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Introduction

The examples and procedures outlined in this document work best using 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 originally written as an

informal training manual and reference for publication specialists working in the national NPS Inventory
& Monitoring Division office. Other NPS and 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 utilize existing tools that are built into
Adobe Acrobat Pro to automatically add, check, and update website markup tags in 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 Steps

1) Generate your final PDF document using the procedures outlined in one of the following:

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

¢) I&M guidance document:
MS Word Procedures for Producing Section 508 Accessible PDF Documents.

d) I&M guidance document:
Adobe InDesign Procedures for Producing Section 508 Accessible PDF Documents.

2) Make sure that the PDF document language is set to: English.

3) Usethe Tools / Accessibility / TouchUp Reading order toolsto check and
update accessibility tags on each individual page.

4) The document is ready when the only potential error message returned by the Tools /
Accessibility / Full check diagnostic toolis: Tab order may be

inconsistent with the structure order.


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
http://science.nature.nps.gov/im/reports/docs/IM_PDF_Accessibility_Using_MSWord.pdf
http://science.nature.nps.gov/im/reports/docs/IM_PDF_Accessibility_Using_AdobeInDesign.pdf
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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 Steps:

1) Generate your final PDF document using the procedures outlined in one of the following:

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/nrrnrtr.cfm

c¢) I&M guidance document:
MS Word Procedures for Producing Section 508 Accessible PDF Documents.

d) I&M guidance document:
Adobe InDesign Procedures for Producing Section 508 Accessible PDF Documents.

2) Make sure that the PDF document language is set to: English (see subchapter: Adobe Acrobat
Pro Procedures / Step 2. Make Sure that the PDF Document Language Is Set to: English).

3) Check, update, and order the accessibility tags on each individual page (see subchapter: Adobe
Acrobat Pro Procedures / Step 3. Check, Update, and Order the Accessibility Tags on Each
Individual Page).

4) Run full accessibility checks, and fix remaining accessibility issues (see subchapter: Adobe
Acrobat Pro Procedures / Step 4. Run Full Accessibility Checks and Fix Remaining Accessibility
Issues).

Note: The PDF document is ready when the only potential error message returned by the Too1ls
/ Accessibility / Full check diagnostic toolis: Tab order may be

lnconsistent with the structure order.

The MS Word and Adobe InDesign format and layout techniques found in the templates mentioned
above 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.

Of special concern are graphic elements and tables. All graphic elements must have alternate text,
and all tables must be formatted in such a way to be read aloud correctly by screen readers for the
visually-impaired (Section 508).

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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http://www.nature.nps.gov/publications/nrpm/nrrnrtr.cfm
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Step 1. Generate Your Final PDF Document Using the Procedures Outlined in One
of the Following:

A) Generate your final PDF document using the procedures outlined in one of the following:

B) 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

C) 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/nrrnrtr.cfm

D) 1&M guidance document:
MS Word Procedures for Producing Section 508 Accessible PDF Documents.

E) 1&M guidance document:
Adobe InDesign Procedures for Producing Section 508 Accessible PDF Documents.

Step 2. 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.
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C) On the next screen, click on the Advanced tab, and make sure that the Language option is

setto English.

Document Properties
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Search Index I
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Page Scaling:
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Print Page Range: I
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Reading Options
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D) Click the OK button.

E) Before you go any further, save the file (File / Save menu option)
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Step 3. 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 (Authors
Used Template Techniques):

[[=—pansni 5T Ssischion ]
Farsh ar S AFIT s Nesited to the area surroeniing Fal Crodk (Figers ). Bom vegetion
‘. sampling will ba conductod at this marh avary 3 years. Datailod informarion about tha sits
mection process 2nd sampling dasign can ba found in tha Salt Marsh Vegeation {fames-Pirri atal
In Roviow) and Neknon Prosncsls (Tamos-Pirs st al 2012

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

3. Asral view and iocazon of the ot area) szaithed by
5 ¥ st Sagamore Hil Hatonsi Hizioric Ghe (SAC, New York n 2005, Tis s il be mantored
iy

c) Chapter headings need to be tagged as appropriate

[*=]on Sampling Staflon Sslsciion and Data Collecion |

P mionr amping Temarean iy wmomt
(Heading 1, Heading 2,and Heading 3). T R
nekeen stations and sheir respective Univanal Transrarss Marzator (UTM) coordinarss is providad in
Appuadin &

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

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 Changing the Page Order of Tagged Elements
section of this document for more details.

C) Additional Guidance:

a) See the Cover Pages with Page-top Banners section for guidance that makes tagging these
complex pages simple and easy.

b) If you are having problems tagging a page, see the Solutions to Common Tagging Problems
section of this document.

Note: Save often (every few pages)!

If the author used the basic guidelines outlined in our templates, then you will give most pages a
quick check, and spending most of your time on the pages with figures and tables (adjusting reading
order, checking and adding alternate text to graphic elements, and checking and fixing table tags).

After the first few documents, most people can process a typical 60-70 page NRTR, NRR, or NRDS
report in one to two hours (depending on the number of figures and tables, layout complexity, etc.).



For Pages that Do Not Have Any Tags when
Viewed in the TouchUp Reading Order Tools

(Authors Did Not Use Template Techniques): JS—

Selt marsh at SAHT is limited to the ares surrounding Eel Crek (Figwre 1). Both vezetation and
nekton sampling will be conducted st this mersh every 2 years. Detailed information about the site

A) Left-click with your mouse, and draw a polygon e e e S e G P
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:

Fig 1. Aerial view and [} I
= b el bl ot e
biennially

Nekton Sampling Station Selection and Data Collection

a) Regular text is tagged as Text. See the Text Ta i b o S e
‘nekton stations and their respective Universal Trensverse Mercator (UTM) coordinates is provided in.
Options section of this document for more details. frped
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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.

c) Chapter headings need to be tagged as appropriate (Heading 1, Heading 2, and
Heading 3). Seethe 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.

D) Additional Guidance:

a) See the Cover Pages with Page-top Banners section for guidance that makes tagging these
complex pages simple and easy.

b) If you are having problems tagging a page, see the Solutions to Common Tagging Problems
section of this document.

Note: Save often (every few pages)!

If the author did not use the basic guidelines outlined in our templates, you will have to tag each text
line, heading, figure (and adding alternate text), table, etc. on each and every single page.

After the first handful of documents, most people can process such a 60-70 NRTR, NRR, or NRDS
report in 2.5 — 4.0 hours (depending on the number of figures and tables, layout complexity, etc.).



Step 4. Run Full Accessibility Checks and Fix Remaining Accessibility Issues

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

[#] Include repair hints in Accessibility Report

[] Create comments in document

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

Checking Options

MName: [Adobe PDF

Alternative descriptions are provided

[¥] Text language is specified

Reliable character encoding is provided

[V] 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 Al | [ Clearal

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
Adnhe Anes nnt warrant that unnr dacoments will comnhewith ane snecific o

StartCheckmgS[ Cancel ]

== nr reanlatinne

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

Adobe Acrobat

The checker found problems which may prevent the document from

/J‘é\ 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.
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E) An Accessibility Report panel will appear along the left-hand portion of the Adobe
Acrobat program window.

@ Accessibility Report |é|  Pages
EP v » Content
= 'S Deparimentof fn o + Forms
@ | Accessibility — » Action Wizard
Report e
é P = Monitoring Salt Marsh Vegetation and Nekton at n-lze
Filename: Sagamore Hill National Historic Site > Protection
% SAHI_SaltMarsh 201° 2013 Summary Report » Sign & Certify
) m a o NPS/NCEN/ 1595 » Document Processing
- Checking Option: Natural Resource Techmeal Report NPS/NCBN/NRDS—2013/59 : .
s Adobe PDF » Print Production
+ Accessibility
Use this report to identify
potential accessibility errors. @ Change Reading Options
Click on the link for each :
error to highlight the | . @ Quick Check
of the error in the PDF file. @ Full Check
Repurt Contents @ Open Accessibility Report
s Detailed Report O
. iﬁ%}{ ) ﬁ Run Form Field Recognition
. ts for Repar
o Disclaimer s
Detailed Report | TouchUp Reading Order
Q Setup Assistant
Page Content Errors
» Analyze
Page 4: Next Page
+ Tab order may be 52
i E—— ) 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.

