarsh_2013_AnnualReport._nrss.docx - Microsoft Word = = £z

ut

References Mailings Review View Developer Acrobat & 6

=h =5 = -

& W B

Create Preferences Create and Mail Create and 5end  Acrobat Embed
PDF

Attach to Email Merge For Review Comments ~ Flash
Create Adobe PDF Create and Email Review And Comment Flash

b) On the next screen, make sure that the: Create Bookmarks, Add Links, and
Enable Accessibility and Reflow with Tagged PDF options are
checked.

"% Acrobat PDFMaker

Settings | Security I Word I Bookmarks

PDFMaker Settings
Conversion Settings: | 1&M Export
Use these settings to creg £ merts for quality printing on desktop
printers and proofers. Cg ents can be opened with Acrobat and =

[¥] View Adabe PDF res

Application Sett

Create Bookmarks
Add Links
Enable Accessibility and Reflow with tagged Adobe

® ® 1987-2010 Adobe Systems sted and its licensors. All rights reserved
r&‘ Adobe, the Adobe logo, Acrg Adobe PDF logo, PostScript, and Reader are
either registered trademarksg marks of Adobe Systems Incorporated in the
Adobe Urited States andor otheg

[ ok ][ comcel |[ Hep |

c) Click the Advanced Settings button.

Continued on Next Page
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d) On the next screen, update the General, Images, etc. settings to meet your needs.

I&M Export - Adobe PDF u
1&M Export
Ml General
B Images
B Forts = .
3 Color Use these settings to create Adobe PDF documents for quality printing on desktop
i Ad od printers and proofers. Created PDF documents can be opened with Acrobat and
kg Advane Adobe Reader 5.0 and later.
Bl Standards
File Options
Compatibilty: | Acrobat 8.0 (PDF 1.7) -
Object Level Compression: [Tags only v]
Auto-Rotate Pages: [Collectively by File ']
Binding: [Leﬂ v]
Resolution: 2400  dots perinch
@ All Pages
(©) Pages From: o
Embed thumbnails
Optimize for fast web view
Default Page Size
Show All Settings Height: 11.0
Saveﬂs...!zl [ ok | [ cenesl | [ Heb |

e) Click the Save As button.

f) On the next screen, type in the PDF export file name into the File Name field, and click
the Save button.

1&M Export - Adobe PDF 5

X o Ty

[W] Save Adobe PDF Setti (mE3a]
v 1 =< AppDa obe » Adobe PDF » Settings - |" || Search Settings }J|
Organize v New fol == - @
X Favorites Date modified

& Downloads 1&M Export,joboptions 12/30/2013 9:2

%% Dropbox
‘& Recent Places
M Desktop

4 Libraries
@ Documents

J’ Music

[&5] Pictures

B Videos

Lol Computer
&, Local (C)

File name: | 1&M Export]

Save as type: [Adobe PDF Settings Files (*.joboptions)

(% Hide Folders | sae Drl | Concel |
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g) Back onthe ...Export - Adobe PDF Settings screen, click the OK button to
save those export preferences.

18&M Export - Adobe PDF Settings (23]
1&M BExport
Bl General
B Images .
Bl Forts L -
W 32 these seftings to create locuments for quality printing on desktop
8 Color Use th DF d fi I deskt
u ad od printers and proofers. Created ocuments can be opened with Acrobat and
= obe Reader 5.0 and later.
“StvE::Incrd Adobe Reader 5.0and |
andards
File Options
Object Level Compressio ']
dots perinch

(@ Al Pages

(©) Pages From: o

[ Embed thumbnails

Optimize for fast web

Default Page Size
[ Show All Settings Height: 11.0
[[savens. | [ ok Rl [ Camcel | [ Hep

h) Back onthe Acrobat PDFMaker screen, use the drop down menu to select the name of
your new custom Conversion Settings file, and click the OK button.

7 Acrobat PDFMaker (23]
Settings |Semnty I Word I Bookmark5|
PDFMaker Settings .
Conversion Settings: -
' ing on desktop =
printers and proclellUl=Isls h Acrobatand =
Cwversized Pages

PDF/A-1b:2005 [CMYK)
View Adobe FDF 1 ppf,/a-1b:2005 (RGE)
Prompt for Adobe F Eggﬁ-‘]iﬁ:?ﬂm
Convert Document PDF,-’X:-i;ZDDE
[7] Create PDF/A-1a:2 Press Quality
Smallest File Size
Application Settings Standard

ced Settings ...

‘ ek L d Dtabge " i T

o) Comes ) o

Note: The new Conversion Settings file is permanently saved to that individual
computer, and be used to export any MS Word file to PDF format in the future.
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To export the MS Word file to PDF format using the saved Conversion Settings file:

a) Click onthe Acrobat / Create PDF menu option.

@| g 9. |5 WIFL_FIIS_SaltMarsh_2013_AnnualReport._nrss.docx - Microsoft Word = = 52
1 @Playout  References  Mailings  Review  View  Developer | Acrobat o @
Eh == = -
oy g = B
Created Frefe reate and Mail Create and Send ~ Acrobat Embed
FDF Attach to Email Merge For Review Comments = Flash
Create Adobe PDF Create and Email Review And Comment Flash
Create PDF 'xE""E"‘"'1"""‘1""“'3"'"‘4 L5 6 g N Sty\a; v x
g;e:};:\:tube PDF from current P~ "‘ 2013 SummaryReportf é Clear Al |
@ Acrobat PDFMaker Office COM - — Natural Resource Technical Report NPS/NCEN/NRDS—2012/396 :::::rn ﬂ_‘ar
Addin
Press F1 for add-in help. 2l Header hut:}
Cantante Heading 1 1a
b) To save the entire document, on the Save Adobe PDF File As screen, name
and save the file as you desire, and click the_ Save button.
|W] Save Adobe PDF File As
Savein: || wifl_satimarsh_12-2013
=) Mame =
""} = WIFL_FIIS_SaltMarsh_2013_AnnualReport._nrss.p
Recent Places
Desktop
Lilllraries
LY
Computer
‘i‘ < i > Note: It may take a few minutes
Metwork
Fle name: - Save to export your file to PDF format.
Saveastpe:  [PDFfies ] [ Cancel The new file should automatically
(7] View resuit open in Adobe Acrobat Pro.

Continued on Next Page
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c) To save just one or more individual pages, on the Save Adobe PDF File As

screen, click the Options button.

(W] Save Adobe PDF File As [zl
Savein: || wifl_satimarsh_12-2013 @ _’ =¥ '
N Mame ’ Date modified
= = WIFL_FTIS_SaltMarsh_2013_AnnualRepol pf 12/30/201310:02 ...
Recent Places
|
Desktop
;;—.f:
Libraries
LY
—
Computer
@ <
MNetwork
File: name:
Save as type: [F‘DFﬁIas
View result

d) On the next pop-up screen, set the desired Page Range options (All, Current
Page, etc.), and click the OK button.

vert document information
ate PDF/A-1a:2005 compliant file
ble Accessibility and Reflow with tagged Adobe PDF

Convert Word Headings to Bookmarks
Convert Word Styles to Bookmarks
[ Convert Ward Bookmarks

Comments

Page range
[
(@) Current page
Selection

(") Page(s) From: |13 + To: | 15

oK L\]‘?[Canoel

20



e) Backonthe Save Adobe PDF File As screen, name and save the file as you
desire, and click the Save button.

W] Save Adabe PDF File As
Savein |, wifl_satimarsh_12-2013
T= Mame
2 ";-v: = | WIFL_FIIS_SaltMarsh_2013_AnnualReport._nrss.pdf
ecent Places
-
Desktop
L\grarles
LY
Computer
@ Note: It may take a few minutes
<[
Network to export your file to PDF format.
File name:
Sevesstpe:  [POFis 1 o The new file should automatically
¥l viewresut open in Adobe Acrobat Pro.

Option 2. Export to PDF Format Using the Default MS Word and Adobe Acrobat Save As

Option
We only suggest this option when you cannot get the Adobe PDFMaker tools to work on your

computer.

The basic steps in the procedures outlined below should work on any computer with MS Office
2010-2013 and Adobe Acrobat 10-11 running on computers running 64-bit Windows 7 or Windows
8. The procedures are also similar on Mac/Apple computers running MS Office 2011-2013. Earlier
versions of these software programs are not recommended.

1) Choosethe File / Save As menu option.

@| -y = IM_Erief_Template_green_icon.doo: - Microsoft Word Table T

Home t Page Layout References Mailings Review View Developer Acrobat Design

| save . . .
; Information about IM_Brief_Template_green_icon

Save As . i . .
D\Reports Proceduresiternplatesi\]_workingword_briefs\IM_Brief_Template_green_icon.docx

.| Save as Adobe PDF

[ Open -
. Permissions
[ Close %}] Anyone can open, copy, and change any part of this document.

Protect
Document ~

21



2) Onthe Save As screen, fromthe Save as Type: drop-down menu, select the select

PDF (*.pdf) option.

'm

@@v| .. % Reports Procedures » templates

Mew folder

Organize v

4

A g » word_briefs »

- | +3 | | Search word_briefs

= - (7]

B Desktop

) Libraries
@ Documents
Ji Music
(5] Pictures
I Videos

Lo Computer
&, Local (C)
— Data (D:)
g% CFlohnson Ofcv TUMALN Users) (H:)

s IMD_files 15816) (M:)

me

archive
IM_Brief_Template_green_icon.pdf

Date modified

12/6/2013 3:01 PM
12/24/201312:33 ...

Type

File folder
PDF File

L

=

File na

“W_Brief_Template_green_icon.pdf

Save as type: |PDF (*.pdf)
Word Document (*.docx)

Optimize Word Template (*.dotx)

Word 97-2003 Template (*.dot)
PDF (*.pdf)
XPS Nocument ™ yns)

il Word Macro-Enabled Document (Zdaod
Word 97-2003 Document (*.doc)

Word Macro-Enabled Template (*.dot

3) Clickthe Options button.

@@vl |, <« Reports Procedures » templ

v 1_working » word_briefs »

- | g | | Search word_briefs 2 |

Organize = Mew folder

=~ @

B Desktop

) Libraries
@ Documents
J‘ Music
[E5] Pictures
! Videos

Lol Computer
&, Local (C)
— Data (D3]
gt CRlohnson (WMinp2300fov TUMAL Users) (H:)
g IMD_files (\\inp2300fcwl5816) (M:)

MName

. archive

=] IM_Brief_Template_green_icon.pdf

Date modified

12/6/2013 3:01 PM
12/24/201312:23 ...

Type
File folder
PDF File

v [ T 3
File name: IM_Brief_Template_green_icon.pdf -

Save as type: |PDF (*.pdf)

Authors: Beer, Margaret

Optimize for: @ 5Standard (publishing
online and printing}

@) Minimum size

[ Options...

Open file after publishing

Title: Add a title
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4) Set the desired Page Range options (All, Current Page, etc.).
Options

Page range

() Current page
() Selection
@) Page(s) From: |q =] To: |1
Publish what
@ Document
Document showing markup
Indude non-printing information
Create bookmarks using?
@ Headings
Word bookmarks
Document properties
Document structure tags for accessibility

PDF options
|:| 150 19005-1 compliant (PDF/A)
Bitmap text when fonts may not be embedded
|| Encrypt the document with a password

[ OK ﬂ[ Cancel ]

5) On the next screen, make sure that the following options are checked: Create bookmarks

using:, Headings, Document propertings,and Document structure
tags for accessibility.

6) Back onthe Save As screen, click the Save button.

(W] Save As
J=+| |, = Reports Procedures » templates » 1_working » word_briefs » - |+ Search word_briefs }J|
e P P 9 1
Organize v New folder B= w (7]
3# Dropbox * Name Date modified Type
2] Recent Places . ~ .
= | | archive 12/6/2013 3:01 PM File folder
esktop = . . . -
" r ,H B vr.ﬁeWnWﬁ fsile .
(publishing onine)
< Hide Folders Tools - I Save D}}J I Cancel ]

Note: It may take a few minutes to export your file to PDF format. The new file should
automatically open in Adobe Acrobat Pro.
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Adobe InDesign Procedures

Working examples and additional guidance for most of the procedures outlined in this chapter are
also provided in the latest Adobe InDesign templates provided for:

e NPS Inventory & Monitoring Program briefs and small documents. Available for download at:
http://science.nature.nps.gov/im/reports/index.cfm?tab=0&BriefsTemplates=open#BriefsTemplates

e NPS-wide Natural Resource Technical Report (NRTR), Natural Resource Report (NRR) and
Natural Resource Data Series (NRDS) report series. Available for download at:
http://www.nature.nps.gov/publications/nrpm/nrrortr.cfim

When working with Adobe InDesign CS6 or later (earlier versions are not recommended) making the
final PDF file accessible for reports generated in Adobe InDesign is relatively easy. Just make sure
to:

1) Use Paragraph Styles that are set to export to PDF format using accessibility tags (see
subchapter: Adobe InDesign Procedures / Use Paragraph Styles for All Text Elements).

2) Provide alternate text for all figures, images, and other graphic elements (see subchapter: Adobe
InDesign Procedures / Graphic Elements).

3) Design tables to be accessible in the final PDF (see subchapter: Formatting Tables in Adobe
InDesign).

4) Export the final Adobe InDesign document to PDF format in a way that assures that accessibility
tags are exported to PDF correctly (see subchapter: Adobe InDesign Procedures / Exporting the
Final Adobe InDesign Document to PDF Format).

This document is a work in progress. Please contact Fagan Johnson if you have any questions or see
something that needs to be changed.

Use Paragraph Styles for All Text Elements
All text elements in I&M briefs, reports, and other documents generated using Adobe InDesign

should use the proprietary fonts: Adobe Frutiger LT Std and NPS Rawlinson OT (click links to
download and install these fonts as needed, NPS only).

To install these fonts on most Windows machines, simply unzip the zip files inside the
C:\\Windows\Fonts\ folder. If you do not have permission to do this on your computer,
contact your local NPS IT staff for assistance.

The only instances when non-proprietary fonts are allowed in I&M briefs, reports, and other
documents produced in Adobe InDesign: are for text inside charts and/or figures, complicated
mathematical formulas (use appropriate font symbols as required), and for computer output and
application instructions (use Courier New font).

After installing the proprietary fonts, using the Paragraph Styles built into one of our document
templates above, is the simplest way to consistently apply the NPS proprietary fonts throughout an
entire document.
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http://science.nature.nps.gov/im/reports/index.cfm?tab=0&BriefsTemplates=open%23BriefsTemplates
http://www.nature.nps.gov/publications/nrpm/nrrnrtr.cfm
mailto:fagan_johnson@nps.gov
http://www1.nrintra.nps.gov/im/assets/docs/FrutigerLTStd.zip
http://www1.nrintra.nps.gov/im/assets/docs/NPSRawlinsonOT.zip

More About NPS Rawlinson Font Variations
There are three basic variations of NPS Rawlinson OT font. You may use any of these variations as

you see fit inside your reports. Descriptions of these variations and some suggestions for use are
below.

NPS Rawlinson OT Condensed (in MS Word: NPSRawlinsonOTCn): Was primarily designed to
save print space. With regular paragraphs, many people also find this variation the easiest to read on
a computer screen. We suggest that you use this font variation for regular paragraph text for most
I&M briefs, brochures, and reports.

NPS Rawlinson OT (in MS Word: NPSRawlinsonOT): Was the basis for all other variations of this
font. It was designed primarily for print distribution. Many people find it easier to read on printed
pages than NPS Rawlinson Condensed. We suggest that you use this variation for regular paragraph

text inside any report with a significant print distribution (more than 50 printed copies will be
distributed).

NPS Rawlinson OT Oldstyle (inMS Word: NPSRawlinsonOTOIld): Was designed to be a more
ornate and elegant variation. Some people find this variation the easiest to read on printed pages,
while others reserve it primarily for report titles, quotes, etc. This variation also works well as regular
paragraph text for reports with a significant print distribution.

About the Paragraph Styles Used in Template Headings
Section heading examples provided in our I&M brief and brochure templates use Paragraph Styles

I&M brief HI - H3.Headings in Adobe InDesign templates for NRTR, NRR, and NRDS
reports use Paragraph Styles nrps Heading 1-5. These heading Paragraph Styles are set to
export to PDF format with standard HTML markup heading tags HI - H3. This arrangement

helps to assure that report headings will be read correctly by software for the visually-impaired (per
Section 508).

