Creating PDF Files from Office 2003
Programs

Document Structure and Design

You will learn how to use the Microsoft Word, Excel, or PowerPoint 2003 program together with
Acrobat 7 Professional to create documents for the Web that allow those with diminished sight, as
well as with other disabilities, to access your documents. When you set up a document for
publication on the Web, you must design it so it contains not just content but also information about
the structure of the document. Document structure includes titles, chapters, headings, and reading
order on the page. Other desirable features can include links and navigational and organization aids
(such as table of contents and index). Vision and motor-impaired users and users of hand-held
devices can access and reflow the content of your files. You control the accessibility and flexibility
of your Adobe PDF files through the amount of structure you build into the source file and how you
create the Adobe PDF file. Acrobat 7 Professional gives the PDF creator the means by which to
check accessibility and correct accessibility and reading- order problems in PDF files by editing the
PDF file structure.

Structure is built in a source document when the document creator defines headers, columns, adds
navigation aids such as bookmarks, and adds alternative text descriptions for graphics. You will be
guided through making sure your Office file (Word, Excel, or PowerPoint) is created with structure
for later conversion to a PDF document.

Adobe Acrobat 7 Professional

Acrobat 7 Professional provides the following features to improve access for disabled users:

1. Tagged Adobe PDF files (created when converting Microsoft Office 2003 files to Adobe PDF),
make it easier for people who use screen reader software to navigate a document in the proper
reading order.

2. Tools are provided to help troubleshoot and optimize Adobe PDF files for accessibility (includes
the AccessiBiLITY CHecker and the Tacs palette).

3. Enhanced keyboard shortcuts, support for high-contrast viewing, and the ability to zoom in and
reflow text on the screen.

4. Alternate text descriptions for images.

Prepare a Word 2003 document for PDF conversion

Word files should be constructed without any breaks, such as double or multiple carriage returns.
Text must flow without breaks from the beginning to the end of the document, and space before
and/or after headings and paragraphs must be included in styles.

When converting a Word 2003 document to a PDF file, you will specify which heading styles you
want converted to BookmaRrks. If you are not experienced in the use of styles in Worbp, attend a
workshop or request assistance to learn their use. You will also insert graphics and include alternate
text in Word, although you can add alternate text in the PDF document.

1. Open Word 2003 and create your document. If your document was prepared and saved in earlier
versions of Word, open and save it in Word 2003.



Change Conversion Settings

When preparing a Word document, be sure to use styles to format text (titles, headings, and para-
graphs). Do not use the ENTER key for extra space between paragraphs. Instead, include the Spacing
BEFORe or SPACING AFTER paragraph properties in your style sheets. Make a note of the names of the
headings and heading styles you are using in the document. These convert to BOOKMARKs.

If you want to use two columns in your document do this: Use the Formar > CoLumNs command to
create columns. Use two columns with plenty of space between them. You may also wish to use a
separator line.

Use the INserT TABLE command or Draw TABLE tool in Word to create tables. Use simple tables with
headings for columns and labels for rows.

Use the Grour command to group a number of adjacent images into one. This command is on the
Draw toolbar in any Office program.

In Word, add alternate text to all images as follows: first select your clip art or image, then right-click
on the selection to drop down a context menu (pictured below left), and then choose the Formar
PicTURE command.

In the Formar PicTurk dialog, select the WEeB tab (pictured below), and then type in the alternate text.
Save your file when finished. Name the file with a short name with no spaces between words. If you
want to separate the words in the

file name, use an underline, or | Zolors and Lines || Size || Layouk || Pickure | Text Box Wb

run the words together using an
initial capital for each word.
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Edit Picture