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

7L SAHI_SaltMarsh_2013_AnnualReport_nrss.pdf - Adobe Acrobat Pro ol E- =]
File Edit View Window Help x
Ree- | DO O H|@O0o2BDE R
o cicanll- 1=
El~
" Pages
» Content
» Forms
National Park Service . » Action Wizard
U.S. Department of the Interior
» Recognize Text
MNatural Resource Stewardship and Science » Protection
. . . » Sign & Certify
Monitoring Salt Marsh Vegetation and Nekton at » Docament Processing
Sagamore Hill National Historic Site » Print Production
2013 Summary Report fhccessibiliy

@ Change Reading Options
@ Quick Check
@ Full Check

@ Open Accessibility Report

S

@ Run Form Field Recognition

V)
% TouchUp Reading Order

&, Setup Assistant

B) Selectthe Tools / Accessibility / TouchUp Reading 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 of the program screen.
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TouchUp Reading Order

Text
Form Field
Heading 1
Heading 2
Heading 3

Background

Table Editor

Show page content order
Show table cells

Show tables and figures

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

Figure

Table

Cell

Formula

Figure/Caption

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




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).

—
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2] Page2
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[ Pagea
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3 Page1n
[ Page12
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5 Page17
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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

13

tag is defined as part of the image and is not read by screen readers.



http://help.adobe.com/en_US/acrobat/X/pro/using/WS58a04a822e3e50102bd615109794195ff-7d05.w.html
http://help.adobe.com/en_US/acrobat/X/pro/using/WS58a04a822e3e50102bd615109794195ff-7d05.w.html

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 Ce11 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.)
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.
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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

3 order panel

Alternate Text

S| Mtermate Tad:

Add alternate text here]

Run Form Field Receg

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 =l

du=ctangle around the content
ae of the buttons below:

by

o
Form Field ] [ Figure/Caption I

BN Figure - CA\RCBIN\Robin_ 01082010\ r [ Heding2 | [ el |
P+ Y | | |

pnitoring Salt Marsh Vegetation and Nekis
camore Hill National Historic Site

Heading 3 Formula

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.

1o alternate text exists,

Edit Alternate Text... N

Alternate Text

Lag
Run Form Field Recognition

Delete Selected Item Structure St Alternate Text:

Clear page structure Salt marsh at Sagamore 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.

\i’/ \i'/ fl‘? | IN‘ @ ‘ \ | Tools Comment Share
n;l T & ~ I TouchUp Reading Order =
EP - Draw a rectangle around the content
then click one of the buttons below:
B85 SAHI SaltMarsh_2013_Annualk *
& % Poget 0 —
Page2
rrs B[ Page3 | FomFied | [ Figure/Caption |
[3 Page4
B3 Pages [ Headingt | | Table ]
[5) Pages
a Page7 l Heading 2 ] [ Cell I
=2}
D Pages l Heading 3 ] [ Formula l
3 Pagea E
(3 Page10 Background
(B Page1n
[3 Page12
[3 Page13 - Table Editor
T Aariatview s locaion O e permarerl mon/iorng T [yeion thaded area] ST
B3 Pageld 4 B -
=

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”).
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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

TomErEr = T BT T
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 Selt Marsh Vegetarion (James Pimi erol.
In Protocols (James-Pirri et al 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
2| =G ..
[3 Pages i
5[0 P b\ o1
[ Pages i 3 (=L
B3 Page? _ [ Headingz | | cell |
P 8
[ Page i | Headingz | | Formula |
[ pageo L < |
= il
B[ Pagell v | B |
B[ Pagell & B
[ 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 fowt cwiets

] order panel
Alternate Text

ontent order
Alternate Text:

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

Delete Selected Item Structure

Clear page structure

Tag as text

Tan a= hackaround

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).

T
\‘!‘, \!r, (25 of 96) | W] | (=) () Tools . Comment : Share “
H_:J i o TouchUp Reading Order
I:P [FER Draw a rectangle around the content
5 then click one of the buttons below: I%
=] TONT_UP_11_4NRTR_1213.p¢ *
\[/' BHY Pagel . . 60;.‘“. [ Text I [ Figure b
& 9 3 3
BHY Page2 S TE e e
ez B3 page3 S S [ Form Field l [ Figure/Caption ]
3 Pages E 00 (== (E0E-2010 Ey
52 BY Page5 = — [ Headingt | | Table J
- — -
B1[Y Page6 % 0 Wi '\ = % -
B Page? E N E [ Hesding2 | | Cel J
B 2 |6 : = ot
(3 Pages £ N [ Hesdings | | Formula ]
[ Paged o b
g e &
[H page1o S i 3 Background ]
3 page11
3 Page12 =
[ Page13 4|2 Rt Table Editor
[4] Page14
Pagel5 E
% PaZal& g [#] Show page content order [ ]
B[ Pagel? E ol — [7] Show table cells ]
1 J T
[ Page1s E ¥ N 7] Show tables and figures (]

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”).

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

T
® @ @orse) | Ik &7 | A= Tools = Comment : Share “

TouchUp Reading Ordes =]
|D Order (K1 6 Status of Terestrial Vegetation and Sois at Tanta National Mopument oucntp ing Brder
I:P E3- Draw a_rectangle around the content

@ then click one of the buttons below: I@
EHFH TONT_UP_11_4NRTR_1213.p1 *
\é'// B Pagel & ol Figure I
= g i & b Ha"Ee
) Page2 w“’x & \!-‘\? | \-"a\?' < o [SHE
sz [3 Page3 . : : -

[4 Pages = o e ot el : E)
B Page6 ¥ m I S o

i E ar . Y Heading2 | | cell J
3 Page7 2 - - 9
3 Pages = & & y o y
I i [ Headings | | Formula J
< E

m Paged = =i
[ Page10 L [ Background J
[4 Page1t
3 page12 = I .
B3 Page13 i £ Zfeasl Table Editor
[3 Pagel4
B[ Pagels 72 £
[ Page16 % ; [#] Show page content order [ ]
B Y Pagel? HE: i b [7] Show table cells ]
1 J £

1 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.

Fiquref o alternate text exists.

Edit Alternate Text...

s

Run Form Field Recognition

Clear page structure

n \/
44 —4— 13812010
—e— 20062010

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 tagis analogous to the first order heading tag (<h2>..</h2>) used for web
pages.

The Heading 3 tagis 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 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 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.

cin Fut ww pardy wifr u crwak, Sch mane
- ol whater & In § podi, dict,

‘Frack o e ierial B hee fcsied befo e pio
wtached) plard raterm . Lbs: s demd
and i wo by ek

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

K]

[=]
P §

5 SAHL SaltMarsh_2013_AnnualR_*
[ Paget
[5 Page2
[5] Page3
[ Paged
[ Pages
[ Pages
5 Page7
[ Pages
[ Paged
[F Page10
3 Pagen
[ Page12
[4 Page13
5] Page14

BT & 2D

[

@) RG|@@[ =[]

Tools : Comment : Share
WermE
whare » | TouchUp Reading Order
m—— ~
L‘.’;‘Qh s mm;_::';‘ Draw a rectangle around the content
leng kil then click one of the buttons below:
{eg.. low marth, hign
‘:;":""‘T"i“."ﬂ“‘?""""'.“ "“"‘:‘1""_“"' [ Text I l Figure ]
3 625% 4 26-30% 52 31T 6 T6-100%8), ).
[ Form Field I l Figure/Caption ]
. Dearton e
[ Heading 1 I l Table ]
| Headingz | | Cell J
[
[ Heading 3 I I Formula ]
B e
- [ Background ]
[
- E| [ Table Editor N

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

Tdenimied o Species (Nerbaceous and shrubs).

T D'\ ding non-iving vascular

D

ldentified to species (e.g.. 5. affernifiora Mot 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, efc.). In cases)
where dead leaves are from the curment growing season, plant cover is
recorded as fve.