As long as you use NPS proprietary fonts, and assign that text to a Paragraph Style that is also set to
tag the final PDF with H1 -3 tags, as appropriate, you may edit and update the heading font and
related text effects as desired.

About the Paragraph Styles Used for Other Template Text
Most of the other Paragraph Styles in our document templates are set to export to PDF format with

standard HTML markup paragraph tags ( P). This arrangement helps to assure that report text will be
read correctly by software for the visually-impaired (per Section 508).

As long as you use NPS proprietary fonts, and assign that text to a Paragraph Style that is also set to
tag the final PDF with a P tags, you may edit and update the font and related text effects as desired.
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To See and/or Edit the Font Settings for the Paragraph Styles Provided in our Templates
1) Open the Paragraph Styles panel (Type / Paragraph Styles menu option).

Id File Edit Layout ws% v | S Ev [@E- Advanced + [=T8] x]
NP5 Rawirson OT Conds Font ITE wee » T e+ [T A Donsl - y =
o | oo Size 22 [Fom TEr A Engish: USA -
o IM_Brief_Te Character Ctrl+T @ 150% * | IM_Brochure_Te CS6indd @ 150% = | nrir_nr_nrds_onli
h £ Paragraph AsCsT P © = 2 U L — L EI rages
I [+ fonts on most Wi Tabs Shift+ Ctrl+T As long as you use NPS p_mpriela.ry fonts, and assign thalllext option (lefi-hand navigation, the I S
i . Glyohs Alts Shifts F11 0 a Paragraph Style that is also set to tag the final PDF with X -
B | Jles inside the c': " ; : 4. Near the bottom of the window, select
f Stor [H1-3 tags,as appropriate, you may edit and update the - d Yo ks
1| jo not have permis i ) : Tag option from the drop-down menu
24| Jourlocal NPS TT heading font and related text effects as desired. agoptiont P
= Character Styles Shift+FI1 and suggestions for use: == stroke
g] ces when non-pr Yl || Borearsphi s s L About the Paragraph Styles Used for Other Text B swatches
aFr and NRDS repo|  Create Outiines Shift=Ctrl= 0 Most of the other Paragraph Styles in this template are set Suggested Procedures for Exp [ Gradient
# | -complicated matl  Find Font... o export to PDF format with standard HTML markup PDF —_— =
‘B] “| jymbols as requir Change Case paragraph tags ( 2). This arrangement helps to assure that Al final PD) [;as::::ap;]ﬁg D
“| hinstructions (us report text will be read correctly by software for the visually- ported =
@, Type on a Path N . : [Basic Paragraph] 9| Paragraph
= T etary § impaired (per Section 508). e e e A
| {the proprietary Ntes 1 Character stytes
K, [ ) this template sl Track Changes /®long as you use NPS proprietary fonts, and assign that text = ::j"’ i — 7
K| +NPSproprietary | 0 a Paragraph Style that is also set to tag the final PDF with :: Hm: m::: = | 53 object styies
=11 Document Footnote Options... :ﬂp :ags’gm! I‘l:iay edit and update the font and related text neps Heading 2 Jx ettects
fects as desired. —— = —
?} {NPS Rawlinse  Hyperlinks & Cross-References L = et e
& |Headin, TS [To See and/or Edit the Font Settings for the AW e tesing3 @
Q| }basic variations Bulleted 8 Numbered Lists Paragraph Styles Provided in this Template A. Ch nrps Heading 3 Appendx —
ms of these variati DT Hyperlinks
Eﬁ 'ytions of these va Insert Special Character Openthe Paragraph Styles _panel(Type s / ": Hm; -
L@ Ebelow Insert White Space Paragraph Styles menuoption). e B Teble
m)| ] ' Insert Break Character 2. Left-click with your mouse on an example line of tg s Heading 4 SO 53 Table styles
i OT Condensed. Fill with Placeholder Text found in the template. neps Heading 5 5
ﬂ_ T 5 .| B s
& With regular p: Show Hidden Character AltsCarle] Note: This will hishlisht the P: h Sty _

This will open the Paragraph Styles menu. The computer displayed above has the

Paragraph Styles menu docked along the right-hand side of the program screen (recommended).

2) Left-click with your mouse and select/highlight the text of interest.

Id File Edit Llayout Type Object Table View Window Help [Bd
NPS Rawinson OT Conderses » fT'[3] 05, = [TT T* T S oMews v + D]+ |A. tore) -~
Bok - dEoe - [mT T Mo A Englishy USA -~
mplate_Basic_CS6.indd @ 125% = | IM_Brief_Te | 2] S
: 0 1
i L T . . . PN N —— e
l; [+ fonts on most Windows machines, simply long as you use NPS proprietary fonts, and assign that_text option (left-hand navigation, thel: | o ...
- . . aragra) e that is also s g the fin A
P iph Style that is also set to tag the final PDF with
[y | Jlesinside the c: \ \Windows \Fonts\ 3y >
-\ > N M. Near the bottom of the window, select | o, Links
[++| 1o not have permission to do this on your com-| 3 tags, as appropriate, you may edit and update the .
| Fourlocal }\IIDPS IT staff for assista v ing font and related text effects as desired. Tag option from the drop-down menu
‘.| Tourloc staff for nce. 5 and suggestions for use: =i
M) 1 ;
ces when non-proprietary fonts are allowed B swatches
g) =, and NRDS reports: are for text inside charts suggested Procedures for Exp @ crecient
#'| {complicated mathematical formulas (use ap- ort to PDF format with standard HTML markup PDF — =
| Fymbols as required), and for computer outpuf 2raph tags (7). This arrangement helps to assure that full final PIVF [C=sppaisres rle
5= | eq p P p! ps [Basic Paragraph]
ol I instructions (use Courier New font). ort text will be read correctly by software for the visually- e er— R
;; _rh ©etary fonts. using " paired (per Section 508). T A
e proprietary fonts, using the Paragrap L Character Styles
%23, [¥) this template is the simplest way to consis- Mlong as you use NPS proprietary fonts, and assi reps Hesding V
p plest way ng as y proprietary e
I | +NPS proprietary fonts throughout an entire 0 a Paragraph Style that is also set to fag S 53 Object stytes

This will highlight the Paragraph Style used for that line of text in the Paragraph

panel.

Continued on Next Page
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3) Right-click on the selected Paragraph Style, and choose the Edit “....” option (the first

option).
T TR ATOWEd DU LI TaragIapPil SLyIcS USCU TUL UTIEL TEAT -
2, {57 inside charts Most of the other Paragraph Styles in this template are set Suggested Procedures for Exporti — oo
@ ulas (use ap- 0 export to PDF format with standard HTML markup PDF i . -
| mputer output agraph tags (). This ar helps to assure that nal PDF versions posted on NPS websit j © B Swtches
2| Jfont). report text will be read correctly by software for the visually- P”_"Ed to meet Section 508 acc 953“"!-“!' stan ed [ Gradient
PAR paired (per Section 508). guidance for exporting Adob.e InDesign doc =3 h:'t;‘;
= Paragraph format can be found in the Link to the Unfii g
@ © ly to consis- s long as you use NPS proprietary fonts, and assign that text 508 Document. The basic PDF export steps : Paragraph
;; “out an entire 0 a Paragraph Style that is also set to tag the final PDF with for a vast majority of users. e it "(Basic Paragraph]”
=/l B P tags,you may edit and update the font and related text | Adobe Acrghat Pro 10 ot hisher i s T Ny
o bffects as desired. . Adobe Acrobat Pro 10 or higher is reco - ” “
= | Jations 2. The final document must be exported t|  wps| APl [BasicParzgraph]
— AJ., [To See and/or Edit the Font Settings for the in a way that maximizes accessibility (p| ~ =|  APply"[Basic Paragraphl”, Clear Character Styles
% B¢ n O’ll;fonr. Paragraph Styles Provided in this Template A. Choosethe File / Adobe PD. e Tarmetin Era

4) Onthe Paragraph Style Options pop-up window, use the left-hand navigation
menu to see and/or edit the attributes for that Paragraph Style.

Paragraph Style Options

le Name: |[Basic Paragraph]
Basic Character Formats

Location:

Advanced Chasacter Formats

Indents and Spacing

Tabs

Paragraph Rules Based On: [Mo Paragraph Style] -

Keep Options

Hyplvenation Hext Style: [Same style] -

Justification Shorteut: ||

Span Columns

Drop Caps and Nested Styles

GREP Style Style Settings: Reset To Base
Bullets and HNumbering [No Paragraph Style] + net: [Same styke] + NPS Rawlinson OT Condensed + sizer 10.5 pt + leading: 13 pt + char p
Character Color width: 979% - hyphenate last word + space after: 0,125 in - drop cap slign keft edge - drop cap scale descenders -

OpenType Festures IdeoSpaceBehavior + disaitic positioning: CpenType (positive adjustment is up)

Undesiine Options

Strikethrough Options

Export Tagging

Apply Style to Selection

Preview ! oK ] cancel |

Continued on Next Page
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Tagging Other Custom Paragraph Styles for Section 508 Accessibility Compliance
If you decide to use a custom set of Paragraph Styles, make sure that they are set to export to PDF

format with the appropriate HTML markup tags (per Section 508).
To do this for a single Paragraph Style:
1) Open the Paragraph Styles panel (Type / Paragraph Styles menu option).

Id File Edit Layout s v | v E @&
[ ITHwe « Tl - [T A Do -
9| Book Size Yl a2 zfem Tl 2 Engsh USA - =
2] 1M _priet_Template_Bas Character Ctrl+T ©150% = | IM_Brochure_Template_CS6andd @ 150% = | nrir_n_nrds_onfine_2_2014.indd @ 125% x | N nn_nids_basic 1 20144 5
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This will open the Paragraph Styles menu. The computer displayed above has the
Paragraph Styles menu docked along the right-hand side of the program screen (recommended).

2) Right-click on the Paragraph Style of interest, and choose the Edit “....” option (the first

option).
T AreTTweT FIDOUT e T ATAETAPITSTYTES USEU TOr UTIET TEXT -
i, [57] inside charts Most of the other Paragraph Styles in this template are set suggested Procedures for Exporti [
[T)| ulas (use ap- o export to PDF format with standard HTML markup PDF i i -
| Imputer output ph tags ( ). This ar helps to assure that nal PDF versions posted on INPS websi A B sustenes
2| lfont). report text will be read correctly by software for the visually- po_ned to meet Section 508 ace ess“"!“!’ stan n“ﬁ_d [ Gradient
2|1 impaired (per Section 508). guidance for expomr!g Adob.e InDesign doc =3 =
| p format can be found in the Link to the Unfini . NP7
@, [° Jyto consis- s long as you use NPS proprietary fonts, and assign that text 508 Document. The basic PDF export steps Boe Pares R
= ““Jout an entire 0 a Paragraph Style that is also set to tag the final PDF with for a vast majority of users. os Ecit*[Basic Poragraph]'..
°11] b P tags,you may edit and update the font and related text o — ke
=} Effects as desired. 1. Adobe Acrobat Pro 10 or higher is reco - Duplicste Style.
E 2. The final document must be exported t|  ws APy '[Basic Parsgraphl”
[To See and/or Edit the Font Settings for the in a way that maximizes accessibility (p| ~ =|  APply"[Basic Paragraphl”, Clear Character Styles
% Paragraph Styles Provided in this Template A. Choosethe File / Adobe PD. s Copy to Group...
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3) Onthe Paragraph Style Options pop-up window, left-click with your mouse to
select the Export Tagging option (the last option) in the left-hand navigation menu.

Paragraph Style Options

Generzl

Easic Charsqier Formars
Advanced Character Formats
Indents and Spacing

Tabs

Paragraph Ruls

Keep Options

Hyphenation

tyle Name: |[Basic Paragraph]

Location:

Justification
Span Cokemns
Drop Caps and Nested Stydes
GREP Style

Bullets and Numbesing
Character Color
OpenType Festures

[ split Document (EPUB only)

Export Details:

T o
Class;: [Basic Parsgraph] 2
Underiine Cotans font-Family : NPSRawlinsonOTCn, serf K]
Swikethrough Options font-weight : 300

- font-styde : normal
5= fonize 11

tea-decoration | none -

PDF

[Automatic]

i
H1
H2
H3
Ha
HS
HE
Artifact

[ Preview oK ] [ Cancel ]

4) Near the bottom of the window, select the desired PDF / Tag option from the drop-down
menu, and click the OK button. Available options and suggestions for use:

P (paragraph tag): use this tag for all Paragraph Styles that will be used for any and all text that
is not a Heading or an Artifact.

HI- H5 (heading tags): use these tags for all first through fifth order headings.

Artifact (background element that is skipped by screen readers): use this tag for all headers and
footer text, and is sometimes used for figure captions.

Graphic Elements (Figures, Images etc.)
The figures, images, and photographs found in the templates listed at the beginning of the Adobe

InDesign Procedures chapter of this document provide working examples for the guidance and
procedures below.

Adding Alternate Text to Graphic Elements
(Mandatory for all Maps, Images, Photographs, Graphic Shapes, etc.)
While we are very flexible with the format and layout of graphic elements, they all must have

alternate text (per Section 508). Alternate text is read aloud by screen readers to people with visual
and certain cognitive disabilities. The alternate text should be descriptive enough to entirely replace
the graphic element for users that cannot see the graphic element.

For documents that contain more than a handful of graphic elements, adding alternate text while in
Adobe InDesign is the fastest and most efficient way to make sure that all graphics in the final PDF
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have alternate text. To add alternate text to a graphic element that was previously added to an Adobe
InDesign page:

1) Left-click with your mouse on the Selection Tool option in the left-hand tool bar
(usually the top-most option), and click on the Tmage Frame to select/highlight it.

= E- Advanced - | (DI =10 X ]

' @ [ | Hosse | @[ £ Hosesn || EHE | & S8, =
4 A [ | o— O 00 =1 - [F] uto-F 5 @e Do -
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» 12 . B 1 . i ) ie . i . *| B re
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Continued on Next Page
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2) Choose the Object / Object Export Options menu item.
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Nk Group >
5l 1 Ungroup -
=1 ' Lock R Links
2 171 UnlockAllonSpread  Ag| | [ o | |
5 8 . ices change = stroke
T.1 ]
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3) On the next screen, left-click onthe A1t Text tab andsetthe Alt Text Source
drop-down list to the Custom option.

(Object Export Opt
Al Text Source: -
Photograph of an American Pika. -
Done B

4) Add the desired alternate text to the dialog box, and click the Done button.

31



Importing Graphic Elements into Adobe InDesign
Graphic elements can easily be added to an Adobe InDesign document in multiple ways. Regardless

of the type of image being imported, the original image should be relatively close to the print file size
that will be used in the final page in Adobe InDesign. Image quality can degrade significantly
whenever you enlarge the image size more than 10% - 15%, or shrink the image size more than 50%.

Importing Raster Image Files (. tif, . jpg, .png, .bmp, etc.)

This is the most common method used to import images to Adobe InDesign. Images should be saved
to at least 1,200 dots per inch (dpi) or greater (many print shops now suggest 2,400 dpi or greater),
and approximately the same print size as will be used in Adobe InDesign.

1) In Adobe InDesign, choose the File / Place menu option.

Id [Fi B oo~ | B oS- EE ndvances - (I =12 x ]
Co-.aa|E = = o | | Bl [Bssk Graphics Frame] 4=
Open... Ctrl=0 %o P, & a0l I =
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| Open Recent i = B it 5 ) A -
Ly = TCTOT Adobe MDESIEn 5. Fariier ver: ave alfernate text asslgned toit (seled the i |mage ohject > £} Pages
k . nDesign are not recommended. choose the objsct / Objsct Export Options menu item & Layers
ove Al i E
B e o [ ke o o g
& Checkl pAbstract or Executive the desired alternate text to the dialog box -> click the n.
% cIn... - E one
£, eckin ection in NRTR,NRR, and tton) (Saction 508) 9 = suoae
T. SR rts (Style: nrps Heading 2) —
Ve Revert L, and NRDS reports should have an
2. Place... N D cutive Summary. The typical approach is atural Resource Data Series (NRDS) reports. Final reports Ire==
2. Impart XML... for shorter reports and executive summaries must be distributed in Adobe Acrobat (PDF) format, and 2 Paragraph Styles W= f!l—]
= _ B SO S | P il

2) On the next screen, use the navigation tools to find and the desired file.