Hide Picture Toolbar

Erauping 3 Web browsers display alternative text while pictures are loading or if they
are missing, ‘Web search engines use alkernative text to help find Web
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Set AutoShape Defaulks

|@_.?, Faormat Picture. ..
% Hyperlink. ..
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Conversion settings made in the SETTINGs tab and the Security tab of the Acrosar PDF Maker dialog box
remain in effect until you change them. You should remove the password protection setting in the
Acrosar PDF Maker dialog box for the current document if it is selected. You probably will not want to
use password protection if you are posting a PDF file on the Web for general viewing.
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Drop down the ApoBe PDF menu and choose CHANGE CONVERSION SETTINGS. See a screen picture of

this menu and command at the right. Adobe Por |
Adobe POF | Acrobat Comments

You then see the Apose PDF Maker dialog with several
tabs: SETTINGS, SECURITY, WORD, and BOOKMARKS. B Convert to Adobe POF
Click the SETTINGS tab. Click the arrow at the right of the Convert ko Adobe POF and EMail

CONVERSION SETTINGS box to drop down the menu show- | S|l Canvert to Adobe POF and Send for Review

ing all the choices.

Change Conversion Settings




4. This menu lists

the predefined
conversion
settings used to
create Adobe
PDF files. If you
plan to put your
PDF file on the
Web, choose
SMALLEST FILE S1ZE
setting.

If the following
settings have not
already been
checked, check
them: View
ADpOBE PDF
REesurr; PRoMPT
FOR ADOBE PDF
FiLE NaME;
ConNvEeRT Docu-
MENT INFORMA-
TION.

Note the AppLicA-
TION SETTINGS
section of the
dialog. These
settings have to
do with the
application. In
this case, it is
Word. If not
already selected,
click App BoOK-
MARKS TO ADOBE
PDF (unless your
document is very
short); ADD LINKS
TO ADOBE PDF;
ENABLE ACCESSIBIL-
ITY AND REFLOW
wiTH TAGGED PDFE
Click the SecuriTY
tab of the PDF
Maker dialog.
Make sure no
security is set for
the conversion.

Zettings |Seu:urit';.f [ Word || Bookmarks |

POFMaker Settings
Conversion etkings: ':'-tarn:l.arn:l

@

Wiew Adobe PDF resulk
Prompt For Adobe POF file name
Convert Document Information [

Idse these settings to create Adobe PDF documents suitable For reliable viewing
and printing of business documents, Created PDF documents can be opened

e
w

Advanced Setkings ...

Application Setkings
[ ] attach source file to Adobe POF

Add bookmarks to Adobe PDF
Add links to Adobe PDF
Enable accessibilicy and reflaw with Tagged PODF

Copyright @ 1937-2004 Adobe Swstems Incorporated and its licensors. All rights
reserved, Adobe, the Adobe logo, Acrobat, the Acrobat logo, PostScript, and
the PostScript logo are either reqistered trademarks or trademarks of Adobe
Systems Incorporated in the United States andfor other countries.
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[ Restore Defaults ] L Ok, ][ Cancel Help

Settings | Security |word | Bookmarks |

Encryphion Level :  High (128-bit RC4) - Compatible with Acrobat 5.0 and above

[ ]Require a password ko open the document

Document Open Password: |

@ When set, a document passwiord is required ko open the document

Permissions

[ JUse a passward ko restrict printing and editing of the docurent and its security settings

Permissions Password:

Printing Allowed: | High Resolution

Changes &llowed: | Ay except exkracting of pages
Enable copying of text, images, and other contents

Enable bext access For screen reader devices For the wisually impaired




TheWordTab
The upper portion of
the Worb tab of the
PDF Makkr dialog is
shown at the right.
These settings deal
with Word features
you may or may not
want to select.

| Settings || Security | Word Bu:u:ukmarks|

word Features

Corvett Footnoke and endnate links

[ ] convert displayed comments ko notes in the POF

Caonvert cross-references and table of contents to links

If you have comments in a Word document you want converted, check the item CONVERT DISPLAYED
COMMENTS TO NOTES IN THE PDE.

If you have a long document, and you have created a table of contents you want to link to the related
places in the document, then click to select CONVERT CROSS-REFERENCES AND TABLE OF CONTENTS TO LINKS.
Otherwise, deselect this item.

Click to select CONVERT FOOTNOTE AND ENDNOTE LINKS If your document has footnotes and/or endnotes.