TD

ldentified to genus. Generally ncludes the rockweeds (e.g., Fucus,
Ascophyfium). Microalgae [e.g., diatom mats) and fine flamentous 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 ' |
ﬂding o vy | Table Cell Properties... . =
i Tahl itor Options... 3 previous year's
g 5 growth (e.g.. the
that are being replaced by new growth, etc.). In cases
from the curment growing season, plant cover is
recorded as fve
T ¥ w1 Lokt Sonagroliy mediadoe the ! e o n  Firese

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 Proherti (=25
Type
@ Header Cell Scope: [ ']
() Data Cell
Attributes
Row Span: Il—
Column Span: Il—
D: |
Associated Header Cell [Ds:
=
’ oK ﬂ ’ 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. alfemifiora Not Living). This category only
includes standing dead (attached ) plants that are from a previous year's
growth. There may be some dead keaves 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 mcludes the rockweeds (e.g., Fucus,

Ascophylium). Microalgae (e.g., diatom mats) and fine flamentous algae are
not included in this category.

D ing non-living vascular plants

For tables generated in MS Word that were not tagged at all (MS Word documents usually use Times
New Roman and Arial fonts fonts):

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 our document templates.

C) Export just the page(s) containing that individual table to a new and stand-alone PDF file, using
the procedures outlined in our document templates or the MS Word Procedures for Producing
Section 508 Accessible PDF Documents.
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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 our document templates or the MS Word Procedures
for Producing Section 508 Accessible PDF Documents.

i1) Export the new page(s) to PDF (as outlined in step C above).
ii1) 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.
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For Adobe InDesign tables that are not tagged (Adobe InDesign documents almost always use NPS

Rawlinson and Adobe Frutiger fonts):

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

-
TouchUp Reading Order

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

e ——
FormField | [ Figure/Caption |
Headingl | | Table |

T ——
ing3 | | Formula |
J

Background [

Table Editor
Show page content order [ ]
Show table cells .
[#] Show tables and figures [ ]
[ Clear Page Structure... I I Show Crder Panel ]
[ Help I l Close ]

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.

f
\

»)

f.
"3

[2] s & & | =

[ o ]| 5 B

Order

K]

Tebila 1-2. Hon-native invasiva plants detected ot Tonta Naticnal Monument, 1999-
2005

Tools Comment Share

Up Reading Order
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|5 Pages3 Frodum cutris, oo o = Sesar N
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ol o et esan et
g2 7D P — = = =
3 Pages? o oR sonthbSa presart ot Heading 1
bl e surcerang ssoam szt
Q 3 Pagess Graminaid
s et e ey [ Heading 2 ] [ Cell ]
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C) Left-click on the Order button for the new Table tag to select/highlight it.

OO (29 of 96) | x & | (=) () . ‘ Tools Comment | Share
|‘|;| Order M » HTouchUp Reading Order B
EP =~ Draw a rectangle around the content
EJ Pageld p e —— Il then click one of the buttons below: j
_f// [ Pege19 scanetspideriing "
[3 Page20 Sshara mustard - H Text Figure
[3 Pagert starthistie prezent
7 horsweed preznt H =
T em fil orm Field Figure/Caption
[£ Page2z —— — U [ ] [ I
camphorwesd ror-target species
5 [ Page3 i s e pecis | Headingt | | Table .
D Page 24 uaia parvifiara little mallaw absent |_|_
utetiorus indicus present
[ Page2s ot e = m | Heading2 | | Cell |
fisymbiriuem iric: present
[ Page26 - = H
(B Page27 IS i N e [ Heading 3 ] [ Formula l
E JGramingid H
[3 Pagezs Javena fatua wild oat prezent present
Joromus rigidtus ripgut brar preznt present [ Background l
El D Page29 Jeromus rubens red broey prezent present
~ . Jeromus sinii premnt  non-targetspeces
% [1] Scientifi c nameCo| Jcynodon dacyion presnt absznt
ragrosts aliancrsis premnt  non-targetspecies
[ Page30 s o i . — — [ - l
D Page3l ragrosti wrvula var. confer t ran target specics
ragrostis lehmaniana Lehmann ovegrass P present
D Page32 friordeum spp. barlzy present
Jpennisetum citare bufisigram atment present
B Page33 frennisetum setace fountain grass prezent absent Show page content order | |
Jprataris p anarygrass preznt present
B Page 34 chizmus 9P Meditemancan grass pre=nt ezt Show table cells [ ]
[ Page3s w:ﬁumh erse Johrsongrass preznt o \r\
[ Page3s =5 ——— = —y Show tables and figures | ]
| B hY
[51 Page37 | ey poen  orenes
*Hal d Guertin (2003 Clear Page Structure... Show Order Panel
o0 Pages B T ) | l
Page 33
.% == [ Help ] [ Close l
Pagedd
=

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 our document templates and in the Adobe InDesign
Procedures for Producing Section 508 Accessible PDF Documents.

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.

a) This will fix most table tagging issues (most problems are caused by export errors).
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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 in our document templates and in the Adobe
InDesign Procedures for Producing Section 508 Accessible PDF Documents.

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) Usethe 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 typically 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 from MS Word (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.

x| Tools | Comment | Share
D | TouchUp Reading Order =
[P Draw a rectangle around the content
then click one of the buttons below:
& ‘ Text Figure
I_Iﬁ Form Field Figure/Caption
=2 Heading 1 Table
) d
Heading 2 Cell
Heading 3 Formula
Background
Table Editor
Show page content order
&5 [5] Figure 1. Aerial vie = [ Show pag s
5 F.wnuuummmsmwm»_vmmm This she wil be montored!
%4 [6] Nekton Sampling ¢ oty Show table cells | |
5§ [7] Nekton stations ar__| = w“”mp.m FTion Seieeion and 07 Cotscton | Show tables and figures [ ]
B3 Page1s = s g ]
7 mwmmmmmmmmmmynmm

B¢ [1] Nekton were samp e e [ Clear Page Structure... ] I Show Order Panel ]

4 (2] Vegetation Plot Sel Appendz A

¢ [3] Vegetation samplir 3 [ Help ] I Close ]

B¢ [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.

ONO) ] | x & | (=) @ ] Tools Comment = Share ‘

|D Order - [[TeuchUp Reading Order (=]
I/_\P - Draw a rectangle around the content
then click one of the buttons below:
3 Page3 o
& [ pages Text Figure
[ Pages
&7 2 Pages Form Field Figure/Caption
[® Page?
=7 Heading 1 Table
D Page& 9
[3 Paged -
D Page10 Heading 2 Cell
[+
= B ikl Heading 3 Formula
[ Page12
[5 Page13 Background
EHY Pagel4 El

7 [1] Method:
% [2] Permanénit Site Table Editor
4 [3] Salt marsh at
4 [4] Image w:1358
g ES: - ugrel A [#] Show page centent erder [ |
el R e T B R e
5 [6] Nekton Sampling ¢ £ 7] Show table cells .
4 [7] Nekton stations ar r--mxmpnqsumx-ummummhmum ] [¥] Show tables and figures | ]
EHY Page1s . - —
mmhmﬂnmmmmn_mmﬂ.ammmybm(m
4 [1] Nekton were samp e e | icor Page Structure... | | Show Order Panel |
% [2] Vegetation Plot Sel -h-wﬁ-t
3 l Help ] [ Close I

W [3] Vegetation samplir
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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.

i1) Drag the current number 1 positioned element to be below the new number 2 position.

Front Cover Pages with Page-top Banners

Tagged MS Word Front Cover Pages with a Page-top Banner
If the document was generated using the instructions found in our MS Word templates, the page-top
banner will be exported to PDF format as a Table element.

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.

nituring Salt Marsh Vegetation
<zamore Hill National Historic Sit

2013 Summary Report

Matural Resource Techeical Report NDS NCENKEDS—201

~.] - _ _ —
h Figure - Salt marsh at Sagamore Hill Na...
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B) Left-click on the Order number for the page-top banner table to select/highlight it.