M riace Ex5
Loal in 1_blank_IM_template G ¥ = [
= Marne Date
"'} word_briefs 2711
Recent Places v Brief Te _CSh. 2710,
- BIM Brief_T _CS6.i 210,
B M _Broch ate_CS6.indd 2711,
Desktop %% pika.tif 211,
o=l
Libraries
LY
Computer
@
u < | 1 *
Network
File name: pika tif
Files of type Importable Files
[] Show Import Options
Replace Selected Item
D Create Static Captions
Preview

3) Clickthe Open button (this will place the full-sized image on the page).
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4) Back on the Adobe InDesign page, edit and update the image position, size, and other settings as
desired.
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5) Make sure that there is alternate text for the new image (see the Adding Alternate Text to Graphic
Elements section of this document).

Importing Vector Image Files (.ai, .eps,and . svqg)

Vector images are often used for maps, logos, and to display mathematical and statistical charts. In
vector images, text elements remain as standard font-based text and most line-type shapes are often
exported as digital line elements (not converted to individual pixels). The text is almost always easier
to read, and the line elements are more clearly defined than typically found with raster images. The
three most commonly used vector image file formats are described below.

Adobe Illustrator Format (. ai): Is fully supported by Adobe InDesign CS6, often providing the
cleanest import results for vector graphics.

Encapsulated Post Script Format (. eps): Has traditionally been the primary choice for vector
image files. While this file format is slowly being phased-out by Adobe, it is still favored by many
software programs. There are often problems with importing . eps files into Adobe InDesign.

Fortunately, you can quickly and easily convert . eps filesto . ai format using Adobe Illustrator.

Scalable Vector Graphic Format (. svq): Is an open source file format that is often favored by
users of prominent statistical and related graphic programs (SAS, SigmaPlot, R, etc.). There are
often problems with importing . svg files into Adobe InDesign. Fortunately, you can quickly and

easily convert most . svg filesto . ai format using Adobe Illustrator.

Suggested methods to import vector images into Adobe InDesign:
1) Make sure the vector image file that you want to import is in . a1 file format.

a) Ifthefileisin .eps or .svg formats, open the file in Adobe Illustrator CSS5 or later.
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b) Usethe File / Save menu option to save a separate copy of the image to . a1
format.

Note: If the new . ai file does not export with good enough quality to meet your
needs, you may need to export the file to a raster format (. tif, . jpg, .png,

.bmp, etc.) using the File / Export menu option (suggest . tif format at
1,200 dpi or greater).

2) When you have an image in . ai format, open Adobe InDesign and choose the F'ile /
Place menu option.
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3) On the next screen, use the navigation tools to find and the desired file.
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Preview

4) Click the Open button (this will place the full-sized image on the page).
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5) Edit and update the image position, size, and other settings as desired.
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6) Make sure that there is alternate text for the new image (see the Adding Alternate Text to Graphic
Elements section of this document).

Using the Copy—-paste Method from Files Opened in Another Adobe CS6 (or later) Program

This is usually a good way to import images to Adobe CS6. Programs supported include: Adobe
Ilustrator, Adobe InDesign, and Adobe Photoshop. To import an image:

1) Open the file containing the image that you want it import in the desired Adobe CS6 (or later)
program.

2) Select the image object(s) that you desire to import, and choose the File / Copy menu
option.

3) In the target Adobe InDesign file window, use the File / Paste menu option to add the
image to the desired page.

4) Edit and update the image position, size, and other settings as desired.
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5) Make sure that there is alternate text for the new image (see the Adding Alternate Text to Graphic
Elements section of this document).

Importing Images from PDF Documents
Importing images directly from PDF documents into Adobe InDesign almost always significantly
degrades image quality, and is not recommended. To import images from PDF documents without

significantly degrading the image quality, we suggest that:

1) With the document open the file in Adobe Acrobat Pro 10 or higher, select the Tools /
Content / Edit Object menu option (located along the right-hand border of the
program window).

L IM_Brief_Template_green_icon.pdf - Adobe Acrobat Pro = lle =]
File Edit View Window Help *
Beae- | B BH @O HDR R
. | L3 @ ‘ '8' '@' | ﬁ EE Tools Comment Share
A
» Pages
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Mot o [P AddBookmark
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Edit Text & Objects

TI Edit Decument Text

(B Edit Object

(&) Add or Edit Text Box

m

Add or Edit Interactive Object ———
&P Link
Butten
% Multimedia -

‘ Select Object

» Forms
» Action Wizard
» Recognize Text

2) Left-click with your mouse, and draw a polygon around the image object(s) that you want to
import. Selected objects will be highlighted.
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3) Right-click with your mouse on any of the selected objects, and on the next pop-up screen,
choose the Edit Object option.
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— Facific lslands |
EditImage... aros|*® - “ m
= = l} by n.:" / Pueria Fico *
Properties... ’ Floogi H
01
N T ) [. e Mies
———— i \mercan Samea 0 2 se 1,080 TR0
= || + Recognize Text

4) On the next couple of pop-up screens, click the Yes and OK buttons. This will automatically
open the page in either Adobe Photoshop (if you selected a single raster image) or Adobe
Ilustrator (if you selected multiple page objects) (it may take a minute to finish loading).

5) Save the imageto . tif format.
a) If the image opens in Adobe Photoshop (happens when you selected a single raster image):
i) Choosethe File / Save as... menu option.

File | B S pe Select  Filts

New... Ctrl+N
Open... Ctrl+3
Browse in Bridge... Alt+C

Color

Browse in Mini Bridge...

dpenie. a0 | National Park Service Ty
i - » | & Monitoring Program Networks °

Open Recent

Chrl+W
Close All Alt+ Chrl+W
Close and Go to B hift+Ctrl+W
Save Ctrl+S
Save As.. k Shift+Ctrl+5S
Check In...

Save for Web... Alt+Shift+ Ctrl+5
Revert A2

Close

Adjustments
Add an adjustment

Ny

Northeast
£ Coastal
& Barrier

k= *

e
National
Capital

N

Place...

W

Import

Export L4 = L P W™ i Atlantic
| ] i
Southern Plains
|

Automate
"Appalachian
Highlands

Ao N

Scripts L4

e PRIV

N File Info... Alt+Shift+ Ctri+1
P
-TA Print... Ctrl+P
BBl Print One Copy Alt+Shift+ Ctel+ P
. Exit Cti+Q
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i1) On the next screen, navigate to the desired file location (always defaults to a Temp

folder on many computers).

B save as
Savein | 1_blank_IM_template
T MName Date Size Tags
= | word brifs  10/20/201311:12,
RecentPlaces  m joptgposit  2/12/20149:22AM  TIFFile 184,531 KB
1 . AIRBIMEHif 2/12/201410:52 .. TIF File 6,022 KB
- "= AGRE350.4if 2/12/201411:24 ... TIF File 184,531 KB
Desktop "= pikatif 2/11/2014 4:00 PM TIF File 294 KB
Libraries
L ¥
Computer
@
Metwork
File name ASRBIAE tf] - Save r
Format: [TIFF c.TIF-TIFR) Cancel |
Save Options
Save: [T As a Copy
Alpha Channels
Layers
Color: Use Proof Setup: W
[T]1cC Profile: sRGB IEC
Thurmbnail Use Loy

iii) Inthe Format drop-down menu, selectthe TTFF (*.TIF, *.TIFF) option,

and left-click on the Save button. This will save the image as a stand-alone . t1f
file.

b) Ifthe file opens in Adobe Illustrator (happens when you selected multiple page objects):

i) Select all page elements that you want to import into Adobe InDesign, and choose the
File Export menu option.

Edit

Crl+N
Shift+Ctrl+N
Open... Ctrl+0
Open Recent F

New from Te

Browse in Brid Alt+Ctrl+ O

National Park Service
Close ctl-W | Inventory & Monitoring Program Networks
Save Ctrl+5
Save As.. Shift+Ctrl+5
Save a Copy... Alt+Ctrl+5
Save as Templ

Save for Web..

e Morthwast
vl

Alt+Shift+Ctrl+5

F12

Save for Microsoft Office...

Export... %

s
T,
S
=
Va
-
»
7
-

Srrintc
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i1) On the next screen, navigate to the desired file location (always defaults to a Temp
folder on many computers).

Save As @
Savein . 1_blank_IM_templste
B Narmne : Date Tags
"'5‘ word_briefs 10/29/201311:12...
RecentPlaces  m pgmioaasf  2/12/20149:22AM  TIF File 184,531 KB
! 2. ADRB34E.tif 2/12/201410:52 ... TIFFile 6,022 KB
2. AORB350.tif 2/12/201411:24 ... TIFFile 184,531 KB
Desktop 2. pika.tif 2/11/2014 4:00 PM TIF File 294 KB
Lil'jrarias
A
Computer
=
w
Network
File name ASRB34E tif} Save r
Farmat: [TIFF c.TIF-TIFR) Cancel |
Save Options
Save: [T] As a Copy
Alpha Channels
Layers
Color: Use Proof Setup: Wor
[F11¢C Profile: sRGB IECS!
Thumbnail Use Lowr

iii) In the Format drop-down menu, selectthe TTFF (*.TIF, *.TIFF) option,

and left-click on the Save button. This will save the image as a stand-alone . t1f
file.

6) In Adobe InDesign, import the . £1 £ file like normal (see the Importing Raster Image Files
section of this document).

7) Make sure that there is alternate text for the new image (see the Adding Alternate Text to Graphic
Elements section of this document).

Using the Copy—paste Method from Files Opened in Other External Programs

(MS Office, SigmaPlot, SAS, screenshots, etc.)

This should be used as an option of last resort, because it almost always significantly degrades image
quality in printed copies of the document. Text and lines inside images are the most vulnerable to
degradation.

Importing Map Images Exported from ArcMap

ArcMap versions 10 and later provide much more robust image export tools than were available with
previous versions of the software. The most significant changes for users importing map images to
InDesign are: much higher file export resolutions (measured in dpi), and more reliable tools for
exporting maps to . a1 format.
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Most maps can be successfully imported to Adobe Acrobat from . tif, . jpg, or . png files that
were exported directly from ArcMap using a 1,200 dpi or greater image resolution.

For maps with more complicated layouts, or numerous vector elements (text labels, lines, polygons,
etc.), many users have had good luck with exporting the maps directly from ArcMap 10 and later to
.ai format (also with 1,200 dpi or higher resolution).

We suggest that you only import map images from PDF files as a last resort. While this was the
industry standard for many years, the raster and vector options described above almost always
produce better results.

Choosing Colors to Convey Information
One of the clearest Section 508 statements concerning using colors can be found on the Web

Accessibility in Mind Section 508 checklist webpage (http://webaim.org/standards/508/checklist):

e The use of color can enhance comprehension, but do not use color alone to convey
information.

e Be especially cautious of red/green color combinations. Make sure that color contrast is
strong, especially between text and background.

Here are some online tools that can help you to check images and colors for potential color blindness
issues.

Webaim Saturation Checker (http://webaim.org/resources/contrastchecker/): A more
traditional, and very reliable, tool that allows you to check colors after they are converted to
grayscale values.

Vischeck (http://www.vischeck.com/): An online tool that allows you to simulate colorblind
vision for individual image files.

ETRE Color Blind Simulator (http://www.etre.com/tools/colourblindsimulator/): An
online tool that allows you to simulate colorblind vision for individual image files.

Coblis — Color Blindness Simulator (http://www.color-blindness.com/coblis-color-
blindness-simulator/): An online tool that allows you to simulate colorblind vision for
individual image files.

Formatting Tables in Adobe InDesign for Accessibility Compliance
The tables found in the templates listed at the beginning of the Adobe InDesign Procedures chapter

of this document provide working examples for the guidance and procedures below.

While we are very flexible with the format and layout of tables, they should always be accessible
(per Section 508). Fortunately, the tools to export accessible tables from Adobe InDesign to PDF
format are rather robust, and you only need to follow a small number of basic rules.
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a) Do not use graphic images or pictures of a table.

b) Do not use traditional typewriter formatting techniques (using tabs and spaces to separate

columns).

2)

for the visually-impaired read the table aloud to the end user in a rather simplistic fashion:

Organize your table layouts to be read aloud by screen readers. Keep in mind that screen readers

a) Starting with the top-most row, the contents of each individual table cell is read aloud from

left-to-right.

b) This process is repeated on each row until all cells in the table have been read aloud.

Some Basic Table Layout Suggestions

1) Do not combine or split table cells, or add blank columns or rows for purely graphic layout
reasons. Instead:

a) Select/ highlight a table cell, and choose the Table / Cell Options / Text /
Cell Insets menu option

Id File Edit Layout Type Object

. Fmmlrow T e Insert Table s

- A e Convert Text to Table...
BT et s i 0 Convert Table to Text..

x I . |z Table Options

& All tabular contes Cell Options

&l format that is ma f—

[+ _the 11su.:ally—1mpﬂ P

- 4

Bl ] mlt.o an image, or -

M © ditional typewrit

71 spaces to separaf Merge Cells

% Unmerge Cell

i:- 1 You should avoi

&7a table more conful

g' in mind that scre:

Al

>

K Table 1. Slmple

3]

= settings to the

B sldes 4) Doub

L /

&

a1

. e : Table Header

Table cell (Style: nrss Table Ceill)

Ckd BN Inclented Table cell 0.55
) (Style: nrss Table Cell Indent)

- adanced + | [P 3
- [0, Menel - |@ st v [Fo0srrs =Jo.0ss6n F3 [2] 00556 im _
— [, [Basic Tabie] Bz ISEEE =~/ 0.05% i 00555 in #|=
ochure Template CSbindd ® 100% % | *nrtr_nrr_nrds_online 2 2014indd @ 125% x\ mmmnﬁ >
‘ [ E . . F_ ‘ g [P
» Text.. Alt-Ctrl=B ‘ =
. Strokes and Fills... Al Cell Options
. Rows and Columns... v
. Diagonal Lines... U Text | strokes and Fils | Rows and Columns | Dagonal Lines
F Cell Insets
yow B =
S 00556 inf Left: 70,0556 in
#  Not bother setting table header ro = & =
Bottom: |>0.0556 in Right: =] 0.0556 in
«  Not bather tagging the Paragraph :

of the page (Style: nrss Table Caption)
iriginally added to a MS Word table [M:
ans to the outside page margins. 3) Sef
ion and the T=xt mrzp distance to 0.
ive cursor inside Tsxt Frams box].5)
Ble with the correct number of rows and

Table Header Table Header Table Hej

123 0.63

b) On the next screen, setthe Cel1 Tnsets values on each side as desired, and click the

OK button.

Text Rotation
Rotation: 0°

+ Paragraph Spacing Limit: * [0 in

Preview.

Cancel

2) Avoid adding graphic elements to hide words or cells, act as purely visual elements with no text

alternative, etc.

Most other things recommended to specifically make an Adobe InDesign file accessible do not

export very well PDF format. Since our primary focus is to make the final PDF that is released to the

public accessible, we suggest that you:

e Not bother setting table header rows.

e Not bother tagging any Paragraph Styles used for tables.
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Adobe Acrobat Pro Procedures

The procedures below were generated using Adobe Acrobat Pro 10 on a 64-bit Windows 7 computer.
The procedures are very similar for Adobe Acrobat Pro 11 on 64-bit Windows 7 and Windows 8, and
on Mac/Apple computers. Earlier versions of these software programs are not recommended.

The basic process:

1) Make sure that the PDF document language is set to: English (see subchapter: Adobe Acrobat
Pro Procedures / Step 1. Make Sure that the PDF Document Language Is Set to: English).

2) Check, update, and order the accessibility tags on each individual page (see subchapter: Adobe
Acrobat Pro Procedures / Step 2. Check, Update, and Order the Accessibility Tags on Each
Individual Page).

3) Run full accessibility checks, and fix remaining accessibility issues (see subchapter: Adobe
Acrobat Pro Procedures / Step 3. Run Full Accessibility Checks and Fix Remaining Accessibility
Issues).

Note: The PDF document is ready when the only potential error message returned by the Tools
/ Accessibility / Full check diagnostic tool is: Tab order may be inconsistent
with the structure order.

The MS Word and Adobe InDesign format and layout techniques found in earlier chapters of this
document will automatically add HTML tags to the final document for you, and make checking and
updating the tags in the final PDF much faster and easier. The document templates listed near the
beginning of this document provide additional guidance and working examples of those techniques.

Of special concern are tables. Translating the information found in tables to a form that can be read
aloud by screen readers for the visually-impaired is tricky. Some tables that do not follow the basic
guidelines shown in this document must be completely rebuilt in MS Word or Adobe InDesign to
meet Section 508 accessibility standards.