The Bookmarks tab

This tab is where you

determine which | Settings || Security | wiord | Bookmarks
Wordheadings and Bookmark Options

styles you want

converted to book-
marks.

Click to select Con-
VERT WORD HEADINGS
TO BOOKMARKS.

When a checkmark
appears next to this
option, all of that
option’s elements will
convert to book-
marks. Remove any
checks in any Word
headings you have
not used in your file.

Do not check to
convert Word Styles
to bookmarks, unless
you have created a
style for a heading for
a section of your
document.

[®] Convert Word Headings to Bookmarks

] Convert Word Styles bo Bookmarks

Element Type Bookmark | Lewel |
“=Heading 1 Heading B 1 3
“=Heading 2 Heading B 2 B |
“=Heading 3 Heading ] 3
“=Heading 4 Heading ] 4
“=Heading & Heading (] 5
“=Heading & Heading (] 6
=H-=ading 7| Heading [] 7
“=Heading 3 Heading ] g
“=Heading 9 Heading ] Q
1] Balloon Text Skyle ] 1
1] Block Text Skyle ] 1
1] Body Text Skyle [] 1
1] Body Text 2 Skyle [] 1
1] Body Text 3 Skyle [ 1 |

[ Restore Defaults (0] 4 ] [ Cancel ] [ Help




When finished with your settings, click the OK button, and save your Word document before finalizing
the conversion.

Convert your Word document to PDF

1. Click either the Apose PDF menu and then the Convert To ApoBe PDF command (see screen picture
here), or click the Icon depicted below at right. LAdoneroe]

2. You will be asked to name your PDF file. Keep in mind filobe DR, Actobat Comments
when creating PDF files for distribution over a network |@
or via an e-mail system, that many network and e-mail Convert to Adobe PDF and EMail
programs truncate long filenames. Use a short filename. S| Convert ta Adobe POF and Send For Review
The Acrobat program appends the pdf extension auto-
matically. Lowercase characters are preferred. To name
files in accordance with ISO standards, use only letters a through z, digits 0
through 9, and the underscore, and the period character between the name
of the file and the extension. et to fdobe FDE D

3. The conversion process starts.

4. When the conversion process is completed, your document will open in Acrobat 7 Professional.

Convert ko Adobe POF

Change Conversion Settings

Making PDF files flexible and accessible

Your PDF document should contain tags. However, some tagged documents may not contain all the
information necessary to make the document contents fully flexible or accessible. The PDF document
should contain alternate text for figures, language properties for portions of the text that use a different
language than the default language for the document, and expansion text for abbreviations.

Finish your PDF document in Acrobat 7 Professional
1. You may see the Tacs palette in the NaviGatioN pane. If not, Choose ViEw > Navigarion Tass. See the
top part of the ViEw menu with the Navicarion Tass command displayed. Click the Navicarion Tass

command.

2. At the far right you see the RECEI S IR articles
submenu that appears when | Mavigation Tabs Attachments
you select the NAVIGATION TaBS Task Buttons » Bookmarks
command. Click to select the Toolbars . Commants
Tacs command. Men Bar - =

3. You should see the Tacs tab in a - Content
small window. Destinations

4. Drag the Tacs tab to the NAvIGATION PANE. _EITQS\— Fields

5. In the NAVIGATION PANE, click the little plus sign il options ~ Info
at the left of the TaGs tab. The Tags associated Layers
with the current PDF document expand (drop ~
down) Crder

6. At the top, you see a tag that relates to text. It Pages
rnight be labeled Story. Signatures

7. Right-click on the Story tag (or a tag that Taas
indicates text content), and then on the context menu that drops —
down, select PROPERTIES Show Navigation Pane F

8. The Prorertits dialog box displays. You can add alternate text to a Dock All Tabs
tag. Reset Tabs
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If your document has
more than one lan-
guage in it, choose
one language of
multiple languages
here.

Click the down arrow
at the right of the
LaNGuaGE box, and
select the language
you want. Note that
the language selected
in this dialog is En-
glish US. Thisisa
good method to use if
portions of your text
are in one language
and another portion
changes to a different
language.