\!,/ /29 ‘ I M ‘ \T/ \7:: 471% . | =[O Tools | Comment Share ‘
D Order @ - TouchUp Reading Order
B3~ 1 Draw a rectangle around the content
EP then click one of the buttons below:
4 [1] Path National Park ~
2 itoring Salt Mz =
(f/ 3 w680 h‘gg; il niluri.ng Salt Marsh Vegetation and Nekton at [ Text ] l Figure I
o ) ’ .gamore Hill Narional Historic Site
7] = 1000 hi6 2017 Summary Report [ Form Ficld ] I Figure/Caption l
CER Matural Resource Technical Report NPSNCENNEDS—2013/585
H [ Heading 1 ] l Table I
=S| ~
=@ HE COVER 5¢
F[3 Page [ Heading 2 ] I Cell l
(2 Page
D Page [ Heading 3 ] l Formula I
[ Page [ Background X
[ Page =
D Page
15 Page [ Table Editor |
[3 page

C) MAKE SURE that the entire table is the first item in the Order panel (number 1). Skipping
this step can cause big problems later.

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

® e ‘ Ik O ‘ (=) () | 471% |~ 3 Tools  Comment | Share ‘
(L] | order & [ Fouchte Reading Order
B3~ 1 Draw a rectangle around the content
[’_‘P & (1] Path N ] then click one of the buttons below:
= ath Mational Park »
e ¢ [2] Menitoring Salt Mz -
C'// = il onitoring Salt Marsh Vegetation and Nekton at Text Figure
#4 [3] Image w680 hi884 2 2
- 2H ’ amore Hill National Historic Site
= g
g - E B R 2013 Summary Report | FomFied | [ FiguiesCaption |
D3 page2 Matural Resource Technica] Report HPSNCENNRDS — 2013505
= & (1] Path [ Heading 1 ] l Table I
=
5§ [2] ON THE COVER Sg
3 Page3 | Heaing2 | | Cell I
[3 Paged
D Page5 [ Heading 3 ] l Formula I
% :age: Background )
= age = P
D Paged
[ Paged Table Editor |
[ Page10

E) Left-click on the Background button.
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F) Left-click with your mouse, and draw a polygon around the first line of text in the page-top
banner, and click the Text button.

T
) ;29 | x & | (=) &) ‘ =5 B Tools | Comment @ Share ‘ ‘
I-I;l Order & TouchUp Reading Order (=
I/_\P 3~ Draw a rectangle around the content
— - then click one of the buttons below:
¥ [1] Monitoring Salt Mz +
e S
4 [2] Image w680 hist
\/f &4 3] Image w1000 hibl— nitnri.ng Salt Marsh Vegetation and Nekton at Text %J l Figure ]
N <1 R ’ Sagamore Hill National Historic Site
bz 53 Page2 2012 Summary Report FormField | | Figure/Caption |
&y [1] Path Yatural Resource Techeical Report NP NCENNRDS 20137585
4 [2] ONTHE COVER Sz | Headingl | | Table ]
E=l
[ Page3
BN oo [ beaging2 || Cell ]

G) Repeat step F above for each individual line of text located inside the page-top banner.

Important! Why do we do this? MS Word tables often have either a white (default
background setting for MS Word tables) or black background color. If you try to tag multiple
lines of text in a table with a background color, the text will automatically be placed on a
PDF layer located behind the table background color. This will make the text completely
invisible for sighted users.

The quickest fix for page-top banner text that has become invisible, is to completely replace
the entire PDF page with a fresh copy. See the Text Becomes Invisible While Changing the
Page Reading Order section of this document for further guidance.

H) Make sure that the NPS arrowhead logo is tagged as a F'i gure, and that it has alternate text (we
usually use “National Park Service Logo” here — see the Figure Tag Options section for more
details).

I) Left-click with your mouse, and draw a polygon around the main report title and sub-title, and
click the Heading 1 button.

®) 1] | n & ‘ (= Tools | Comment | Share ‘
|D Orde ] » | TouchUp Reading Order ]|
rder
- i Draw a rectangle around the content
EP 5 [1] Nationsl Park 5 then click one of the buttons below:
~ ational Park Servi =
4 % [2] Image w680 hiB8E
\.[// 4 [3] Image w1000 hi6(— Monitoring Salt Marsh Vegetation and Nekton at l Text I [ Figure ]
N = ’ Sagamore Hill National Historic Site
7 B[ page2 2013 Sumimary, Repor| | rormFisd | [ FiguesCaption |
5 [1] Path Matural Resource Techeical Report HPS NCEN/NEDS 20137505
55 ¥4 [2] ON THE COVER 5 [ Heading1 Q [ Table ]
— [3 Page3
[ Pages Figure - Salt marsh at Sagamore Hill Na... B l Heading 2 I [ Cell ]
W T
B Pages [ I [ ]
Heading 3 Formula
3 Page6
2 Page7
B — l Background ]
[ Pages 1
B Page10 Table Editor
[ Page11
[3 Page12
[ Page1z [¥] Show page content order [ |
[ Pagel4 [¥] Show table cells [ ]
i Q LepeiE [#] Show tables and figures | |
mn e

J) Make sure that any other cover images are tagged as a F'i gure, and that it has alternate text (for
the cover photo/image, we usually use the description found on the Inside Cover Page).
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K) Remove any extra blank lines located just above, beside, or below the front cover photo.

P P
8.2 a8 | Ix & ‘ (=) () . | = Tools | Comment @ Share ‘
Order ] E TouchUp Reading Order
I:P (=i Draw a rectangle around the content
then click one of the buttons below:
=3 SAHI SaltMarsh_2013_Annua *
& EHS] Pagel X
\//r B Page “egetation and Nekron at Text Figure
%4 [1] National Park Servi 01 Historic Site
= mage : orm Field igure/Caption
W2 680 h:B8i Form Field Figure/Cap
% [3] Monitoring Salt Mz
E] = Heading 1 Table
&2 %4 [4] Natural Resource T g
¢ [5] Image w1000 hiid
Heading 2 Cell
Heading 3 Formula
Background
Table Editor
[#] Show page content order | ]
[7] Show table cells [ |

L) Use the Order tools to set the reading order for all page elements. The end result should look
something like the above.
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Tagged Adobe InDesign Front Cover Pages with Page-top Banners
If the document was generated using the instructions found in our more recent Adobe InDesign

templates (issued 2014 or later), the page will be exported to PDF format with tags.

@ cover_page_example.pdf - Adobe Acrobat Pro EE
File Edit View Window Help ®
Ao | DE SH 802005 K

N R L
lz‘ (1 of1) | x &M | (=) (o) | 576% . | 5 @ Tools . Comment ; Share
E-
@ Order [ - —1
» Pages
EP E- » Content
= cover_page_example.pdf + Forms
\_// B3 Page1 TouchUp Reading Order =]
B¢ [1] Nat | Park 5 =
5 (1] National Park Service ural Resource Technical Report
I—Iﬁ 5 [2] Image w352 50 E:mmp.!e Renort Cover Draw a rectangle around the content
% [3] Natural Resource Tecl P then click one of the buttons below:
2 4 [4] Image w:2816 hi1979) Narural Resource Technical Report NPS/NRSS/NRTR
Text Figure
Q 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 | |
[ Clear Page Structure... ] [ Show Order Panel ]
[ Help ] [ Close ]

In a vast majority of cases, all that you will need to do is check the order of tagged elements, and
make sure that all figures have alternate text.
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Front Cover Pages with Page-top Banners that Have No Tags
If no tags were added to the Cover Page, then the same basic steps work for reports generated with
either MS Word or Adobe InDesign.