This document is a work in progress. Please contact Fagan Johnson if you have any questions or see
something that needs to be changed.
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Step 1. Make Sure that the PDF Document Language Is Set to: English
A) Save two copies of the PDF file. One will be for editing and the other as a backup copy in case
you need to replace individual pages in the version that you are editing, or start over.

B) Open the PDF file in Acrobat Pro, and choose the File / Properties menu option.

MU_CA_2013.pdf - Adobe Acrobat Pro =0l <
iew Window Help x
Ctrl+ 0 @ l} @ @) |z|

» :
] | &) Tools = Comment @ Share

Ctrl+S H

o ¥

»

Using SendMow Online...

mail...

Ctrl+W

C) On the next screen, click on the Advanced tab, and make sure that the Language option is

setto English.

Document Properties

Description I SEcurltyI Fonts | Initial View | Custom | Advanced

PDF Settings
Base URL: I
Search Index I Browse...

Print Dialog Presets
Page Scaling:

Paper Source by Page Size: [

Print Page Range: I
MNumber of Copies:

Reading Options

Binding: |LeftEdge =

Language: m -

D) Click the OK button.
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E) Before you go any further, save the file (File / Save menu option)

@ SAHI_SaltMarsh), _AnnualReport_nrss.pdf - Adobe Acrobat Pro

=0 =N 5
G0 Edit View dow Help %
& Open... Ctrl+0 & @ @ @ @) E

T8 Create 4

EJsae = :IZI | EE Tools Comment Share

Save As L4 - e
=|| » Pages
Share Files Using SendMow Online... |;| B
» Content
Attach to Email...
» Forms
Action Wizard L4
» Action Wizard
Revert
- = » Recognize Text
Close Chrl+W .
rsh Vegetation and Nekton at » Protection
P rties.., Ctrl+D . N . .
T """ lional Historic Site b Sinn & Cartify
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Step 2. Check, Update, and Order the Accessibility Tags on Each Individual Page

For pages that already have tags when viewed in the TouchUp Reading Order
tools (author used the basic techniques outlined here and in our document templates:
A) Make sure that all page elements are tagged appropriately. All:

a) Regular text is tagged as Text. See the Text Tag Options section of this document for more
details.

b) Images, photos, figures, etc. need to be
tagged as Figure, elements, and have

[ Enent sis sechion ]
FFareh at SAFT & lizited to the &2 suToending Eel Crosk (Fige 1), Dotk vegetaton =i
ing will ba conductsd at thi & 2 years. Detailed information about tha site.

alternate text. See the Figure Tag Options
section of this document for more details.

tiom procass and sampling dosign can bs found in the Salt Marsh Vegetation {James-Pirri seal.

In Review) and Nekton Protocols (James-Pir et al. 2012).

¢) Chapter headings need to be tagged as
appropriate (Heading 1, Heading 2,
and Heading 3). See the Heading Tag
Options section of this document for more
details.

d) Tables need to be tagged to be read by
screen readers for the visually-impaired b . _
(Table, TH, TD). See the Table Tag EF'-M*-MMWmwmmwmmmmmw

at Zagamore Hil National Historic She (SAHI), New York in 2005 This sie wil be monfored
iaily.

Options section of this document for more

Sampling Station Selscion and Data Col

. o vaEons are oA demined sacs A Eng yeu Sing GI5. Niseren aekios semplng manan

detalls, bmmfdcﬂ.mmﬁmm\mphdmmlﬂyllﬂtimlhg
eeatred ovsr fwe days dne to swrars tunderstormas) and again on Augest 14, 2013. 4 Ht of all

zakton stations and e rwspective Usiversal Transvarsa Marcator (UTM) eoordinates is provided in

e) Page elements that have no interpretive s
value for the visually-impaired need to be

3

tagged as Background elements. See
the Background Tag Options section of this document for more details.
B) Change the Order number of tagged elements to the desired reading order on the page (1 is read

first, 2 is read second, etc.). See the Changing the Page Order of Tagged Elements section of this
document for more details.

Note: Save often (every few pages)!

If the author used the basic guidelines outlined in our templates, then you will just be giving most
pages a quick check to be sure, and spending most of your time on the pages with figures and tables.
After the first handful of documents, most people can process such a 60-70 page document in one to
two hours (depending on the number of figures, tables, etc.).
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For pages that do not have tags when viewed in the TouchUp Reading Order tools
(author did not use the basic techniques outlined here and in our document templates):

A) Left-click with your mouse, and draw a
polygon around all elements on the
page to select/highlight them, and click
the Background button.

Note: This step helps to ensure that
any invisible page elements that
were not manually tagged by you
will be ignored by screen readers
for the visually-impaired.

B) Tag each page element on the page,
making sure that all page elements are
tagged appropriately. All:

a) Regular text is tagged as Text.
See the Text Tag Options section of
this document for more details.

b) Images, photos, figures, etc. need to
be tagged as Figure, elements,
and have alternate text. See the
Figure Tag Options section of this
document for more details.

¢) Chapter headings need to be tagged

Methods

Permanent Site Selection

Salt marsh at SAHI is limited to the ares surmommding Eel Cresk (Figure 1). Both vegetation and
nekton sampling will be conducted at this marsh every 2 years. Detmiled information about the site
salaction process and sampling design can be found i the Salt Marsh Vegetation (JTames-Pimi et al
In Review) and Nekton Protocols (Tames-Pimi et al 2012).

Fi 1. Aerial view and location of the: permanent monitoring site |1 shaded area) established
N’(?B.r-\leatSaga'mrE Hill Maticnal Historic: Site (SAHI), New York in Zmissim\ﬁll be moniored i
bienndlly.

Nekton ing Station Selection and Data C

Mekton stations are re-randomized each sampling year using GIS. Mineteen nekton sampling stations
ware randomly located along Eel Creek. Each station was sanpled once on July 9-10 (sampling
ocomred over two days due to severs thunderstorms) and again on Angust 14, 2013, A List of all
nekton stations and their respective Universal Transverse Mercator (UTM) coordinates is provided in
Appendix 4

3

as appropriate (Heading 1, Heading 2, and Heading 3). See the Heading Tag

Options section of this document for more details.

d) Tables need to be tagged to be read by screen readers for the visually-impaired (Table, TH,

TD). See the Table Tag Options section of this document for more details.

e) Page elements that have no interpretive value for the visually-impaired need to be tagged as
Background elements. See the Background Tag Options section of this document for

more details.

C) Change the Order number of tagged elements to the desired reading order on the page (1 is read
fist, 2 is read second, etc.). See the Changing the Page Order of Tagged Elements section of this

document for more details.

Note: Save often (every few pages)!

If the author did not use the basic guidelines outlined in our templates, especially for figures and
tables, you will have to tag each text line, heading, figure (and adding alternate text), table, etc. on
each and every page. After the first handful of documents, most people can process such a 60-70
page document in 2.5 — 4.0 hours (depending on the number of figures, tables, etc.).




Step 3. Run Full Accessibility Checks and Fix Remaining Accessibility Issues

A) Ifthe TouchUp Reading Order panel is still open, left-click on the C1ose button.

ORI

Tools Comment Shar

@ Order & |+ | TouchUp Reading Order =]
EP = Draw a rectangle around the conte
= 55 SAHI_SaltMarsh_2013_A P then click one of the buttons belo
[ SaltMarsh_ _Annua
% =}
é a e Text Fig
¥4 [1] Path National Park
I%%; 4 [2] Image w680 hiagl onitol'ing Salt Marsh Vegetation and Nekton at Form Field =
. . . . e orm Field igure
4 [3] Monitoring Salt M agamore Hill National Historic Site
4 [4] Image w:1000 hiél 2013 Summary Report Heading 1
[3) Pagez Natural Resource Technical Report NPSNCBN/NRDS—2013/595
B[ Page3 Heading 2
[ Pages
I} Pages Heading 3
i % e = Background
Page7 3
3 Pages
[ Pages Table Editor

3 page10
3 Pagen1
[5 Page12
[5 Page13
[5 Page14
[5 Page1s
[5 Page1s
[ page17 L
[} Page1s

[ Page19

Show page content order
Show table cells

Show tables and figures

Clear Page Structure...
[ Help ] l Close %J

B) Left-click onthe Tools / Accessibility / Full Check menu option.

j./ ] | LY @ | é/ (o) ‘ 3 Tools Comment = Share

- B
D Order A = =l
E |0 Pages
u] B3~ » Content
1
EH SAHI_SaltMarsh_2013_Annua * | E » Forms
& =[5 Pagel == » Action Wizard
%4 [1] Path National Park N nize Text
% 5 [2] Image w:680 h:88¢ onitoring Salt Marsh Vegetation and Nekton at 2 -
4 [3] Monitoring Salt M: agamore Hill National Historic Site > Protection

%4 [4] Image w:1000 kel 2013 Summary Report » Sign & Certify

5 Page2 R Tt T Document Processing

Iﬁ Rz rint Production

[ 4

L Pese ility

[ Pages

a Bageh) L ge Reading Options

[5) Page7 3

[ Page8 k Check

[ Pagea

‘ @ runcheck |

@ open s
Accessibility Full Check

@ Run Form Field Recognition

[5 Page10
[ Pagen1
a Page 12
[5 Page13
a Page 14
[5 Pageis
2 Page1s
5 Page17 -
3 Page1s

5 Page1a

@ Page 20

m M o

‘ TouchUp Reading Order

{Q Setup Assistant

» Analyze
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C) On the next pop-up screen, left-click on the Start Checking button.

Accessibility Full Check

Report and Comment Options

Create Accessibility Report Folder: d:\Users\cfjohnson'\Documents

[#] Include repair hints in Accessibility Report

[] Create comments in document

Page Range
(@ All pages in document (0 Pagesfrom |1 to Il

Checking Options

Mame: [Adobe PDF

Alternative descriptions are provided

[¥] Text language is specified

Reliable character encoding is provided

[¥] All content is contained in the decument structure
All form fields have descriptions

Tab order is consistent with the structure order

List and table structure is correct

’ Select All I [ Clear All

Disclaimer

de Disclaimer

The Accessibility Checker can help you identify areas of your documents £
Adobe's interpretations of the referenced guidelines. However, the Accessib
check all accessibility guidelines and criteria, including those in such referend il
Adnhe Anes nnt warrant that voore docorents will comnhe with ane snecific mo ez nr rennlatinne

Start Che(kmg[}| [ Cancel ]

D) On the next pop-up screen, left-click the OK button.

Adobe Acrobat

o The checker found problems which may prevent the document from
£ l . fully accessible.
Please see the report for more details,

Note: Using the default settings, this tool always finds potential errors with any and all
documents.

Continued on Next Page
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E) AnAccessibility Report panel will appear along the left-hand portion of the Adobe
Acrobat program window.

Accessibility Report

@ |é| » Pages
EP © » Content
- U3 Degariment of e intarce » Forms
@  Accessibility — » Action Wizard
Report » Recognize Text
é P E Monitoring Salt Marsh Vegetation and Nekton at ecogn.lze
Filename: Sagamore Hill National Historic Site - et
h@@? SAHI_SaltMarsh_201- 2013 Summary Report > Sign & Certify
o 5 i NPSNCENT 1595 » Document Processing
== Checki e 0])'!0]1 Matural Resource Technical Report NPSNCBN/NRDS—2013/59.
Adobe PDF » Print Production
+ Accessibility
Use this report to identify
potential accessibility errors. @ Change Reading Options
Click on the link for each
mml?hig:lightlzrelocaﬁon @ Quick Check
of the error in the PDF file. @ Full Check
Repurt Contents @ Open Accessibility Report
+ Detailed Report d;l
. iﬁlﬁmj{\mR ‘ ﬂ Run Form Field Recegnition
- s 101 Kepam
s Disclammer 0
])etailed Report | TeuchUp Reading Crder
‘& Setup Assistant
Page Content Errors
» Analyze
Page 4: Next Page
+ Tab order may be Z
P —— ) 4

F) Scroll down to see the Detailed Report / Page Content Errors section.

G) We will be fixing any and all accessibility errors listed in the Page Content Errors
section, except for those marked as:

Tab order may be inconsistent with the structure order.

H) For all other accessibility errors listed:

a) Go to the page number given by the Page Content Errors section, and fix and/or
re-do the accessibility tags on that page.

b) Use instructions provided in this document to fix those tag issues.

I) Repeat steps B through H above until the only errors listed in are Tab order may be
inconsistent with the structure order errors.

J) Save the final document.
The document now meets current NPS accessibility standards, and is ready for public distribution.

Please contact Fagan Johnson, if you have any questions or see something that needs changing.
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Detailed Instructions for Using the Adobe Acrobat Accessibility Tools

A) Click on the Tools menu option. This will open the main Tools menu panel along the

right-hand margin of the program screen.

L SAHI_SaltMarsh_2013_AnnualReport_nrss.pdf - Adobe Acrobat Pro E=2Ech|
File Edit View Window Help ®
ﬁi Create ~ ‘ @ E[ % | {‘i} @ @ |} G‘) @) IZ‘

\i/ /2 | Iy @ \: ‘ ES Is Comment Share
. Er

L

» Pages

» Content

» Forms

National Park Service
U.S. Department of the Interior

» Action Wizard

» Recognize Text

&

Natural Resource Stewardship and Science

+ Protection

> S

ign & Certify

Monitoring Salt Marsh Vegetation and Nekton at

» Document Processing

Sagamore Hill National Historic Site

» Print Production

2013 Summary Report

Accessibility

Natural Resource Technical Report NPS/NCBN/NRDS—2013/595

[ Change Reading Options
@ Quick Check
@ Full Check

@ Open Accessibility Report

S

&2 Run Form Field Recognition

P

Eb TouchUp Reading Order

&, Setup Assistant

B) Selectthe Tools / Accessibility / TouchUp Readi

ng Order option.

C) Onthe TouchUp Reading Order pop-up screen, click the Show Order Panel

button. This will open the Order panel along the left-hand margin o

f the program screen.

Share

Tools | Comment :

=155 SAHI SaltMarsh_2013_AnnualR =
=3 Pagel
¥ [1] Path National Park 5
¢ [2] Monitoring Salt Mars
& Bl
B¢ [4] Image w:680 h:888
¢ [5] Image w:1000 h:663
3 Page2
[ Page3
[ Pages
[H Pages
D Page6
[ Page7
B Page8
[ Paged
B Page 10
3 Pagell
[ Page12
3 Page13
[ Page14
[4] Pagels

nnitm'ing Salt Marsh Vegetation and Nekton at
agamore Hill National Historic Site

2013 Summary Report
Natwal Resowrce Techmcal Report NPS/NCBN/NRDS—2013/593

B

m

. |TouchUp Reading Order

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

Text Figure

Form Field Figure/Caption
Heading 1 Table
Heading 2 Cell

Formula

Heading 3

Background

Table Editor

Show page content order | |
]

Show table cells

Show tables and figures

[ Clear Page Structure... I [ Show Order Panel ]
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Getting Started with the TouchUp Reading Order Tools
For reports created using accessibility enhancements similar to those found in our document
templates, each page element will be displayed with a black border around with a white square in the
upper left-hand corner that displays the element Order number (corresponds to the reading order that
software for the visually-impaired will use to read page elements aloud to the end-user).

—

Tools Comment Share

& & D

= Path Mational Park S
¥4 [2] Monitoring Salt Mars
& 3]
B¢ [4] Image w680 h:888
B¢ [5] Image w1000 h:663
2] Page2
5 Pagez
5 paged
[ Pages
D Page
[ page7
D Paged
[ Pagea
B Page 10
3 Page1n
[ Page12
D Page13
[51 Page14
B Page1s
[E) Page16
5 Page17
[5] Page1s

g | =

m

unitoring Salt Marsh Vegetation and Nekton at
agamore Hill National Historic Site

2013 Summary Report

Natwal Resource Techmeal Report NPSTNCEN/NRDS—2013/595

»

[am]

,“:,_. Figure -
CHE

TouchUp Reading Order
Draw a rectangle around the content
then click one of the buttons below:
Text Figure
Form Field Figure/Caption
Heading 1 Table
Heading 2 Cell
Heading 3 Formula
Background
Table Editor
Show page content order | ]
[¥] Show table cells [ |
[#] Show tables and figures | ]
l Clear Page Structure... l [ Show Order Panel J
l Help I l Close I

See the Changing the Page Order for Tagged Elements section of this document for more details
about ordering page elements.

At this point, it is okay if no page elements were marked upon export from MS Word or Adobe
InDesign. It will just take longer to make the final report accessible.