Content | Tad | Text |

Type: |SHE v

Title: |

Actual Texk: I

Alkernate Text:

Language: |English s M |

| EditTag... | | Edit attribute Objects... | | Edit Attribute Classes... |

Close

If only one language is required, however, it is easier to choose the language in the DocumenT Prop-
ErTIES dialog box. Click the Crost button.

Specify the language for the entire document using Document Properties

To open the DocuMmenT ProperTIES dialog box, drop down the FiLe menu and choose the DocumenT
ProperTIES command. Alternately, you can press the CTRL+D keys.

Then click the AbvaNCED tab, and specify the language for the entire file. You see pictured below, the
top part of this dialog with the Lancuace specified as ENGLisH US.

L.

Click the OK button.

| Description || Security || Faonks || Initial Yigws || Cuskom | Advanced l

PDF Settings

Reading Options

Base JRL:
Search Index:
Trapped:

Prink Scaling:

Binding:

Language:

[ Browse. .. ] [ lear

Unknown W

Default W

Left Edge %

nalish LS hd |




Adding alternate text for pictures and graphics
If you have not already added alternate text when you inserted a
picture or pictures in your Word file, then you should do it in the

PDF document.

1. Inthe Tagcs tab, see the tags
that indicate they are pic-
tures or graphics.

2. See at the right a picture of
tags that represent graphics.

3. Right-click on a SHAPE tag.
You see a context menu
appear like the one shown
here.

4. Click on the HIGHLIGHT
ConTeNT command, and you
are taken to the location of
this image file, which is
selected.

5. Right-click again on
the Shape tab and this
time, on the context
menu, click PROPERTIES.
In the Toucu-Up
ProperTIEs dialog box,
see the alternate text
that has been entered.
You will only have to
do this for the pictures
or graphics that have
not already had
alternate text entered
in Word.

6. Toadd alternate text
for an abbreviated
term, choose an

Mew Tag...

Cut
Delete Tag

Eind. ..

Zopy Conkents to Clipboard

Edit Class Map...
Edit Raole Map...

Tag Annotations

Docurment is Tagged PODF

| Highlight Content

Properties. ..

Contert | Tad | Text |

M Options =

x

I Tags\q Pages\q Bookmarks

=B Tags
@1 <5kary =
@' <Shory =
ey
@' «Shape >
@1 <Shape
@' «Shape >
@1 <Shape
@' «Shape >
@1 <Shape
@' «Shape >
@1 <Shape
@' «Shape >
@1 <Shape
@' «Shape >
@1 <Shape

-~

Tvpe: |Shape b
Title: |
Actual Text: I
& screen picture of the Table menu with the Insert command
highlighted, and the submenu opened containing the Table
Alkernate Text: | ommand.
Language: | ZEIE v
| EditTag.. | [ Edit Attribute Objects... | | Edit Attribute Classes... |

element in the tags tab
that is tagged as
<Span>.You cannot

add expansion text to

any other type of element.

7. Right-click the tag and choose ProperTIES from the context menu.
8. Add the alternate text, and click the Crost button.

Locate aTag

1. Find either the text or the graphic in the document.

2. Select either the ToucuUp TexT tool or the ToucHUp OBJjECT tool

and select the text or object in the document window.

Close

-

x |

Mew Tag...

Zuk
Paste
Paste Child

Delete Tag

| Find Tag from Selection




N O Uk W

The tools depicted here are (left to right): ToucuUp TExT tool, ToucHUP READING ORDER tool, and the
ToucHUp Opject tool. _
Select the TAG tab in the NAVIGATION PANE. ™ | |
Choose OpTION > FIND TAG FROM SELECTION. _—
The correct Tac is highlighted.
Right-click the Tac and click ProperTIES to do the editing.
After completing this process, you will check the document accessibility.

Converting a PowerPoint presentation

You may be interested in converting a PowerPoint presentation to Adobe PDF for these reasons:

You want to share your presentation with a person who does not have the PowerPoint software but
can get the free Adobe Reader software.