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

H__,—j Tore o ~ | TouchUp Reading Order =
L1
=k pistien Pl Sarvicy Draw a rectangle around the content 7
s = o then click one of the buttons below: | 2]
55 TONT_UP_11_4NRTR 1213 * e o]
G Pagel : - -
& % 5 s 2 Status of| Tizrrestrial Vieget: [ Text ] I Figure I
age : 5
& Tonto National Monument
\!ﬂ [3 page3 § - - [ Form Field ] l Figure/Caption I
[ Paged | Frud] ResoufEe [ hnica) Repddl N SODNNHTR—2di3 X3N]
=2 i
D Page 5 [ Heading 1 ] I Table l
[ Pages
D Page7 - ) [ Heading 2 ] l Cell I
P 8
D 9= 5 [ Heading 3 ] l Formula I
[ Pages
[31 Page10 i Background [}J
[5 Page11
5[5 page12 : BN
B3 Page13 : — Table Editor
5] Page14
[3 Page1s - -
[ Page 16 [#] Show page centent order | ]
5] page17 i [7] Show table cells (]
(3 Page18 - % [¥] Show tables and figures [ ]
{3 Page19 - g !
B[ Page20 —— [ PR l [ Show Order Panel ]
[£] Page2t

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 the first line of text in the page-top
banner, and click the Text

@ Order ] TouchUp Reading Order
EP 2} e S Draw a rectangle around the content e
o then click ane of the buttons below: %‘
E-§3 TONT_UP_11_ANRTR 1213.p1 e S o
G B Pagel -
b B Page2 Status of Terrestrial Vegetation and Soils at Text MR,J I Figure ]
Tonto National Monument
7 [ Page3 FomField | | Figure/Coption |
B Page4 L Natural Resource Technical Report NPS/SODN/NRTR—2m3/ XXX
[ Pages Headingl | | Table |
[4] Page6
3 Page7? Heading 2 ] l Cell ]
Page®
.% age Heading 3 ] I Formula ]
Paged
[3 Page10 Background ]
[3] Pagelt

M) Repeat step C above for each individual line of text located inside the page-top banner.

Important! Why do we do this? MS Word tables and Adobe InDesign text frames often
have either a white (default background setting for MS Word tables) or black background
color. If you try to tag multiple lines of text in a table with a background color, the text will
automatically be placed on a PDF layer located behind the table background color. This will
make the text completely invisible for sighted users.
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The quickest fix for page-top banner text that has become invisible, is to completely replace
the entire PDF page with a fresh copy. See the Text Becomes Invisible While Changing the
Page Reading Order section of this document for further guidance.

D) Left-click with your mouse, and draw a polygon around the NPS arrowhead logo.

ID Order &l Up Reading Order
- Draw a rectangle around the content
EP then click one of the buttons below:
B35 TONT_UP_11 4NRTR 1213.p0 *
@& B3 Pagel ]
& 5 [1] National Park Senvi Status of Terrestrial Vegetation and Soils at [ lext ] [ Kigue bJ
Tonto National Monument
&z [ Page2 [ Form Field |
D Pagai Narural Resource Technical Report NPS/SODN/NRTR—2013/ XXX
=2 3
3 Paged [ Heading 1 l
B Page>
B || B pages — ) 7 [ Heading2 ]
[+
B[ Page7 [ Heading3 |
3 Pages
[2] Page9 [ I
[4 Pagel0

E) Click the Figure button, and make sure to add alternate text to the new Figure tag(we
usually use “National Park Service Logo” here — see the Figure Tag Options section for more
details).

F) Left-click with your mouse, and draw a polygon around the report title and subtitle (if any).

TouchUp Reading Order

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

w,
E’; Figure - Mation|

= 7 TONT_UP_11_ANRTR 1213.p1 * L., X
P B3 Pagel
& - Status of Thrrestrial Vegetation and Soils at l ezl J Elauie ]
¢ 1] National Park Servi L]
- Tonto National Monument
e & 2] Image wigd hilld | Formfild | [ Figure/Caption |
D PEgEZ Namural Resource Technical Report NPS/SODN/NRTR — 2013/ XXX
B Page3 [ Hesding1 !}J [ Table ]
[3 Paged :
[ 3 Pages ng 2 [LJ
e
3 Page7
D Page @ Background
[1 Paged

G) Click the Heading 1 button.

H) Left-click with your mouse, and draw a polygon around the report series name/number.

@ Order & TouchUp Reading Order
EP v Draw a rectangle around the content
then click one of the buttons below: @
=85 TONT_UP_11_4NRTR1213.p1 =
7 EHY Pagel
L 4 5 [1] Notional Park Sen [3tus of Terrestrial Vegetation and Sg Eiguie ]
i onto National Monument
H [Z] I""EQE B il N | R u | B NISODN/NRIR el Figurdcapt‘on
£z & [3] Statusof Tenesria] el Risourcelochnica] Repol NISODN NATR —zdi)>
B 7oe2 y =
[3) Page3
L el |
3 s
[3) Page6
[3 Page7 ]
|5 Page8

I) Click the Text button.
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J) Left-click with your mouse and draw a polygon around the cover image(s).

® Q@ = O

i
i

¢

Order K]

= TONT_UP_11_NRTR 121301 *

=3 Pagel
54 [1] National Park Servi
B¢ 2] Image w:89 hil14
¥ [3] Status of Terrestria =
¥ [4] Matural Resource T|
[3 Page2
[2] Page3
[3 Pages
[ Page5
3 Pages
[ Page7
[3 Pages
3 Paged
[£] Page10
3 Page11
[ Page12
3 Page13
[ Page14
[3 Pagei1s
X Pagels
[3] Page17
3 Page1s
[ Page19

g ptus of Terrestrial Vege
onto National Mon

TouchUp Reading Order

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

e |
Form Field

Table Editor

Show page content order
Show table cells
Show tables and figures

| Clear Page Stucture.. |

[ Help

K) Click the Figure button, and make sure to add alternate text to the new Figure tag(we
usually use the “On the Cover” caption located at the bottom of the Inside Front Cover page —

see the Figure Tag Options section for more details).

L) Usethe Order tools to set the reading order for all page elements. The end result should look

something like the example below.

& o DO

AR

S
E‘: Figure - Nation
b

¢ [1] Mational Park Servi

e P nto National Monument
mage  wi .

htus of Terrestrial Vegetation and Soils at

¢ [3] Status of Terrestria| =

¥ [4] Natural Resource T
¥ [5] Image w:526 hi69!

D Page 2
[ Page3
3 Pages
[3) Pages
[ pages
[3) Page7
[ Pages
[ paged
[ Page10
D Pagell
[ Page12
D Pagel3
[3] Page14
[ Page1s

!- Resource Technical Report NPS/SODN NRTR— 2013/ %%

3 Page1s
[ page17
3 page1s

TouchUp Reading Order

Draw a rectangle arcund 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 [ ]
[7] Show table cells [ ]
[#/] Show tables and figures ]

| Clear Page Structure.. | | Show Order Panel |

[ Help ] [ Glose J
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Back Cover Pages with a Page-top Banner

Tagged MS Word Back Cover Pages with a Page-top Banner

If the document was generated using the instructions found in our MS Word templates, the page-top

banner will be exported to PDF format as a Table element.

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.

@ NRR_Template_v3.6.pdf - Adobe Acrobat Pro
File Edit “iew Window Help

@Create' |@D%‘@®@Q@@)

Lk | ©® (]| H

Order o}

& = O

C

.
-7 NRR_Template_v36.pdf
EHE Pagel

% [1] Path National Park Se
% [2] Matural Resource Stey
¥ [3] Image w:680 h:383
% [4] Path
' [5] EXPERIENCE YOUR Al

< [0 r

[=E=EEE]

A

Tools Comment Share

;7 fral Resourcs Stawardship and Science
Oakridge Drive, Sube 150
o Collng, CO 80525

. nabure. npe gov

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 [ ]
[ Clear Page Structure... ] [ Show Order Panel ]
[ Help ] | e J
» Analyze

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

==

JIBY & = O

Order x|

-

=5 NRR_Template_v3.6.pdf

EHY Page1

14 [1] Path National Park S¢
= ral Resource Stey
L JE) w630 h:388
L
B E YO

1]

I Resourcs Stewardship and Scisnce.
Oakrioge Drve, Suts 150
Fort Goins, CO 80525

wwnatrs nos Sow

B

TouchUp Reading Order =

Draw a rectangle around the cantent
then click ene of the buttons below:

e p———
| FomField | [ Figure/Caption |
e ———
[ Heading2 | [ Cell ]
ST ——
[ e J

C) MAKE SURE that the entire table is the first item in the Order panel (number 1). SKipping

this step can cause big problems later.
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D) Left-click on the Order number for the page-top banner table to select/highlight it.