TouchUp Reading Order

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

e —r—
[ Fomfied | [ FiguresCaption |
[ Headingr | | Table ]
[ Headingz | | Cell J
e —r—
[ Pt ]
Table Editor
Show page content order "
7] Show table cells "
[#] Show tables and figures n

[ Clear Page Structure... ] [ Show Order Panel I

[ Help ] | Close |

£

TouchUp Reading Order Pop-up Screen Tagging Options

(from:

http://help.adobe.com/en_US/acrobat/X/pro/using/WS58a04a822e3e5

0102bd615109794195ff-7d05.w.html)

Text — Tags the selection as regular paragraph text. See the Text Tag

Options section of this document for more details.

Default tag for all text that is not part of a figure, table, page header,

page footer, or heading.

Figure — Tags the selection as a figure. Text contained within a figure
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Basic figure/image tag (default image tag exported from MS Word).
See the Figure Tag Options section of this document for more details.

Form Field - Tags the selection as a form field. See the Adobe site above for more details about

this rarely-used element.

Figure/Caption - Tags a selected figure and caption as a single tag. Any text contained in the
tag is defined as a caption. Useful for tagging photos and captions and preventing caption text from
being incorrectly added to adjacent text blocks. Figures may require alternate text.

Can be used whenever the figures were not tagged in MS Word or Adobe InDesign. We
copy-over the entire figure caption to the alternate text. See the Figure Tag Options section
of this document for more details.

Heading 1, Heading 2, Heading 3 - Tags the selection as a first, second, or third
level heading tag. You can convert heading tags to bookmarks to help users navigate the document.

Adobe Acrobat only has tags for the first three heading levels. We mark subsequent heading
levels as Text. See the Heading Tag Options section of this document for more details.

Table — Tags the selection as a table after the selection is analyzed to determine the location of

headings, columns, and rows.

All tabular content with text or numerals must be in table format that is made up of individual
table cells, and with the header row(s) marked. Software for the visually-impaired cannot
read text that was turned into an image, or correctly read tables were built using traditional
typewriter formatting techniques (manual tabs and spaces to separate columns).

See the Table Tag Options section of this document for more details.

Cell - Tags the selection as a table or header cell. Use this option to merge cells that are
incorrectly split. See the Table Options section of this document for more details.

We suggest that you avoid using the Cel1 tag option, because it is so difficult to use. See

the Adobe site above for more details about this rarely-used element.

Formula - Tags the selection as a formula.

We suggest that you avoid using the Formula tag option, because it is so difficult to use.
See the Adobe site above for more details about this rarely-used element.

Background - Tags the selection as a background element, or artifact, removing the item from
the tag tree so that it doesn’t appear in the reflowed document and isn’t read by screen readers.
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Also used for certain graphic and other page elements that have no interpretive value for the
visually-impaired. See the Background Tag Options section of this document for more
details.

Table Editor - Automatically analyzes the selected table into cells and applies the

appropriate tags. The table must be tagged as a table before you can use the Table Editor command
on it.

When you click this button, you enter the Table Editor mode, where all table cells
must be tagged as either Data Cells (TD) or Header Cells (TH). See the
Table Tag Options section of this document for more details.

Show Page Content Order (checkbox)— Shows content elements as highlighted areas
that contain numbers to indicate the reading order. Specify the highlight color by clicking the color
swatch.

Show Table Cells (checkbox)— Highlights the content of individual table cells. Specify the
highlight color by clicking the color swatch.

Show Tables And Figures (checkbox)— Outlines each table and figure with a crossed-
out box. The box also indicates whether the element includes alternate text. Specify the box color by
clicking the color swatch.

Clear Page Structure - Removes the tagging structure from the page. Use this option to
start over and create a new structure if the existing structure contains too many problems.

Show Order Panel - Opens the Order tab to allow you to reorder highlighted content.

Edit Alternate Text - Available in the menu that appears when you right-click a
highlighted figure. Allows the user to add or edit a text description about the figure properties that is
read by a screen reader or other assistive technology.

Edit Form Field Text - Available in the menu that appears when you right-click a form
field. Allows the user to add or edit a form field text description that is read by a screen reader or
other assistive technology.

Edit Table Summary - Available in the menu that appears when you right-click a
highlighted table. Allows the user to add or edit a text description about the table properties that is
read by a screen reader or other assistive technology.
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Text Tag Options
If you used the guidelines for using font Styles in MS Word, or using tagged Paragraph Styles in

Adobe InDesign, most regular text will automatically be added to the final PDF document for you.
PDF Text tags are analogous to a paragraph tags (<p>...</p>) on a web pages.

While tagging the final PDF document, we also assign the Text tag to any page text that THAT IS
NOT PART OF A:

e Figure (text should be inside the Figure tag for that image, photo, etc.).

e Table (text should be inside a Table tag).

e Page Header or Footer (text should be tagged inside a Background tag) (includes repeated
text at the top or bottom of each page, page numbers, etc.).

e Formula (text should be inside a Formula tag).

Figure Tag Options (Figures, Images, Photos, Flow-charts, etc.)
Almost all figures in the final PDF document must have alternate text that can be read by screen

readers for the visually-impaired. This includes all figures, photos, illustrations, flow-charts, etc.

If you used the guidelines for images, photos, etc. outlined here and in our document templates, these
tags will automatically be added to the final PDF document for you.

PDF Figure tags are analogous to an image tag (<img. . />) on traditional web pages (HTML
4.0 or higher), or to the figure tag (<figure>..</figure>) option found in the newer HTML
5.0 web page markup.

The alternate text should adequately describe the image for the visually-impaired. If available, we
suggest that you use any document captions associated with that figure (figure, photo, etc.).

When the TouchUp Reading Order tools are open, images that are already tagged as
figures will appear with a black border with an “X” through the center, and a black square with the
word Figure inside it.

E Figure - No alternate tex
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If the black-box shows Figure — No alternate text exists:
A) Right-click on the white Order number square, and choose the Edit Alternate Text

option.

E Figuref o alternate tes

g order panel

ent order

Alternate Text
i and figur

Edit Alternate Text... TR

Add alternate text here]

Run Form Field Recog

Delete Selected Itemn 5
Clear page structure

Tag as text

Tag as background

B) Onthe Alternate Text pop-up box, add the alternate text that you desire, and click the
OK button (here, we copied-over the caption from the MS Word file).

If the black-box shows Figure — Path/Filename (example: c:\FolderName\FileName):

A) Left-click on the white Order number square, and left-click on the Figure button.

Tools | Comment @ Share

- |TouchUp Reading Order

onitoring Salt Marsh Vegetation and Nekvox A-ctangle sround the content
. o - . . g ae of the buttons below:
samore Hill National Historic Site

s

o
Form Field ] [ Figure/Caption I

Summary Report

!l Resource Technical Repert NPS/NCBN/NRDS—2013/595

Heading 2 ] [ Cell I

l
l Heading 3 ] [ Formula I
l

Background I

This re-sets the figure to have no alternate text. Why do we do this?

Note: The file path and name value in the alternate text is usually put there by MS Word
whenever images are added using the Tnsert / Picture tools, which is not descriptive
enough to meet Section 508 standards, and is exported such that it cannot be updated in Adobe
Acrobat.
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B) Right-click on the white Order number square, and choose the Edit Alternate Text
option.

Edit Alternate Text... M

bz
Run Form Field Recognition

Alternate Text

Delete Selected Item Structure 2 | Alternate Text:

Clear page structure . Salt marsh at Sagamaore Hill Mational
Historic Site (SAHI)

Tag as text
Tag as background

Tag as figure
Tag as figure/caption

C) Onthe Alternate Text pop-up box, add the alternate text that you desire, and click the
OK button (here, we copied-over the caption from the MS Word file).

If the image was not tagged as a figure (no black border around the image with an “X” through the

center, and with a black square with the word Figure inside it.):

A) Left-click with your mouse, and draw a polygon around the figure, and any blank lines just above
or below it. Selected items should have a blue border.

@[] kG| @ =] |HB

.

»

Tools Comment Share

- | TouchUp Reading Order (=

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

Order «

B-
=5 SAHI SaltMarsh 2013 AnnualR *
B[ Pagel
B[ Page2
B[ Page3
B[ Paged
B Page5s
B [3 Page6
B[ Page?
[ Pages
B[ Paged
B Page10
B Pagell
B[4 Pagel2
B3 Pagel3
B3 Pagel4

Text ] [ Figure

® Q=D

FormField | | Figure/Caption

[
i

Heading2 | | Cell

|
|
| Heading | | Table
|
|

Heading 3 ] [ Formula

m

Background

Table Editor

B) Left click on the Background button. This step will make the page easier to parse by screen

readers for the visually-impaired (makes sure that blank spaces/lines are not read aloud to the
end-user as “Unknown Text” or “Possible Export Error”).

56



C) Left-click with your mouse, and draw a polygon around the figure to select it.

I@I @I /29 ‘ Ik {l‘_r? | 6‘ ':_'E‘ | ﬁ 4 Tools Comment Share

T = 7B s
Order Il 3 ‘conducted at this marsh every 2 years Detailed information sbout the site 4 | TouchUp Reading Order
= sampling design can be found in the Salt Marsh Vegetation (James-Pimi et ol
In| Protocols (James-Pirri etal 2012).
EP (=R Draw a rectangle around the content
then click one of the buttons below:
- SAHI_SaltMarsh_2013_Annua * | &
7
-.é a Pagel Text Figure
[5) Page2
i | 0w ..
[ Paged 3
503 pos v\ —
[ Pages i 3 (=L
B3 Page? _ [ Headingz | | Cell |
P 8
[ Page i | Headingz | | Formula |
[ pageo L < |
T )
a Page 10 it | I Background ]
B[ Pagell \ G E
[ Page12 4
[5) Page13 Table Editor
E@ Pageld ;tm;l‘dﬁmd e T T o eateed By
5 [1] Methods =
= o o) [¥] Show page content order | ]

D) Left-click on the Figure button.

E) Right-click on the white Order number square for that image, and choose the Edit
Alternate Text option.

|~ altarnate tewt awicts

] order panel
Alternate Text

Alternate Text:

Figure 1. Aerial view and location of the
permanent monitoring site (yellow shaded
area) established by MCBN at

Delete Selected Item Structure

Clear page structure

Tag as text

Tan ac hackarnund

F) Onthe Alternate Text pop-up box, add the alternate text that you desire, and click the
OK button (here, we copied-over the caption from the MS Word file).
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If the image includes embedded text that is not in image format (common with maps, statistical

graphics generated with third-party software, flow-charts, and figure labels added by hand by the

author inside MS Word or Adobe Acrobat):

A) Left-click with your mouse, and draw a polygon around the figure, and any blank lines just above
or below it. Selected items should have a blue border (example is a statistical graphic generated
using third-party software).

® @) [ 7 e | Ik O |

Share “

Tools . Comment :
D . o TouchUp Reading Order
I:P [FER Draw a rectangle around the content
@ then click one of the buttons below: I%
E TONT_UP_11_4NRTR_1213.p¢ *
\[/' [4] Pagel . . & ¥ [ Text I [ Figure
i Y & ;—]
BHY Page2 S TE e e
ez B3 page3 S S [ Form Field l [ Figure/Caption ]
[ Pages £ (00 (== 062010 )
52 B Pages = = [ Headingt | | Table J
B1[Y Page6 % 0 Wil '\ = % -
B3 Page? : R\ E [ Hesding2 | | Cel J
B &) & e N g
(3 Pages £ N [ Hesdings | | Formula ]
[ Paged o b
L 5
D Page10 * = Background ]
3 page11
3 Page12 =
B Pagel3 B o Table Editor
[4] Page14
Page 15 3
% PaZal& g [#] Show page content order [ ]
B[ Pagel? E ol — [7] Show table cells ]
i r 0" B
[ Page1s E 1 o f [7] Show tables and figures [ ]

B) Left click on the Background button.

readers for the visually-impaired (makes sure that blank spaces/lines are not read aloud to the
end-user as “Unknown Text” or “Possible Export Error”).

This step will make the page easier to parse by screen

C) Left-click with your mouse, and draw a polygon around the figure and any embedded text inside
that figure to select them.

® @ [7 |wam | kO

S@l=[]| 8D

Tools Comment Share

Order K|

B-

EH5 TONT_UP_11_4NRTR 1213.p1 *
BHY Pagel
EHY Page2
B Page3
B Paged
B Page5
B Page6
EH[Y Page7?
B Pages —
EHY Paged
BHY Pagel0
BHE Pagell
BHY Pagel2
B Pagel3
B3 Pageld
EHY Pagels

® @ = DO

m

[
i

6 Status of Temestraal Vegetation and Sois at Tanta National Mopument

=AI=] 19812010 .
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TouchUp Reading Order

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

Heading 2

1L ]

[ Heading 3 I[ For

mula

[ Background

Table Editor

I E Show page content order

[3 Pagel6 3 5 = peg |

[Y Page17 L i b [¥] Show table cells ]
2 ! E

[ Page1s E B ] Show tables and figures ]

D) Left-click on the Figure

button.
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E) Right-click on the white Order number square for that image, and choose the Edit
Alternate Text option.

Figurefl o alternate text exists. P
v Show read & o £
w A
v Show gaa Sate -

v Show ta % Alternate Text

v Show tabliand figures B iermate Tet
ernate 3
Edit Alternate Text...
= h 1 Figure 1-4. Climate data from 2006 to 2010
Run Form Field Recognition 4

Clear page structure

0 \/
\ \ \ . \ \ \
t t t . t t t
44 —&— 13817010
—e— 0062010

F) Onthe Alternate Text pop-up box, add the alternate text that you desire, and click the

OK button (here, we copied-over the caption from the MS Word file).

Heading Tag Options

All first through third order chapter headings should be tagged as such in the final PDF. If you used
the guidelines for headings outlined here and in our document templates, these tags will
automatically be added to the final PDF document for you.

The Heading 1 tagis analogous to the first order heading tag (<h1>..</h1>) used for web
pages.
The Heading 2 tag is analogous to the first order heading tag (<h2>...</h2>) used for web
pages.

The Heading 3 tag is analogous to the first order heading tag (<h3>...</h3>) used for web
pages.

Adobe Acrobat only has tags for the first three heading levels. We mark subsequent heading levels as
regular Text.

Table Tag Options
Translating the information found in tables to a form that can be read aloud by screen readers for the

visually-impaired is tricky.

All tabular content with text or numerals must be in table format that is made up of individual table
cells, and with the header row(s) marked. Software for the visually-impaired cannot read text that
was turned into an image, or correctly read tables were built using traditional typewriter formatting
techniques (manual tabs and spaces to separate columns).
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If you used the guidelines for tables outlined here and in our document templates, these tags will
automatically be added to the final PDF document for you.

The tags used for tables in PDF format are analogous to the web page markup tags used for tables
(<table>..</table>), table rows (<tr>..</tr>), table header cells (<th>..</th>), and
table data cells (<td>...</td>).

Additionally, the tools for exporting tables from MS Word and Adobe InDesign to PDF format are
rather simplistic and unpredictable.

Most Section 508 related problems with tables can be addressed in with minor edits to the original
MS Word or Adobe InDesign file. Some tables that do not follow the basic guidelines shown in this
document, however, must be completely rebuilt in MS Word or Adobe InDesign to meet Section 508
accessibility standards.

Basic steps for tables that are already tagged (generated using the methods shown here and in our
document templates).
When the TouchUp Reading Order tools are open, tabular content that is already tagged as

a table, as prescribed in all of our document templates, will appear with a black border with an “X”
through the center, and a black square with the word Table inside it.

Continued on Next Page
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A) Left-click on the white Order number square and then click the Table Editor button.

®) &) ‘o ‘ Iy 4 | (=) () - | Tools | Comment | Share
e
D Order a whars . | TouchUp Reading Order
i;'h'n‘!(nz o gt 9, 013, T amcts smnding Eo
EP =i e e Drow a rectangle around the content
langes. e then click one of the buttons below:
= i -
2 @ SAHI_SaltMarsh_2013_AnnualR * o (e Jom mardh, g
C// [ Paget s i e T 1) i [ s I l Figure ]
D Page 2 ' 3: 6-2%% 4: 26-50% %: S1-T9% 6: T6-100%) ).
% Iﬁ Page 3 [ Form Field I l Figure/Caption ]
[3 Pages e e
B[ Pages [ Heading 1 I l Table ]
5] pages
B Page7 [ Heading 2 I l Cell ]
Page 8
% pageg L - [ Heading 3 I I Formula ]
age 3 L
(3 Page10 - [ Background J
[ pagent R
B[ page12 — [P ——
=t pL
[ Page13 o mEr—— E [ Table Editor N ]
[ Page1a e —

B) While in Table Editor mode, make sure that all table cells are marked as either data cells
(has white box with TD inside it), or header cells (has white box with TH inside it).