You want to include your POWERPOINT presentation in BLackBoarD or otherwise put it on the Web,
and you can compress your presentation efficiently by converting it to Adobe PDF.

Prepare your presentation for conversion:

L.
2

»

7.

Start PowerPoint and create or open a PowerPoint presentation.

First review the PowerPoint file by choosing the SLiDE SHOw view and looking at your slides. Any fly-in
bullets or other fly-in animations may not be preserved, but the information is preserved in the PDF
conversion. If this makes a difference, then adjust your presentation as needed.

Press the ESC key to return to the normal PowerPoint view.

Check any inserted graphics and make sure alternate text was inserted. Right-click the graphic,
choose FormAT PICTURE on the context menu, and choose the WEs tab on the Formar PicTure dialog.
Type the alternate text and click the OK Button.

Avoid the use of text boxes in which to type text but, rather, type the text in the outline and choose
the slide layout for the slide to position the text where you want it to be. If you don’t know how to do
this, ask for instruction.

Save the PowerPoint file if any changes were made.

Check the PowerPoint conversion settings

L.
2.
3.

Click the Apose PDF menu then select CHANGE CONVERSION SETTINGS COMMAND.

The PDF Maker p1ALOG displays.

Earlier in this guide, you saw that when you converted a Word file, the PDF Maker dialog had four
tabs. The PDF Maker for PowerPoint has only two tabs: SETTINGS and SEcuriTY. You do not need to set
any security.

On the SETTINGS tab, click the arrow at the right of the ConversioN SETTINGS box to open the menu
and choose SMALLEST FILE S1ZE.

If not checked, select these two items: ViEw ADoOBE PDF resurr; PROMPT FOR ADOBE PDF FILE NAME.

Do not check ConvERT DOCUMENT INFORMATION. If you do, the document information from the Prop-
rTIES dialog box of the source file is added, including title, subject, author, keywords, manager,
company, category, and comments. This setting overrides the printer preferences and settings in the
Apvancep panel of the Adobe PDF SertinGs dialog box.

In the AppLicATIONS SETTINGS section of the dialog, see the following settings:

a.  ATTACH SOURCE FILE TO ADOBE PDE. Leave this unchecked. This setting, if selected, attaches the
source file to the Adobe PDF file as an attachment.

b. Select this: Abp BookMARKS TO ADOBE PDE. The titles of your slides will become bookmarks.

¢. App LiNks TO ADOBE PDF. Check to select this setting. It preserves any links when the file is con-
verted. The appearance of links is generally unchanged. In PowerPoint, links cannot be created unless
the ENABLE ACCESSIBILITY AND REFLOW options are also enabled.



d. ENABLE
ACCESSIBILITY AND
REFLOW WITH
TacGep PDF. This
should always be
selected.

€. SAVESLIDE
TRANSITIONS IN
ADOBE PDE. Leave
this selected. If a
PowerPoint
transition does
not have an
equivalent
transition in
Acrobat, then a
similar transition
is substituted in
the PDF file. If
there are multiple
animation effects
in the same slide,
asingle effect is

Settinds | Security |

POFMaker Sektings
Conversion Sektings: ':‘-rrmlle::t File Size

@ IJse these settings to create Adobe POF documents best suited For on-screen

[

display, e-mail, and the Internet. Created POF documents can be opened with

‘Wiews Adobe POF resulk
Prompk for Adobe POF file name
Convert Document: Information

Advanced Setkings ...

Application Settings
[ ] Aktach source file to Adobe POF

Add bookmarks to Adobe PDF

Add links ko Adobe POF

Enable accessibility and reflow with Tagged PDF
Save slide transitions in Adobe PDF

Save animations in Adobe PDF

Corvert Multimedia ko PDF Mulkimedia

[ ] convert hidden slides to PDF pages

PDF lavout based on PowerPoint printer settings

AN

Copyright €1 1987-2004 Adaobe Systems Incorporated and its licensors, &l rights
reserved, Adobe, the Adobe logo, Acrobat, the Acrobat logo, PostScript, and
the Postacripk logo are either registered trademarks or trademarks of Adobe

used instead. Adobe

£ Save anima-
tions in Adobe
PDF. Leave this selected.

g.  Convert Multimedia to PDF Multimedia. Select this if you have included any multimedia in your

slides.
8. Select the Save ANMATIONS IN ADOBE PDF option.