ﬂ_:J Order o | TouchUp Reading Order =
- raw a rectangle around the content 7
KP Di gl d th
then click one of the buttons below: i
{5 NRR_Template_v3.6.pdf .
& B3 Pagel [ Text J Figure J
¥4 [1] Path National Park Se
- 3l Resourcs Stewardship and Science
&7 4 2] Natural Resource Stey |« [oamage om 2 10 [ FomField | [ Figure/Caption |
4 [3] Image w680 h:B88 e o e
i [4] Path | Headingl | | Table ]
¥4 (5] EXPERIENCE YOUR Al
o | Heading2 | | Cell ]
[ Headingz | | — ]
[ Background Ik ]

E) Left-click on the Background button.

F) Left-click with your mouse, and draw a polygon around the first line of text in the page-top
banner, and click the Text button.

. |TouchUp Reading Order =]

@ Order Kl
EP = Draw a rectangle around the content
= @ R e 7y then click one of the buttons below:
‘_/% E||3 Pagel I Ted |\ l I Figure l
¢ [1] Natural Resource Stey
= | Resource Stewardship and Sclence
& 7 (2] Image  wiG80 hiBE8 B e e [ FormField | [ Figuecoption |
W 3] Path e
¢ [4] EXPERIENCE YOUR A l Heading 1 I l Table I
o [ Heading2 | | Cell J
[ Headings | | — |
[ Background ]

G) Repeat step F above for the second line of text located inside the page-top banner.

Important! Why do we do this? MS Word tables often have either a white (default
background setting for MS Word tables) or black background color. If you try to tag multiple
lines of text in a table with a background color, the text will automatically be placed on a
PDF layer located behind the table background color. This will make the text completely
invisible for sighted users.

The quickest fix for page-top banner text that has become invisible, is to completely replace
the entire PDF page with a fresh copy. See the Text Becomes Invisible While Changing the
Page Reading Order section of this document for further guidance.

Continued on Next Page
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H) Left-click with your mouse, and draw a polygon around the text box(s) located at the bottom of
the page (MS Word text boxes are always exported to PDF with Figure tags).

=k Draw a rectangle around the content
EP B — then click one of the buttons below:
P =2 DTRR_Template_vl&pdf B‘. Figure - Natid
EHS Pagel AN
& g kﬂA‘ Text Figure
¥4 (1] Maticnal Park Service [ ] [ l
Stewardship and Scisnce
Ilﬂ 5 [2] Natural Resource Stey 2= [ Form Field ] [ Figure/Caption ]
¥ [3] Image w:B80 h:388
= & ] Path [ Headingt | | Table |
¥ [5] EXPERIENCE YOUR Al
Q [ Heading 2 ] [ Cell ]
[ Hedings | | e |
[ Bockground |
g

L]
Show table [ ]
Show tables [ ]

| Clear Page Stru | Show Order Panel_|

[ Help [ Close ]

» Analyze

altgrnate te

I) Click the Background button. For more information about MS Word text boxes in the final
PDF, see the MS Word Text Boxes Are Tagged as Figure Elements section of this document.

J) Left-click with your mouse, and select just the “Experience Your America™ text (do not select
part of the text box).
=S then ik one ot th btons blour
P =5 SRR,TEmp\ats,va.ﬁ.pdf Fiqure - Natid
o EH=] Pagel igure
- 5§ [1] National Park Service [ ded L\ﬁ‘ [ i ]
\_KA/%) % [2] Natural Resource Stey
% [3] Image w:680 h:388

Cell

¢

Table Editor

content order [ ]

cells ]

< and figures [ ]

ucture... ] [ Show Order Panel ]
] Close ]

EXPERIENGE VIUR EMERICA 1

K) Click the Text button.
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L) Usethe Order tools to set the reading order for all page elements. The end result should look

something like the example below.

T Q=D

IR
iy

c

¥ [1] Mational Park Service
¢ [2] Matural Resource Stey
¥ 3] Image w:680 h:888

5 [4] EXPERIENCE YOUR Al

2 |rat Resourcs stewarssnip ana science
Oaknoge D, Sute 150
Fort Coiling, TO 80525

Wi N3t 5 6OV

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 Editer
Show page content order [ ]
Show table cells [ ]
Tror i s ]
[ cleorage structure... | [ Show Order Banel
[ Help ] | Gloe

I

+ Analyze
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Tagged Adobe InDesign Back Cover Pages with Page-top Banners

If the document was generated using the instructions found in our more recent Adobe InDesign
templates (issued 2014 or later), the page will be exported to PDF format with tags.

)

& =

I22'l

CARTIIR

Order &
F=kd
5 Page7t a

3] Page72
3 Page73
3 Page7s
3 Pageis
[ Page76
[3) Page77
[2] Page78
[5) Page70
[2] Pageso
3 Pagesl
3] Pages2
3 Pages3
3 Pagess
3 Pagess
[ Pagese
[ Pages?
[ Pagess
[4] Pageso
[2] Pageg0
2] Pagedl
3] Page92
2 Page93
3 Pagems
D Page 95
=1 Pagede

% [1] Mational Park Servi

% [2] Image w89 h:114

¢ [3] Matural Resource 5

% [4] EXPERIENCE YOUR -

=

r

A
F,‘: Figure - No altd

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 [ ]
[7] Show table cells ]
[7] Show tables and figures ]
[ Clear Page Structure... | [ Show Order Panel |
[ Help ] [ Close ]
» Analyze

In a vast majority of cases, all that you will need to do is check the order of tagged elements, and
make sure that all figures have alternate text.
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Back Cover Pages with Page-top Banners that Have No Tags

If no tags were added to the Cover Page, then the same basic steps work for reports generated with
either MS Word or Adobe InDesign.

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

all.
E- ®
Orde
@ rder [ » Pages @
I:P (=N » Content
Share
= TONT_UP_11_4NRTR 1213.p1 * » Forms
é [ Page1 T . b Action | TouchUp Reading Order
B Page2 + Recogn
ng//éf 1 Page3 Draw a rectangle around the content
=S == 3 :
[ paged ] (e e e Protect then click one of the buttons below:
[ ages £ ool Coma BT » Sign &
o -
#[5 Pages » Docum [ Text | [ Figure J
-
Q .% Pege’ » Print Py [ Form Field ] [ Figure/Caption ]
Page8
o ¥ Accessi
#{3 Pages [ Headingt | | Table J
B[4 Page10 @ chy
Y Pagell [ Heagingz | | Cell ]
B{Y Pagel2 Q@ Qi
B3 Page1s ® rul [ Heading 3 ] [ Formula ]
[3 Page14 Back d
[3 Page1s @ op ckgroun
3 Pagel6
5 page? Table Editor
[1 Page1s
[3) Page19
3 Page20 [¥] Show page content order [ ]
[ pagenn B o [7] Show table cells ]
Page 22
% . ¢ - &, set [¥] Show tables and figures "
age
Page 24
% 5 ? = - Ll [ Clear Page Structure... ] [ Show Order Panel ]
age
BB page2s [ Help | [ Close |
[3 Page27 ERPERIENCE YOUR AMERICA™
=

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 the first line of text in the page-top
banner, and click the Text

Order

G

BH[H Pagel
B3 Page2
B [Y Page3
F{ Pages
EHY Page5
BHY Page6
B3 Page?
B[ Pages
B[Y Paged
B Page10
EHY Pagell

BN § = O

£85 TONT_UP_11 4NRTR 1213.p1

m

ationai Park sanvicd
U3 Departmant of the Intsrlor

Watural Resourta Stowsriship 3nd Sdanca
1201 Ciak Rdge Diive, Suta 150
Fort Calins, Cooradn 80525

o

-

TouchUp Reading Order
Draw a rectangle arcund the content

then click one of the buttons below:

Text %J [ Figure

[ )
[ FomField | | Fgue/Caption |
e [ —
[ Heading2z | | ol )
[ty ) [_romun ]
[ Background J

N) Repeat step C above for each individual line of text located inside the page-top banner.

Important! Why do we do this? MS Word tables and Adobe InDesign text frames often
have either a white (default background setting for MS Word tables) or black background
color. If you try to tag multiple lines of text in a table with a background color, the text will
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automatically be placed on a PDF layer located behind the table background color. This will
make the text completely invisible for sighted users.

The quickest fix for page-top banner text that has become invisible, is to completely replace
the entire PDF page with a fresh copy. See the Text Becomes Invisible While Changing the
Page Reading Order section of this document for further guidance.