TH TH| [denimed to species (Nerbaceous and shrubs).

T Dlding non-living vascular TD|  Identified to species (e.g.. 5. aiternifiora Mot Living). This categony only
inchuedes standing dead (attached) plants that are from a previous year's
growth. There may be some dead leaves from this year's growth (e_g.. the
ends of leaves or leaves that are being replaced by new growth, etc.). In cases
where dead leaves are from the current growing season, plant cover is
recorded as live.

TD [N ldentified to genus. Generally ncludes the rockweeds (2.g., Fucus,
Ascophyfium). Microalgae (e g., diatom mats) and fine filamentous algae are
not included in this category.

If the header row(s) are not marked with a TH tag, select/highlight all of the header cells
(common).

D : |
Eding .. | Table Cell Properties... . =
i Tahl itor Options... 3 previous year's
a 5 growth (e_g.. the
that are being replaced by new growth, etc. ). In cases
from the cument growing season, plant cover is
T ¥ N1 Lianbr Sngraliy wnsladoe the k e fzn Fiyeape

A) Right-click on the selected cells and choose the Table Cell Properties option.
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B) On the next screen, check the Header Cell option and in the Scope drop-down menu,
choose Colum.

Table Cell Pr (23]
Type
@ Header Cell Scope: v
() Data Cell
Attributes
Row Span: Il—
Column Sparn: Il—
D: |
Associated Header Cell [Ds:
=
’ OK L\Ll ’ Cancel

C) Click the OK button.

D) The table header cells should now be marked with TH tags.

Hl lzentfied to species (herbaceous and shibs ).

TD|  Identified to species (e.g., 5. affemnifiora Not Living). This category only
includes standing dead (attached ) plants that are from a previous year's
growth. There may be some dead leaves from this year's growth (e.g., the
ends of leaves or leaves that are being replaced by new growth, etc.). In cases]
where dead leaves are from the current growing season, plant cover is
recorded as live.

TD & ] Identified to genus. Generally ncludes the rockweeds (e.g., Fucus,
Ascophylium). Microalgae (e.g., diatom mats) and fine filamentous algae are
not included in this category.

D ing non-living vascular plants

For MS Word tables that are not tageed (documents almost always use Times New Roman and Arial
fonts, and/or use tables for the page-top banner on the cover pages):
A) Obtain a copy of the final MS Word file from the author.

B) Open the original MS Word file, and make sure that the table was formatted using the basic table
formatting guidelines provided in earlier sections of this document.

a) For additional guidance about formatting tables, see the Formatting Tables in MS Word for
Accessibility section of this document.

C) Export just the page(s) containing that individual table to a new and stand-alone PDF file, using
the procedures outlined in the Exporting the Final MS Word Document to Acrobat Format
section of this paper.
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D) In the new and stand-alone PDF file, edit and update the tags for the entire page, and making sure
to check and update the table in Table Editor mode.

E)

F)

a)
b)

This will fix most table tagging issues (most problems are caused by export errors).

The tools for exporting tables to PDF format are rather simplistic and unpredictable,
however, and you may need to export that page to PDF format multiple times to get a clean
or good export.

If you cannot adequately tag the table after multiple attempts:

1) You will need to manually rebuild that table for the end-user in MS Word using the table
formatting guidelines provided in the Formatting Tables in MS Word Documents for
Accessibility Compliance section of this paper.

i1) Export the new page(s) to PDF (as outlined in step C above).
i1i1) Edit and update the tags for the entire page as required.

iv) Repeat steps i-iii above, until you have an adequately tagged page.

Once the page is tagged correctly, in the main PDF document, replace the “bad” page with the
new one using the Tools / Pages / Replace Page menu option.

Use the TouchUp Reading Order and Table Editor accessibility tools to check

the tags in the new page in the main PDF file.

Note: These tools are also rather unpredictable, and you may need to replace the page
multiple times to get a clean or good result.

If you can’t get a table to tag correctly using the steps above, contact Fagan Johnson for assistance.

Continued on Next Page
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For Adobe InDesign tables that are not tagged (documents almost always use NPS Rawlinson and

Adobe Frutiger fonts, and/or do not use tables for the page-top banner on the cover pages):

A) In most cases, simply left-click with your mouse and draw a polygon around all page elements,
and click the Background button.
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Tools Comment Share
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TouchUp Reading Order

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

[ Text ] | e |
FormField | [ Figure/Caption |
Headingl | | Table |

ng2 | | Cell |

ng3 | | —r |
Background |\, |
Table Editor

Show page content order "

[#] Show table cells [ ]

7] Show tables and figures ]

| Clear Page Structure... | [ Show OrderPenel |
[ Help J | Close J

B) Left-click with your mouse and draw a polygon just around the entire table, making sure to

include the borders for all table cells, and click the Table button.
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[3 Pages3 i Hordeur ipn sarley prasirt srasan
Perrisetu clard awlsia scaan sewant
[5 Pagets Fermnbtm satacour ountain g jprsen Szmant
Praiarslo anayara: presart sewant
[ Pagess sz o e taransan i oran e Table Editor
Sorgrm hakpaE [ b vt
[3 Pagess £ P
[ Pages? b i crsere oo vt
i
29= kol gy Pt press o gl s Show page content order [ ]
D Page 68 Havorson and Guertin 003
B o oo S o ctper G910 [7] Show table cells ||
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C) Left-click on the Order button for the new Table tag to select/highlight it.

CICIENIZEIR RVRICICIESIN]

Tools Comment Share

[ea]

»

Order & HTouchUp Reading Order
-
B Pageld -
B Page1d
B Page20
v ® 3 Page2l
- ® 3 Page22
®[3 Page23
[ Page24
[ Page2s
B Page26
B Page27
B Page28
EHE Page29
W [1] Scientifi c nameCol
® 3 Page30 B
[ Page3l
B[ Page32
B Page33
B Page34
B Page3s
#H5 Page36
® 3] Page3?
® 3 Page3s s
B[ Page39 [
[ Pagedo
=

I

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

&

Text ] [ Figure

Form Field ] [ Figure/Caption

[ |
[ |
| Headingl | | Table %7]
[
[
[

o
hih
‘

Heading? | | Cell

Heading 3 ] [ Formula

Background

[ Table Editor

[¥] Show page content order | |
Show table cells [ |

[#] Show tables and figures | |

[ Clear Page Structure... ] [ Show Order Panel I

Help ] | e |

D) Left-click on the Table button.

Note: With Adobe InDesign tables, this extra step will usually tag most of the table cells
correctly for you.

E) Open the table in Table Editor mode, and:
a) Ifthe content is placed into table cells correctly, just re-tag TD cells as TH cells as needed.

b) You may need to repeat steps A-D a few times to get a clean/good result.

Note: Since Adobe InDesign and Adobe Acrobat are maintained by the same company,
Adobe InDesign files almost always export to PDF format with enough program-specific
information to make this work.

If the above did not work:
A) Obtain a copy of the final Adobe InDesign file from the author.

B) Open the original Adobe InDesign file, and make sure that the table was formatted using the
basic table formatting guidelines provided in earlier sections of this document.

a) For additional guidance about formatting tables, see the Formatting Tables in Adobe
InDesign for Accessibility section of this document.

C) Export just the page(s) containing that individual table to a new and stand-alone PDF file, using
the procedures outlined in the Exporting the Final Adobe InDesign Document to Acrobat Format
section of this paper.

D) In the new and stand-alone PDF file, edit and update the tags for the entire page, and making sure
to check and update the table in Table Editor mode.
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a) This will fix most table tagging issues (most problems are caused by export errors).

b) The tools for exporting tables to PDF format are rather simplistic and unpredictable,
however, and you may need to export that page to PDF format multiple times to get a clean
or good export.

c) Ifyou cannot adequately tag the table after multiple attempts:

1) You will need to manually rebuild that table for the end-user in Adobe InDesign using
the table formatting guidelines provided in the Formatting Tables in Adobe InDesign
Documents for Accessibility Compliance section of this paper.

ii) Export the new page(s) to PDF (as outlined in step C above).
iii) Edit and update the tags for the entire page as required.
iv) Repeat steps i-iii above, until you have an adequately tagged page.

E) Once the page is tagged correctly, in the main PDF document, replace the “bad” page with the
new one using the Tools / Pages / Replace Page menu option.

F) Use the TouchUp Reading Order and Table Editor accessibility tools to check
the tags in the new page in the main PDF file.
Note: These tools are also rather unpredictable, and you may need to replace the page

multiple times to get a clean or good result.

If you can’t get a table to tag correctly using the steps above, contact Fagan Johnson for assistance.

Background Tag Options
Tags the selection as a background element, or artifact, removing the item from the tag tree so that it

doesn’t appear in the reflowed document and isn’t read by screen readers.

We use Background tags for certain graphic and other page elements that have no interpretive
value for the visually-impaired. Some examples:

e Horizontal lines that were placed on the page to accentuate chapter changes, page headings, etc.
e Bars and lines associated with the page-top banners on our front cover pages.

e Borders around text boxes.

e Header or footer statements that are repeated on multiple pages.

o For documents over a few pages in length, all headers, footers, page numbers, etc. should be
tagged as Background elements.

o Headers, footers, page numbers, etc. can be left as text for documents under 3-5 pages long
(brochures, briefs, etc.).

e Extra blank text lines often found beside Tables or Figures.
e Multiple blank lines (prevents each blank line from being read aloud to by older screen readers).

e Tables used for purely graphic or layout reasons (as with page-top banners on cover pages).
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Changing the Page Order of Tagged Elements
When all elements on the page have been tagged for screen readers for the visually-impaired, a white

square in the upper left-hand corner that displays the element Order number.

The Order number corresponds to the reading order that software for the visually-impaired will use
to read page elements aloud to the end-user.

-\;‘ @ Tools . Comment = Share ‘
D | TouchUp Reading Order =
Draw a rectangle around the content
I/_\P then click one of the buttons below:
\// - 5:,::&(1@-.1). ";mg:.':, Text Figure
Makton Proweels (Tames-Pi et el 2612
Ilﬁ Form Field Figure/Caption
=2 Heading 1 Table
4 d
Heading 2 Cell
Heading 3 Formula
Background

Ll

Table Editor
Image w:1358 hill
X 2 . Show page content order | |
B¢ [5] Figure 1. Aerial viey T Aeral viER and IDCaTn O I8 PRTS S moniong T1E yeIw SFa0ed S| STRm e Iy
5 [ Sagamare i Natona sorc St (2AS1, e York n 2005 T she il e moniores
14 [6] Nekton Sampling € s Show table cells [
B4 [7] Nekton stations ar_| o SapNg SHon SEEHER Gd DA Caneeton | Show tables and figures | ]
B[ Page1s . ke amplng e
7 |Fandomly located alus Esl Cresk. Esch staion wa sasopled csca an iy 10 (sempling
¢ [1] Nekton were samp A e T | Clear Page Structure... | [ Show Order Panel |
¥4 [2] Vegetation Plot Sel Appendxd
*# [3] Vegetation samplir 3 Helj Close
2] Pl P

5§ [4] Live vascular plant:

To change the order of tagged page elements, simply left-click on a tagged element in the Order
panel, and drag it to the correct position in the list.

7 ‘;@i/B| Ik@|.\5}‘d}.

Tools Comment Share

=
|D Order | TouchUp Reading Order =]
I:P - Draw a rectangle around the content
then click one of the buttons below:
[ Page3
\/f D Page4 Text Figure
[3) Pages
L& [ Page6 Form Field Figure/Caption
2 page7?
E7| Heading 1 Table
&2 % Page 8 g
Paged
D Page10 Heading 2 Cell
i D ekl Heading 3 Formula
3 Page12
D Page13 Background

EHY Pageld

L

W [2] Permanerit Site ¥ Table Editor
W [3] Salt marsh at
5 [4] Image w358

- Show page content order [ ]
%7 [5] Figurel. Acrial —_—

5 Fﬁwml Nt Fiators G (SAC . New Yarh n 2005, T2 i wh 58 maniared
% [6] Nekton Sampling § — [¥] Show table cells [ ]
¥ [7] Nekton stations ar¢ F=iom Samping Fiaion Telsciion sn e Colecion | Show tables and figures | |

= D Pagel5 T@tem: amping . Nmetsan

7 i bated o o Crook. Each on was ssnpld onca Ty 10 (smpling
5 [1] Nekton were samp e I Clear Page Structure... ] [ Show Order Panel l
4 [2] Vegetation Plot Sel Appeadin
= egetation samplir 3 el ose

[3] Vegetati pl Help cl
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Note: The Order panel does not allow you to drag tagged elements to be above the current
number 1 position on the page. One way to obtain this result:

i) Drag the desired element to the number 2 position.

i) Drag the current number 1 positioned element to be below the new number 2 position.

Cover Pages with Page-top Banners

Front Cover Pages with a Page-top Banner
Traditional front cover pages with tags (generated using the techniques outlined in our current MS

Word or Adobe Acrobat templates for NRTR, NRR, and NRDS reports):
A) Viewing the page with the TouchUp Reading Order tools, the page-top banner will
export to PDF format as a table, and all of the other page elements will be tagged for you.

nitoring Salt Marsh Vegetation\ \d Nekton at
«gamore Hill National Historic Sit

2013 Summary Report
Natural Resousce Techrical Report NPSNCBN'NRDS—201

igure - Salt marsh at Sagamore Hill Na... B
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Note: We use tables for page-top banners in MS Word documents, because they are much
more stable and take up less file disk space than other graphic-based treatments. Since the
table adds no interpretive value for the visually-impaired, we will be tagging it as a
Background page element.

B) Left-click on the Order number for the page-top banner table to select/highlight it.

@ [ ]rm| N & | = @ [ax]-

Order

K]

¢ [1] Path National Park ~

ML S =D

% [2] Monitoring Salt M:
% [3] Image w680 h:B8{
% [4] Image w:1000 h:6(
EHY Page2
% (1] Path
%§ [2] OMTHE COVER Sz
5 Page3
[H Pages
[ Pages
B Page6
3 Page7
D Page8
[ Paged
[ Page10
5 Page11
3 page12
D Pagel3
[5 Page14
[ Page1s
5 pagels
[ Page17
5] Page1s
[ Page1a

Bl

Tools Comment : Share

nitnring Salt Marsh Vegetation and Nekton at
—wgamore Hill National Historic Site

2013 Summary Report

Natural Resourcs Tacheical Report NPSNCBNNRDS—013/595

C) Left-click on the Background button.
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TouchUp Reading Order

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

Tet ||

Figure

FormField | |

Figure/Caption

Heading 1 ] [

Cell

Heading3 | |

l
l
Table I
l
l

Formula

|
|
|
[ Heading2 | |
|
|

Background

Table Editor

Show page content order
Show table cells

Show tables and figures

[ Clear Page Structure.., ] l Show Order Panel ]

[

Help ] l

Close ]




D) Left-click with your mouse, and draw a polygon around any text in the page-top banner to

select/highlight it, and click the Text button.

[3 Page20

Tools | Comment | Share ‘
@ T o —JTouchUp Reading Order 5]
B~ Draw a rectangle around the content
ﬂl S then click one of the buttons below:
% [1] Monitoring Salt Mz »
Z % [2] Image w:680 h:88¢ 7
C//' ¥ [3] Image w:1000 h:6(— nitoring Salt Marsh Vegetation and Nekton at Tet %] [ Figure ]
5 IS - —wgamore Hill National Historic Site
L‘Jﬁ EHH Page2 2013 Summary Report [ Form Field ] [ Figure/Caption ]
5 [1] Path ‘Natuzal Resousce Techrical Report NPSNCENNRDS—2013/595
5 5 [2] ONTHE COVER Sz [ Headingt | | Table |
£5
3 Page3
[ Pages ure - Salt marsh at Sagamore Hil [ Heading 2 ] [ Cell ]
[3 Pages >
W D Page6 l Heading 3 ] [ Formula I
Fage T [ Background ]
[3 Pages =
[3 Page9
[ Page10 Table Editor
[} Page11
B Page12
[ Page13 Show page content order | ]
[3) Page14 [ Show table cells a8
3
@[3 Page1s Show tables and figures [ ]
# [:5 Page16
&3 Page17 [ Clear Page Structure... ] [ Show Order Panel I
[ Page18 i
[3 Page19 ( Help J | Close |

E) Make sure that the NPS arrowhead logo is tagged as a Figure, and that it has alternate text (we
usually use “National Park Service Logo” here).

F) Left-click with your mouse, and draw a polygon around the main report title and sub-title, and

click the Heading 1 button.

@[1]in| NG| =@

Kl

Order

%# [1] National Park Servi

SR a

Tools

Comment Share

[~ | TouchUp Reading Order

=,
Figure - Nation.
~

¥ (2] Image w:680 h:88¢

¢ (3] Image w:1000 h:6(
EHY Page2

¢ (1] Path

% [2] ON THE COVER S¢

Monitoring Salt Marsh Vegetation and Nekton at
Sagamore Hill National Historic Site

2013 Summary Revor|

‘Nanural Resource Techsical Report NPS/NCBN'NRDS—013/595

]ﬁ\&&%@@

[ Page3
[3 Paged
3 Pages
[ Page6
[3] Page7
m Page8
3 Paged
D Page10
[ Page11
[} Page12
[3) Page13
D Page14
[} Page1s
[3 Page16
[‘j Page17
[1 Page18
[3 Page19
Ej Page 20

- Salt marsh at Sagamc i
e

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

[ 1ee | Figure |
[ FomField | [ Figure/Caption |
[ Heading1 !}J ( Table |
[ Heading2 | | Cell ]
[ Headings | | Formula |
( Background ]
Table Editor
[¥] Show page content order | |
[¥] Show table cells ]
Show tables and figures ™

[ Clear Page Structure... ] [ Show Order Panel ]

J |

[ Help Close |

&)
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G) Make sure that any other cover images are tagged as a Figure, and that it has alternate text (for
the cover photo/image, we usually use the description found on the Inside Cover Page).

H) Remove any extra blank lines located just above, beside, or below the front cover photo.

@[ ]ro| k& | = @

Tools Comment Share

TouchUp Reading Order [=]

@ Order &l B
B- Draw a rectangle around the cantent
I/—\P then click one of the buttons below:
=+ SAHI_SaltMarsh_2013_Annua * J
& E1[ Pagel = g o
& 5 ! agel | n1lorm egetation and Nekton at Text Figure
¥ [1] National Park Servi Sdgamore B al Historic Site
¥ [2] Image w:680 h:88j 2013 Summa Form Field Figure/Caption
£l P
¥ [3] Monitoring Salt M¢ =
2 = Heading 1 Table
=2 4 [4] Matural Resource T g
W [5] Image w:1000 hi6|
Heading 2 Cell
Heading 3 Formula
Background
Table Editor
Show page content order [ ]
Show table cells [ ]
Show tables and figures | ]
l Clear Page Structure... ] [ Show Order Panel I
l Help ] [ Close I

I) Use the Order tools to set the reading order for all page elements. The end result should look
something like the above.

J) On the Inside Cover Page, left-click on the Order number for the text box Figure at the
bottom of the page select/highlight it, and left-click the Background button.

) (@ /29 ‘ M ‘ (=) () | 472% - Tools | Comment | Share
D Order ] . | TouchUp Reading Order (=]
o E raw a rectangle around the content
EP E D gl dth
then click one of the buttons below:
=Y SAHI SaltMarsh_2013_Annua *
G| F0 et Cotee ) [ fewe |
EHY Page2
= a orm Fiel igurs tion
&4 [1] Path Form Field Figure/Capi
¥ [2] ON THE COVER Sz
C2 EHY Page3 9
## [1] Path Monitoring S: -
& iz] Peth [ Heedingz | | Cell |
LI E P dlE O l Heading 3 ] [ Formula I
[5 Paged
D Page 5 3 Background h I
[ Page6
[5 Page7
[ Pages Table Editor
[& Paged
Page 10 1
% Pa:ell [#] Show page content order [ ]
[3 Page12 [] Show table cells [ ]
[5 Page13 [7] Show tables and figures [ ]
[5 Page14 L co ) )
il e Hoeris S (AT
i
B3 Page1s [ Clear Page Structure.., ] [ Show Order Panel ]
(2 Page1s
B3 Page17 [ Help ] | Close ]
[ Page1s

K) Make sure that the text that was inside the text box is tagged as Text.
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Note: MS Word text boxes are automatically exported to PDF format with a Figure tag.
We always replace the Figure tag with Background and Text tags here.

Traditional front cover pages without tags (not generated using the techniques outlined in our current
MS Word or Adobe Acrobat templates for NRTR, NRR, and NRDS reports):

A) Viewing the page with the TouchUp Reading Order tools, the page will have no tags

at all.
Order & B TouchUp Reading Order =
L1
EP (=04 Draw a rectangle around the content
then click one of the buttons below:
55 TONT_UP_11_4NRTR 1213 *
G Pagel : - - -
& B Pag Status of| Tierrestrial Veegetd 6n and Soils at [ Text ] l Figure I
a Page 2 . i
Tonto National Monument
\!ﬂ [3 Page3 - . [ Form Field ] l Figure/Caption I
Nahusl Resource][Fhnical Repdal NI SODN/NR TR—2013/ X XX
5] paged E
=2 i
LZ:| {5 Page5 [ Heading 1 ] I Table l
[ Pages
a Page7 - ) [ Heading 2 ] l Cell I
Page
a 9= [ Heading 3 ] l Formula I
D Paged s
[ Page10 9 Background [}J
[5 Page1t
[5) Page12 7 e
B3 Page13 ! — Table Editor
5] Page14
[3 Page1s - -
[ Page1s [#] Show page centent order | ]
B Pagel? f [#] Show table cells [ |
#[] Page1s % [¥] Show tables and figures [ ]
[5 Page19 ? >
[5 Page 20 SRS N g J [ Clear Page Structure... l [ Show Order Panel ]
B Page 21

B) Left-click with your mouse, and draw a polygon around all elements on the page to
select/highlight them, and click the Background button.

Note: This step helps to ensure that any invisible page elements that were not manually
tagged by you will be ignored by screen readers for the visually-impaired.

C) Left-click with your mouse, and draw a polygon around all text elements inside the page-top
banner to select/highlight them, and click the Text button.

Order «

iational Park Serice Draw a rectangle around the content
5. Dspartmant of the Infariod

then click one of the buttons below:

=5 TOMT_UP_11 4NRTR 1213.p: * |
D Pagel
B Page 2
2 Page3
[ Pages
[ Pages
3 Pages
3 Page7
3 Pages
3 Pages
[ Page10
[ Pagenn
3 Page12
[ Page13

tural Hasouica StuwaJshlp and Sciancd

Status of Terrestrial Vegetation and Soils at
Tonto National Monument

Natural Resource Technical Report NPS/SODN/NRTR—201y XXX

m

Y S =20

Background

Table Editor

D) Left-click with your mouse, and draw a polygon around all text elements inside the page-top
banner select/highlight them, and click the Figure button.
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a) Make sure to add alternate text to the new Figure tag (we usually use “National Park
Service Logo™ here).

E) Left-click with your mouse, and draw a polygon around all text elements below the page-top
banner to select/highlight them, and click the Text button.

IT
Order ] ~ | TeuchUp Reading Order =
E
EP = Draw a rectangle around the content
@ then click one of the buttons below:
=5 TONT_UP_11_4NRTR_1213.p0 * —s
& =Y Pagel -
& 5 [1] National Park Ser [3ptus of Terrestri n and Soils at e J | hlauic
00 —— onto National ment
% EnagE RN Farm Fiels Figure/Caption
E‘ [3] Status of Terrestria| E Natural Resource Technical Report NPS/SODN/NRTR—200 2 g
E'Zg 5 [4] Image w526 h:694 Hea: Table
D Page 2
903 e
Page 4
% pagas Heading 3 I I Formula ]
age
[ Pages Background ]
(2 page7
[5 Pages
[& Paged Table Editor
& Page10
[ Pagen1
[ Page1? [¥] Show page content order [ |
#[5 Page13 [#] Show table cells [ ]
F[ Pageld [¥] Show tables and figures [ |
3 Page1s
% e i [ Clear Page Structure... I l Show Order Panel ]
Page17

F) Left-click with your mouse, and draw a polygon around all text elements inside the page-top
banner select/highlight them, and click the Figure button.

a) Make sure to add alternate text to the new Figure tag (we usually use “National Park
Service Logo” here).

G) Use the Order tools to set the reading order for all page elements. The end result should look
something like the example below.

T
Order & - | TouchUp Reading Order (=
(3
EP - Draw a rectangle around the content
then click one of the buttons below:
= ToNT UP_11
&7 = Pagel
& . - = tus of Terrestrial Vegetation and Soils at [ Text ] [ Figure I
- onto National Monument
e &5 [7] Image w80 hil14 _ | FomField | | Figue/Caption |
E‘ [3] Status of Terrestria| Natural Resource Technical Report NPS/SODN/NRTR— 2003 XXX
B3 = 526 h
== & [4] Image w:526 hi63¢ | Headingl | | Table |
@ Page 2
[ Page3 _ _ | Headingz | | Cell |
[ Pages B Figure - Left Wil « 0
< [ Heading 3 ] [ Formula I
2 Pages
m Rag=D [ Background I
2 Page7
[5 Pages
{5 Paged Table Editor
& Page10
[ Pagen1
[ panels [#] Show page content order | ]

H) Treat the inside front cover like any other page with no tags.
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Back Cover Pages with a Page-top Banner
Traditional back cover pages for reports with tags (generated using the techniques outlined in our

current MS Word or Adobe Acrobat templates for NRTR, NRR, and NRDS reports):
A) Viewing the inside back cover page with the TouchUp Reading Order tools, left-click

on the Order number for the text box Figure at the bottom of the page select/highlight it, and
left-click the Background button.

EHE Pagels
B Pagels
B[ Pagels
BHY Page1?
B[4 Pagels
B[ Pagel9
EHY Page 20
B3 Page2l
EHY Page22
BHY Page 23
B3 Page 24
EHY Page 25
BHY Page 2
EHY Page27
¥4 [1] Appendix B: Coord

@ Create ~ | @ E[ (% | & C (& E

\i’ j./ F-] | x & éf \-i-, 55.5% = Tools | Comment Share

@ Order — WTouchUp Reading Order =

EP B Draw a rectangle around the content
D Pages s then click one of the buttons below: I%

VA B Page 6 -

- 3 Page7 [ et ] l o ]

Lagit [5 Pages [ FomFied | [ Fgurescaption |
[ Paged —

[3 Page10 [ Headingr | | Table ]
[3 Pagen1
3 Pagelz [ Headingz | | Cel ]
D Pege3 [ Heading 3 ] l Formula ]

Background Ik

Table Editor

m

Show page content order [ ]
Show table cells .
[#] Show tables and figures [ ]

[ Clear Page Structure... ] l Show Order Panel I

[ Help ] | e |

B [2] StationID UTM X (
EHE Page2s
& ]

+ Analyze

)

B) Make sure that the text that was inside the text box is tagged as Text.

Note: MS Word text boxes are automatically exported to PDF format with a Figure tag.
We always replace the Figure tag with Background and Text tags here.

C) Left-click with your mouse, and draw a polygon around any blank line text elements located
above the text at the bottom of the page, and click the Background button.

Note: This prevents each blank line from being read aloud to the end-user by older screen
readers.

Continued on Next Page
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D) On the outside back cover page, left-click on the Order number for the page-top banner table to
select/highlight it.

|‘|;| Order o] » HTouchUp Reading Order

EP =R Draw a rectangle around the content
B Paged 1 il then click one of the buttons below:
= age m 2

f/ D R l Text ] [ Figure ]
5 Pages

Ot sute s

A % Pege? - TR | FormField | [ Figure/Caption |
Paged v nture nge gov ||

=z {3 Page9 | [ Heasngr | | Table |
[ Page10
[3 Page1t [ Heading2 | | cell |
Page12
% P:::H I Heading 3 ] [ Formula ]
B Pageld Background % ]
[ Page1s

E) Left-click on the Background button.

F) Left-click with your mouse, and draw a polygon around any text in the page-top banner to
select/highlight it, and click the Text button.

) ] | N & | (=) . | = B Tools | Comment : Share ‘
I‘I;l Ocder ol TouchUp Reading Order
EP - Draw a rectangle around the content
[ Page2 L wodrat e then click one of the buttons below:
& 3 Page2 -
& B Page 4 p Text !}J [ Figure ]
ol Resource and Sciencs
Oariige
Loz #10 Pages 1 [ FormField | [ Figure/Caption |
5 Pages J—
# 3 Page? Headingl | | Table ]
==l
3 Pages
#[5 Paged Heading2 | | Cell ]
[4 Pagel0
[ Pagell Heading 3 I [ Formula ]
P 12
B e Background ]
[4 Page13

G) Make sure that the NPS arrowhead logo is tagged as a Figure, and that it has alternate text,
and make sure that the text immediately below the page-top banner is tagged as Text.

H) Left-click with your mouse and draw a polygon around everything below the text immediately
below the page-top banner, and left-click the Background button.

() /2 ‘ v | (=) = ‘ Tools | Comment | Share H
@ Ocder . | TouchUp Reading Order
I:P - Draw a rectangle around the content.
5 Page2 e then click one of the buttons below:
Page3
& % p::; - [ 1= ]| Figure |
ez % :Z: | FormField | [ Figure/Caption |
% :::: | Headingl | | Table |
@ Pages | Hemding2 | | Cell |
[ Page10
B Page1l e [ Heading 3 ] [ Formula ]
B Page12 15] [ Background
[ Page13 = : {\—J
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I) Left-click with our mouse and draw a polygon around the phrase “ Experience Your America

and left-click the Text butto

TM>»

5¢ (2] Image w:680 hiB8(
5 [3] Natural Resource S
4 [4] EXPERIENCE YOUR —

1| SAHI_SaltMarsh_2013_AnnualReport_nrss.pdf - Adobe Acrobat Pro o= ==
File Edit View Window Help ®
Raae- |DEH S| &8 4 K
® El iz | x4 | (=) & Tools | Comment | Share
@ Order = TouchUp Reading Order =
EP - Draw a rectangle around the content
5 Page6 then click ene of the buttons below:
2 [ Page7 -
& B Page8 Text I I Figure I
L7 % Paged Form Ficld l I Figure/Caption l
Page 10
l:Z-‘| D Page11 Heading 1 I l Table I
==
[ Page12 T
B3 Page13 Heading 2 I | Cell I
[ Page14
D Page15 Heading 3 I l Formula I
[ Pagels
B Page17 Background I
[ Page1s
B [ezpil Table Editor
3 Page20
[ Pagen
[3 Page 22 = [#] Show page content order | |
[ page 23 [¥] Show table cells | ]
Page 24
% PageB [¥] Show tables and figures [ |
age
Page 26
% PEQEB [ Clear Page Structure... l l Show Order Panel ]
age
%’:agai [ Help I l Close ]
¢ [1] National Park Servi + Analyze

4 [m]

l . r

J) The final page should look something like the example above.

Continued on Next Page
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Traditional back cover pages for reports without tags (not generated using the techniques outlined in

our current MS Word or Adobe Acrobat templates for NRTR, NRR, and NRDS reports):

A) Viewing the pages with the TouchUp Reading Order tools, the pages will have no tags
at all.

® @ £ ‘ Iy & | (=) (o) ‘ = Tools | Comment = Share H

O - I TeuchUp Reading Order =

o

Order

=R Draw a rectangle around the content

15 Page2 g then click one of the buttons below:
[5 Page3
D Paged Text Figure
[5 Pages o
(3 Pages
[ Page7 Heading 1 Table
[5 Pages
B Page9 Heading 2 Cell
[5 Pagelo
D Pagell Heading 3 Formula
3 Page12
[ Pagel3
[ Page14
[5 Page1s
(& Page1s
3 Page17
[ Pagels Show page centent order [ |
#[3 Page19 [¥] Show table cells | ]
[ Page20
(3 Pagez1
[3 Page22
[ Page23
[ Page24 [
[ Page2s
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Table Editor
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[¥] Show tables and figures | |

l Clear Page Structure... ] l Show Order Panel ]

Help ] I Close ]
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NPS 41112317, Docammber 2013
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1

B) Treat the inside back cover like any other page that has no tags.