D) Left-click with your mouse, and draw a polygon around the NPS arrowhead logo.

n; Orde o ‘ouchUp Reading Order
rder
EP v Draw a_rectang\e around the content
= then click one of the buttons below: @
=85 TONT_UP_11_4NRTR_1213.p1 =
B =
& H% Pagel qirmie o e ntact @ [ Text ] [ Figure |\ ]
Page2
7 [31 Page3 Form Field
[3) Pages | [ arie e
£ fort Colin, Criorsrts 80525
BHE) Pages P g
& Pages -
Q [3) Page7 Heading 2
[ oo
3 Paged M 2
B Page10 [ Background
I8 pace 1t

E) Click the Figure button, and make sure to add alternate text to the new Figure tag(we
usually use “National Park Service Logo” here — see the Figure Tag Options section for more
details).

=9
~

Left-click with your mouse, and draw a polygon around the publication location paragraph
located below the page-top banner.

TouchUp Reading Order

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

Order ]

B
B85 TONT_UP_11_4NRTR 1213.p1 *
[5] Pagel
3 Page2
[ pages
[ Pages
[5] Pages
[5) Page6
[ Page7
[ Pages
[2] Pages
[5) Page1n
[3 Pagenn

& = D

|

itir sl st Stow i hip s Scancs
20T Ciah Focge s, St 10
Fort Clins, Calorad 0527

m

i
(il

g

G) Click the Text button.

Continued on Next Page
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H) Left-click with your mouse, and select just the “Experience Your America

part of the text box).

M text (do not select

AEEEY =

Order [«

=8
= 5 TONT_UP_11_4NRTR 1213.p1 =
B[H Pagel
B[ Page2
EHY Page3
BHY Paged
B3] Page5
B3 Pageb
BH[Y Page?
B Pages
EHY Paged
B3] Page10
B3 Pagell
BH[Y Page12
B3 Pagel3
B Page14
B Pagels
B3] Pagel6
B3 Pagel?
B3 Page1s
B4 Pagel9
EHY Page20
BHE Page2l
B3 Page22
B [Y Page23
BH[Y Page2s
EHY Page25
BHY Page26

B3] Page27
Peall Y

m

[EXPERIENCE YOUR AMERICA™

TouchUp Reading Order
Draw a rectangle around the cantent
then click one of the buttons below:
I Text b—] [ Figure ]
Figure/Caption

Background

Table Editor
Sho & content order [ ]
[¥] Shol e cells ]
[7] Shofll =< and figures ]

wetwre.. | | Show Order Panel

I

] [ Close

I) Click the Text button.

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

JIBY & =

= Maticnal Park Servi
¥ [2] Image w:89 hil14
¥ [3] Natural Resource S
¥ [4] EXPERIENCE YOUR

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

Text Figure
Form Field Figure/Caption
Heading1 Table
Heading 2 Cell
Heading 3 Formula

Background

Table Editor
Show page content order [ ]
[¥] Show table cells ]
[7] Show tables and figures ™
| ClearPage structure.. | | Show Order Panel |
[ Help l I Close ]

» Analyze
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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.

BHY Pagels
B[4 Pagels
EHY Pagel6
BHY Pagel?
B[4 Pagels
EHY Page19
B Page 20
B[ Pagel
EHY Page 22
BHY Page23
B[ Page24
BHY Page 25
B3 Page26
EHY Page27
¥4 [1] Appendix B: Coord

Boae- | B E S| @ C S K

\i, “i, S | Ik \E, j’, 33.5% = Tools = Comment Share

@ Order . HTouchUp Reading Order =

EP B Draw a rectangle around the content .
D Pages s then click ene of the buttons below:

P D Page 6

- 3 page7 [ et ] l s ]

Lot BHE) Pages [ FomFied | [ FigurerCaption |
[5] Pages —

B3 Page10 [ Headingr | | Table ]
[5 Page11
3 page12 [ Heading 2 ] l Cell ]
D Pea=3 [ Heading 3 ] l Fermula ]

Background I}

Table Editor

Show page content order [ ]
Show table cells [ ]
[¥] Show tables and figures [ ]

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

e [ ce |

5 [2] StationID UTM X (_|
EHY Page28
= 4|

+ Analyze

i
i
E
5

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
Iﬁ Paged 1 il then click one of the buttons below:
= age m

f/ a R l Text ] [ Figure ]

B Page6 mmmlm

A % ey - oG o | FormField | [ Figure/Caption |
Paged v nture nge gov ||

3 Page9 I l Heading 1 ] [ Table ]
[ Page10
[3 Page1t [ Heading2 | | cell |
[ Page12 -
D Page13 I Heading 3 ] [ Formula ]
Iﬁ 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.

®) El s | LW ‘ (=) () | 555% . | = i Tools : Comment : Share ‘
|'|;| Order | TouchUp Reading Order =]
El] - Draw a rectangle around the content
[ Page2 m e T T then click one of the buttons below:
V) [ Page3 :
& B Pages il Text !}J [ Figure ]
Resourcs and Schencs
Srii
Lo = Peses "ﬂwmm FormField | [ Figure/Caption |
(3 Pages e o
Ba | G0 Pager Headingl | | Table ]
D Page§
#[3 Paged Heading2 | | Cell ]
[ Page10 :
[4 Pagel1 Heading 3 I [ Formula ]
P 12
D e Background ]
3 Pagel3

G) Make sure that the NPS arrowhead logo is tagged as a F'i gure, 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.

\‘ij EI -] ‘ v O | \E, \:lll, ‘ = Tools | Comment | Share ‘
@ Order & . | TouchUp Reading Order K]
EP - Draw a rectangle around the content
5 Page2 g then click one of the buttons below:
V) [ Page3 -
& D Page 4 — [ Text ] [ Figure ]
ez 18] Pages | FormField | [ Figure/Caption |
3 Pages
B Page7 [ Heading 1 ] [ Table ]
[3 Pages
[ Paged | Heading2 | | Cell |
[ Page10
3 Pagenn . [ Heading 3 ] [ Formula ]
B Pagel2 |5 me— [ Pt
[5 Page13 E L.
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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 button

TM>»

ﬁ SAHI_SaltMarsh_2013_AnnualReport_nrss.pdf - Adobe Acrobat Pro
File Edit View Window Help

== ==

®

@Create' |@%|{€}@

<

Tools Comment Share

&z

[ Page10
3 Pagell
[ Pagel12
[ Page13
[ Page14
[ Pagels
[ Pagel6
[ Page17
[3 Page1s
[ Page19
[ Page20
3 Pagen
[ Page22
3 Page 3
[ Page 24
[%] Page2s
3 Page2s
3 Page27
[ Page2s
=3 Page2s

¢ [1] National Park Servi
B¢ [2] Image w630 hiBl
¢ [3] Natural Resource S
154 [4] EXPERIENCE VOUR -

[

2

CRIEEIEIE
D Order ]
B-
[’—‘P [5] Page6 -
y [ Page7
4 [3 Pages
[ Paged

m

TouchUp Reading Order =

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

Text I I Figure I
Form Field I l Figure/Caption I
Heading 1 l l Table l
Heading2 | [ Cell |
Heading 3 I l Formula I
Background I
Table Editor
Show page content order [ |
Show table cells [ |
[#] Show tables and figures | |
[ Clear Page Structure... I I Show Order Panel ]
[ Help I l Close ]
+ Analyze

4 [m]

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.

! ! 729 ‘ ILY éin) | f '!' ‘ ﬁ Tools Comment : Share ‘

Order [« . I TouchUp Reading Order =]

B3~ Draw a rectangle around the content
5 Page2 S then click one of the buttons below:
[5 Page3
D Paged Text Figure
[3 Pages o
[ Pages
[ Page7 Heading 1 Table
[5 Pages
# [} Paged Heading 2 Cell
[3 Page10
3 Pageil Heading 3 Formula
[} Page12
[ Page13
(2 Page14
[ Page1s
[ Pagels
[ Page17
D Page18 Show page content order | ]
@3 Page19 [¥] Show table cells | |
[ Page2o
[ Page21
3 Page22
5 Page23

& ¥ D

X

Form Field Figure/Caption

[
i

Background

Table Editor

[#] Show tables and figures | |

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

Help ] | T |

[3 Page 24 [
[ em—— et o
Tha D

B3 Page25
1 sisnse
B{5 Page 26 and hemcr s anto A I, Alacke Natras, md
35t s Commmminas » Analyze
B3 Page2? 3PS 419712317, Docamuber 213
D Page 28
1 Page29
4| i | »

[

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.