Continued on Next Page
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C) For the outside back cover page, left-click and draw a polygon around everything on the page,

and click the Background button.
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TouchUp Reading Order

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

[ Tee || Figure |

| FomField | | Figue/Coption |

| Headingl | | Table |

| Headingz | | Cel |

| Headings | | Formula |

[ Background M
Table Editor

]

Show page content order [ |

[¥] Show table cells | |

[7] Show tables and figures [ |
I Clear Page Structure... ] I Show Order Panel ]
l Help ] l Close

+ Analyze

4[]

D) Left-click with your mouse, and draw a polygon around all text elements inside the page-top

banner to

select/highlight them, and click the Text button.

®)
[=]
o

Order

[5 Page2
3 Page3
3 Pages
[4 Pages
3 Page6
3 Page?
[4] Pages
3 Paged
[4 Pagel0
3 Pagel1
3 Page12

#{Y Page13
BN noo 14

BE § 2 0O

NataTaFuk Ihece
2 spanmer; o r ke o

Natural Resourcs Stewarcship and Sclence
1201 Cakridge Diive. Sulie 150
FOrt Collng, GO BS25

AN NITE NPE OOV

Tools Comment Share

N ' TouchUp Reading Order

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

Background

E) Left-click with your mouse, and draw a polygon around all text elements inside the page-top
banner select/highlight them, and click the Figure button.

a) Make sure to add alternate text to the new Figure tag (we usually use “National Park

Service Logo” here).
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F) Left-click with your mouse, and draw a polygon around all text elements below the page-top
banner to select/highlight them, and click the Text button. Make sure to select as few blank
lines of text as possible.

Tools Comment Share

f
1

»)

[(2i=| Ik O | @ @[ »-]| 5 H

TouchUp Reading Order

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

Text ] [ Figure
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B Page7
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[ Pages
3 Page9 [ R
[3 Page10 S —
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3 Page12 =
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[4 Pagels
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[4 Page2s
3 Page2s
3 Page26
3 Page 27
[4 Page28
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§ & = O
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Headingl | | Table

=
iy

Heading 2 ] [ Cell

Heading 3 ] [ Formula

Background

Table Editor

Show page content order | |

[] Show table cells [ |

m

[#] Show tables and figures | ]

l Clear Page Structure... ] [ Show Order Panel I

[ Help ] | Close |
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4 [2] Image w680 h:88¢ e
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5 [4] EXPERIENCE YOUR .
] m b

» Analyze

4 L]

G) The final page should look something like the example above.
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Black Page-top Banners (front and back cover pages of reports, first pages of briefs, etc.)
Specific steps need to be followed to tag black page-top banners. These steps will prevent text

elements in the page-top banner from being placed behind the solid-colored background (will make
the text invisible to the sighted user).

Black page-top banners that are already tageed as a Table elements (common with documents

generated using MS Word):
A) Left-click on the Order number for the page-top banner Table element, and set it to be the

first numbered item in the Order panel.

:.\!:.‘ /4 | Ik Tools Comment . Share ‘
n_:_l P TouchUp Reading Order &
[:P hd Draw a rectangle around the content
@ then click one of the buttons below:
=} IM_Bri
El
h/“/ B k3 Text Figure
¢ [1] Path Resource Brig| ction (or other) (Style: I&M
g H2
Llﬂ B¢ [2] Jmage w:109 hild, _ ) Form Field Figure/Caption
P T the e WS Ward T Colbmen bret Gemplane Tor T
= E s designied o help produc pries har
B¢ 4] Int b Ngﬁmnaﬂﬂﬁmmmm Heading 1 Table
= i [ he exampizs and procedures
:.;’ m_zmlnwnmhnnmmmrmkm ' ’ Hsadmg 7 Cell
¢ [7] Please use'the M5 = e B b e F—
5 [8] « Feel free to custo v on s na ko o oty g
¥ [9] Status & Trends (o havs Background
5 1101 The major sectior b e 2 sitarmata text v oth tha T and the nexrpaes

B) Left-click on the Order number for the NPS Logo, and set it to be the second numbered item in
the Order panel.

C) Left-click on the Order number for the page-top banner Table element, and left-click the
Background button.

Ll

Tools Comment Share

::i::,r‘a‘ Ik @

TouchUp Reading Order =]

D Order [
ﬁp B3~ Draw a rectangle around the content
then click one of the buttons below:
EH IM_Brief_Template_basic.pdf
El
é EI Pagel I Text ] [ Figure ]
% [1] Path Resource Brie ction (or other) (Style: I&M
- gf H2
iz 5 2] Image w09 hild: }..sw.m.m_ [ Fomfied | [ FigureiCaption |
el EplaE or M
%4 [3] EXPERIENCE YOUR LE,[’“ e e e
NPS Craphic Identity and Secrion S08 of th -
¢ [4] Introduction (or ot Mﬂa‘aﬂ.ﬁnﬁ . Heading 1 Table

the examples and procedures i ths templene work bestin M5
|Otfice 2010-2013. The final docament that is disriboed w the
in Adone pén.

% [5] This is the basic M!
¥ [6] - Update the type ¢
%# [7] Please use the MS" [in the banner:

Heading2 | | Cell J
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54 [8] - Feel free to custo [ 6 petect -:"-“-':-’n‘;'ﬁ."f_m‘“;::.’;:;.:‘: ] | ]
= Cpdamethe NPS. in
¢ [9] Status & Trends (o] the lower righthend comer a5 desied hars Background )
¢ [10] The major sectior s wems e | 5 2 ot st e 2 ot the o th s
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D) Left-click with your mouse and draw a polygon around just any top-left line of text inside the
page-top banner to select/highlight it.
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E) Left-click the Text button.

F) Repeat steps D and E for any individual lines of text inside the left-hand part of the page-top

b

anncr.

Note: Tagging multiple lines of text in a table or text box with a solid background color often
places some of the text behind the solid-colored background, making them invisible to

sighted users.

G) Repeat steps D and E for any individual lines of text inside the right-hand part of the page-top
banner.

H) Use the Order tools to set the reading order for all page elements inside the page-top banner. The

end result should look something like the example below.
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Continued on
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Black page-top banners that are not tageed as a Table elements (common with documents

generated using Adobe InDesign):

B) Viewing the page with the TouchUp Reading Order the page will have no tags at all.
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TouchUp Reading Order

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

I
I
I
I
I

I
|
I
|
I

Text I [ Figure
Form Field ] [ Figure/Caption
Heading 1 I [ Table
Heading 2 ] [ Cell
Heading 3 I [ Formula

Background .D
Table Editor

Show page content order
Show table cells

Show tables and figures

[ Clear Page Structure... ] [ Show Order Panel I

I

Help

| |

Close

» Analyze

C) Left-click with your mouse, and draw a polygon around all elements on the page to
select/highlight them, and click the Background button.

Note: This step helps to ensure that any invisible page elements that were not manually
tagged by you will be ignored by screen readers for the visually-impaired.

C) Left-click with your mouse and draw a polygon around just any top-left line of text inside the

page-top banner to select/highlight it.

@ [1]ra] Ik O | =

+ H=N*

Order g

-
=5 IM_Brief_Template_basic2.pdf
D Pagel
=[5 Page2
' [1] EXPERIENCE YOUR Al
% [2] PathImage w:8984 h
% [3] Image w:1652 h:1239|
% [4] About the Fonts & Fo
% [5] All text elements in I8
W [6] After installing the pr
5] Page3
5 Paged

Q = O

e | &

Tools -

Comment :

Share

Brief Title (Font Style: I&M brief HI)

Introduction (or other) (Style: 1&M
brief H2)

“This s the hasic MS Word wo-column brief emplase for M
Berworks. Irwas designed o help produce briess thar meet
carren NPS Granhic idenim and Socion 508 of thy
Rehanilietion Act accossinliy stEndards.

‘he exampies and procedures i chis emplare work bestin MS

Office 2010-2011. The final docament thar i dissibored 1 the:
puslic should alweeps be in Adobe Acrotar format  pér).

In the page-10p banner:
= Updace he grpe of tricf as dusived {1
Brief, exc )
= Updaethe 18w
he lower

- Smpi figurs and caption xmpls (style: fa brisf
This

space
ind caons that sgan cn et counn, ANl mages mist havs
. Chada

s

TouchUp Reading Order

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

N ———
| FomField | [ Figue/Caption |
T [ ——
[rmiosz ] [ea ]
[rmis ] [ ]
[ P ]

D) Left-click the Text button.
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E) Repeat steps D and E for any individual lines of text inside the left-hand part of the page-top
banner.

Note: Tagging multiple lines of text in a table or text box with a solid background color often
places some of the text behind the solid-colored background, making them invisible to
sighted users.

F) Repeat steps D and E for any individual lines of text inside the right-hand part of the page-top
banner.

G) Use the Order tools to set the reading order for all page elements inside the page-top banner. The
end result should look something like the example below.

()] /4 ‘ Iy | (=) () " Tools | Comment : Share ‘
@ Order B TouchUp Reading Order =]
EP ' E:‘ Figure Draw a rectangle around the content
=S s - then click one of the buttons below:
IM_Brief_Templaf
Ve B Pagel E
"'// B, = Text Figure
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- - f H2)
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W 3] Image wil09 hild] O fris. sowes designed w help produce briets that meer
NP3 Craphic [densiy and Seciion 508 of th |
E 5 [4] Brief Title (Font Sty e Heading 1 Table
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Solutions to Common Tagging Problems

MS Word text boxes are tagged as Figure elements
MS Word text boxes are automatically exported to PDF format with a Figure tag.

If the text box contains text and is not part of a graphic element (figure, flow-chart, etc.)

A) Left-click on the Order number for the text box Figure at the bottom of the page
select/highlight it, and left-click the Background button.

\‘!‘, \!, /29 | Ik & ‘ :;f;f ::;'!',‘7 1% | - | Tools | Comment | Share
|-|;| Order @ . | TouchUp Reading Order =]
EP e=]~ |E| Draw a rectangle around the content
— then click one of the buttons below:
B SAHI SaltMarsh_2013_Annus *
& B3 page1 [ — J Figure |
EHY Page2
B [L] Path Form Field Figure/Caption
9 P
% [2] ON THE COVER S:
D Page3 g
% [1] Path Menitoring S _
& 12] Path [ Heading 2 I l Cell I
) (EY) BB Heading 3 l I Formula l
[2] Page4
B[ Pages 3 T h
[3) Pages
[ Page7
[3 Pages Table Editor
[3 Page9
Page 10 1
% Pa:ell [¥] Show page content order [ ]
[ Page12 [¥] Show table cells ]
[ page13 [#] Show tables and figures [ ]
P Pagers L ) [
rig e
FH[Y Page1s [ Clear Page Structure... I I Show Order Panel I
[} pagels
® 3 Pagel7 [ Help J | Close |
m Page 18

B) Make sure that the text that was inside the text box is tagged as the correct text-based element
(Text, Heading 1, Heading 2,or Heading 3).

If the text box is part of a graphic element like a figure, flow-chart, etc.: Combine all of the page
elements that make-up that graphic element inside a Figure tag.
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Text Becomes Invisible While Changing the Page Reading Order
This happens when the text was added to a layout element that has a solid-colored background in

either MS Word or Adobe Acrobat (text box, table, etc.). This is a common Adobe Acrobat object
layer and tag bug. The fix/work-around is to:

A)

B)

9)

D)

E)
F)

G)

H)

Save your PDF file, and replace the page in question with the same page from the backup PDF
copy, using the Tools / Pages / Replace Page tool option.

Use the Tools / TouchUp Reading Order tools to re-tag and set the reading order
for the rest of the page like normal.

a) Make sure that all other page elements are in the correct reading order.

Left-click with your mouse and draw a polygon around the entire problem part of the page, and
click the Figure button.

a) You want to select everything up to the edge of other, already tagged, page elements.

b) We temporarily tag it as a figure, so that we can change the reading order for the text and the
solid-colored background element as a unit.

Set the reading order of the new Figure element to the correct position on the page.
Left-click on the Order number for the Figure tag, and click the Background button.

Left-click with your mouse and draw a polygon around the top-most individual line of text, and
click the appropriate text tag button (Text, Heading 1, Heading 2, or Heading
3).

Repeat step F for each individual line of text in that area.

a) Adjacent lines with the same text tag type will automatically combine to be inside the same
text attribute tag, but without any of the lines being placed behind the solid-colored
background object.

Change the reading order of the new tag(s) as required.
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Multiple Page Elements and/or Pages Are Placed Inside a Single Table Table Tag
This is a common Adobe Acrobat tag bug that usually occurs on pages with, or adjacent to pages
with:

e Tables or images that extend beyond the pre-defined page margins.

e Text boxes or graphics that were specifically designed to hide text in page headers or footers
(“graphic” element that spans across page margin — usually done to create completely blank
pages).

e More complex table layout schemes (multiple rows with cells that span multiple columns,
multiple columns with cells that span multiple rows, with vertical or angled text alignment, etc.).

Potential solutions:

A) Onthe TouchUp Reading Order panel, left-click the Clear Page Structure
button.

Comment Share

El=

ing Order

ectangle around the content
k one of the buttons below:

QW DOlw
il

® 3] Page55
® 3] Page 56
3 Page57
[ Page58

Cell

5[5 Paged9 o 2
3
[ Page 50 5
{3 Pagesl : Figure
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Note: the Clear Page Structure tool completely removes all tags for two pages at-a-

time. After you use this tool, you will need to re-tag both pages.

Continued on Next Page
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B) Left-click with your mouse and draw a polygon around all elements on the entire page, and click
and left-click the Background button.

C) Tag both pages like you would any other page with no tags.

If the above did not work:
A) Obtain a copy of the final MS Word or Adobe InDesign file from the author.

B) Open the original MS Word or Adobe Acrobat file, and make sure that the targeted pages were
formatted using the basic guidelines provided in earlier sections of this document. Things you
should check and/or update as required:

a) All tables need to be formatted using the basic techniques found in this document and in our
document templates.

b) All tables and figures should not go more than about 0.25-inch beyond the pre-defined page
margins. Re-size things as needed to make this happen.

c) There should be no graphics or text boxes used to cover page header or footer text to make
blank pages. If there are, delete the entire page, and replace it with a blank page that has no
text in the header or footer.

C) Export just the two pages that had their tags removed in Adobe Acrobat to a new and stand-alone
PDF file, using the procedures outlined in this document for MS Word or Adobe Acrobat, as is
appropriate.

D) In the new and stand-alone PDF file, fully edit and update the tags on both of the new pages.

E) Once the pages are tagged correctly, in the main PDF document, replace the “bad” pages with the
new ones using the Tools / Pages / Replace Page menu option.
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Text or Other Page Element Becomes Attached to an Adjacent Table or Figure Tag
This is a common Adobe Acrobat tag bug that occurs while you are manually tagging other page
elements adjacent to tables and figures. The fix is easy.

A) Left-click with your mouse, and draw a polygon around the page element that you want to detach

from the table or figure (example shows a Text tag attached to a Table tag).
(OO 36 of %6) | Ik & ‘ (=) - Tools | Comment | Share ‘

TouchUp Reading Order (=

EP - Draw a rectangle around the content
[3 Page1s then click one of the buttons below:
Y 5 Page19
& [ Page20 Text %J [ = |
, Page 21
E’Z/g{ % pageﬂ [ Form Field ] [ Figure/Caption ]
age
=5 5 Page2s Heacing 1 Tabl
% g able
= [ page 24 [ ] [ ]

B) Left-click the appropriate TouchUp Reading Order button (Text tag is shown here).

C) You may need to repeat steps A and B a couple of times to it to work right. The end result should
result in separate Table and other page element tags.

*) (») 36 of 96) ‘ Ik | (=) () Tools | Comment i Share ‘
@ Order &l + UTouchUp Reading Order B
Etation and solls monitoring plots by strata, Tonto M
' Draw a rectangle around the content
—_— ) I%
(= [l then click f the buttons below:
[ Page1s - :ﬁ Q?;EMW | en click one of the buttons below:
f/ [H Page19 0 — ]
3 Page20 0 0 Text Figure
3 E
) [ Page2t - - |
|_/z;{{ D \".\"\ Form Field Figure/Caption
Page 22 3 H
EZ; ﬁ Page 23 | E = “£zm:;:r;{m&:;:;.“.vmm:Ww|nﬂ:|}fillnnbedmapbu.nﬂrnm :xsml.-mnml A= Table
&[5 Page 24 [l

If the above did not work, see the section of this document: “Multiple tagged page elements and/or
pages are placed inside a single Table element tag.”
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