== G |[@@® [ > ] 5 H
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B[ Page16
B3 Page17
B Page1s
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i ERIENCE YOUR VERICE

Tools Comment Share

—{[TouchUp Reading Order &
Draw a rectangle around the content
then click one of the buttons below:
[ Text ] | Figure |
[ FormField | [ Figure/Caption |
| Headingl | | Table |
| Headingz | | Cell |
| Headingz | | Formula |
[ T M
Table Editor
Show page content order | ]
[7] Show table cells ™
[7] Show tables and figures ™
| ClearPage Structure.. | [ Show OrderPanel |
[ Help ] | s |
» Analyze
B

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.

®
(]
I

VA RONONETT RN~ 1]

Order

&

5 Page2
[4 Page3
3 Paged
3 Pages
[2] Pages
3 Page7
3 Pages
[4] Paged
3 Page10
[3 Page11
3 Page12
3 Page13

R ST Y]

T QWO

[
i

Tools Comment Share

" TouchUp Reading Order

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

Fort Colins, CO 80525
e NpE gV

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 Fi gure button.

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




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.
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@ Order [«
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[ Paget ~
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3 Page1s
[} Page19
[3 Page20
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3 Page22
3 Page3
[3 Page 24
[4] Page2s
3 Page2s
3 Page27
[4 Page28
=3 Page s
=
% [2] Image w680 h:88t
%# [3] Natural Resource S
¥4 [4] EXPERIENCE YOUR - |
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[
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National Park Servi

Tools

Comment Share

TouchUp Reading Order

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

Text ] | = |
FormField | [ Figure/Caption |
Headingl | | Table |
Heading2 | | Cell |
Heading | | - |

Background |
Table Editor
[7] Show page content order ™
[¥] Show table cells [ |
[7] Show tables and figures ]
| CleorPage Structure.. | [ Show Order Panel |
[ Help | Close

I

» Analyze

4[]

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

®® f2 | Ik & ‘ (=) () | 472% . | Tools = Comment Share
@ Order o [ TouchUp Reading Order
L_\P =k |E Draw a rectangle around the content
then click one of the buttons below:
=5 SAHI SaltMarsh 2013 Annuz *
Z || 20 pager [ re || Figure |
EHY Page2
Lfﬁ % [1] Path [ Form Field I l Figure/Caption I
% [2] ON THE COVER S¢
D Page3 9
% [1] Path Menitoring S =
& [2] Path [ Heading 2 l I Cell l
9/ (3] December 2013 U. Heading 3 l I Formula l
[3 Page4
B[ Pages J Background I l
[3 Pages
[3 Page7
[} Pages Table Editor
[ Pageo
Page 10 1
% Pa:ell [7] Show page content order [ ]
[3 page1z [¥] Show table cells [ ]
[3 Page13 [#/] Show tables and figures [ ]
[3 Page1s L -
rF
=[5 Page1s [ Clear Page Structure... I l Show Order Panel I
[4 Pagels
®3 Page17 [ Help J | Close |
[%1 Page1s

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 Tag
This is a common Adobe Acrobat tag bug that usually occurs on pages with, or adjacent to pages
generated by MS Word 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.
! !‘ (60 of 96) | Iy & | (=) (& = B Tool Comment | Share
=
|1;| ey K] Touch ing Order =
L
- /]
EP ; D ectangle around the content
5] Pageds m - k one of the buttons below:
f/ [ Pageso

{5 Page 5l Figure
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Lﬂ% 3 Pages3 m Field Figure/Caption
=2
LZ:I D Peact ding 1 Table

[ Page55
[ Page 56
3 Page57
{5 Page 58
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o e o = S o

Formula

D Page 53 \
=l D Page 60 Background
W [1] Table 3-9. Soil cove
W [2] SubstrateAVGSEMI | 5-70. Blological soll Crust cover as mi By point-quadrats, bajads Tonto National
::' . . |.4 ment, 2009 ;h"!{ Table Editor
% [3] Decreasing erosion| - £ ——— -
Growth
¢ [4] Table 3-10. Biclogi 5 AVGY, SE_MDC n-[ VG SE M
Tchen 3% W% 5% 1 | 06% 03 T @ b
% [5] Morphological gro|z pouslichen  02% 0 %1 %5 1 ) (I
B gical grof = e content order
- foze as% 0 5 % 0B% 5 2 7
¢ [6] Bajada stratum = < — = o |oo% sox sk o @
D "Squamulase lichen . % 1 (oa% 0% S 1 7 able cells [}
Page 61 Toral T 3% 0% 35% osk  Sf 3| W -
D Page 62 ujnqumbmuhwl:V 03% 04% 5 e 0E% 5 1 & tables and figures
- [Dark cyancbactesia mER 0I% 5% O\ | is% Ez_w-..g o m
D Page 63 ,u:.,-‘ = i st S4% 17% S 9B% 16% 5 1
7
# 3] Page64 = — —_— e =l [ Clear Page Structure... ] [ Show Order Panel ]
S = T3 IOV,
D Page 65 E\'-n plots cias was detecied fput of 11). : \
* = rmean ftectabie change with the specfied sampling intersity ("n").
B Page 66 " = s i plcts et istical power citeria. A i iteria. [ Help ] [ Close ]
ucitabie atfa enchudes areas covered by duff, rock, beckock, embedded s and getation.
3 Pages? ¥
y
[5) Pagess
B Pages [ _stote of el Veoristion are Soie
[ Page70 -
] + -

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 file from the author.

B) Open the original MS Word, and make sure that the targeted pages were formatted using the
basic guidelines provided in our document templates or the MS Word Procedures for Producing
Section 508 Accessible PDF Documents. Things you should check and/or update as required:

a) All tables need to be formatted using the basic techniques found provided in our document
templates or the MS Word Procedures for Producing Section 508 Accessible PDF
Documents.

b) All tables and figures should remain within the pre-defined page margins. Re-size tables or
outside table margins as needed to make this happen.

c) There should be no graphics or text boxes used to cover page header or footer text, table
cells, etc.

C) Export the newly formatted pages to a stand-alone PDF file.
D) Edit and update the tags in the new PDF file like normal.

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 page lements
located next 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).
(360f96]| x & ‘ f - = Tools Comment = Share ‘

» HTouchUp Reading Order (=
Draw a rectangle around the cantent

then click one of the buttens below:
Text [}J [ Figure

b 2-2. il allocation of permanent terrestrial vegetation and solls menitoring plots by stratz, Tanto

[~ : ment.
[5 Page1s P
[5] Page19
[ Page20

: ]
o
; B Page2l - 02 -
E’Z/gf D p:::12 ‘: 3! -‘-\;‘; [ Form Field ] [ Figure/Caption ]
=] D Page 23 After "
LZ:I D s pL [ Heading 1 ] [ Table ]

B) Left-click the appropriate TouchUp Reading Order button (Text tagis 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.

(ORO) ) | 555% . | Tools | Comment : Share ‘
@ Order + HTouchUp Resding Order &
Table 2-2. initial allocation of permanent terg stion and solls menitoring plots by strata, Tonto
EP E3- Nations| Merument Draw a rectangle around the content
Ber 2
[ Page18 :f: ;EEI;EMW then click one of the buttons below:
5,//' [ Page1o - —
[3 Page20 o o Text Figure
z El
[H Pagen o o -
L{*fa E N Form Field Figure/Caption
Page 22 o
E‘-; D Page 23 E T “£;:h:ni;imm;‘m;;r;.n.vmmAW\kxml\nlﬁull::lbedmopbu.melme mmum.-am-l Heading 1 Table
[ Page 4

If the above did not work, see the section of this document: Multiple Page Elements and/or Pages
Are Placed Inside a Single Table Tag.
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