Syskems Incorparaked in the Uniked Skates andfor ather countries,

9. On the Apose PDF menu, choose the ConverT TO ADOBE PDF command.

Converting an Excel presentation

Open an Excel workbook. Decide whether you want to
convert the entire workbook, or certain sheets. If you con-
vert an Excel file to Adobe PDF by simply clicking the
Convert 10 ApoBE PDF button on the Excel toolbar, you will
convert only the active worksheet. If you want to convert all
the worksheets in the workbook, you must first select the
CoNVERT ENTIRE WORKBOOK option.

The ConverT ENTIRE WORKBOOK is on when it is checked. It is
not on when it is unchecked.

Note: Password protected Excel workbooks and sheets
cannot be converted to PDF files.
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Adobe FDF

Corvert to dabe POF
Corvert to Adobe POF and EMail
Corvert to dobe POF and Send For Rewiew

Convert Entire \Wiorkbook,

Change Conversion Settings

adobe FDF
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e
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Convert ko Adobe POF
Convert ko Adobe POF and EMail
Convert ko Adobe POF and Send For Rewview

Convert Entire Workbook,

Change Conversion Setkings




Be sure you have
named your sheet
tags to identify the
sheet content. The
names of your sheet

tags will convert to
bookmarks.

Note: Your Excel
worksheet will be
automatically sized
for your printer page
size. You may want to
check to see where

Settings | Security |

PDFMaker Setkings
Conversion Setkings: ':'-taru:lar'l:l

@

Wiews ddobe POF result
Prompk for Adobe POF file name
Convert Document Information [

IJse these settings ko create Adobe POF docurments suitable For reliable viewing
and printing of business documents, Created POF documents can be opened

.
v

Advanced Setkings ...

Application Settings
[ ] akktach source file to Adobe POF

add bookmarks to Adobe POF
Add links to Adobe POF

your page breaks fall Enable accessibility and reflow with Tagged PDF
and do any adjusting |:| Converk caomments ko nokes
that you need. You Fit Warksheet ko a single page
don’t need to worry
about defining a
custom page size.
Conversion & Copyright © 1957-2004 Adobe Systems Incorporated and iks licensars, all rights
Settings r&‘ Eﬁserved. P:u:h:ul:ue, the .ﬂ.u:!u:ul:ue Ingq, Acrobat, the Acrobat logo, PostScript, and
e PostScript logo are either registered trademarks or trademarks of Adobe
1. Youwill use Adobe Systems Incorporaked in the Uniked States andjfor other countries,
essentially the
same settings to
convert Excel files [ Restare Defaults ] [ Ok ] [ Cancel ] [ Help
to ApoBe PDF as

you used to convert PowerPoint files. As in the PowerPoint conversion settings, the PDF Maxer dialog
has two tabs: SETTINGs and SEcURITY. Do not set any security.

On the SETTINGS tab, in the PDF MAKER SETTINGS section, select the following:

For the ConvErsiON SETTINGS, click the down arrow at the right of the Settings box, and from the
drop-down menu, select SMALLEST FILE SIZE.

Check to select View ApOBE PDF REsULT.

Select PrompT FOR ADOBE PDF FiLE NAME. When you are prompted for the Adobe PDF file name, type a
short name as previously instructed.

Deselect ConveErT DOCUMENT INFORMATION if it is selected.

In the AppLICATION SETTINGS section, check to select: AbD BOOKMARKS TO ADOBE PDF. The names of the
Excel tabs will become the bookmarks, so be sure you named your tabs with that in mind.

Also check App LiNks TO ADOBE PDE.

When you select ENABLE ACCESSIBILITY AND REFLOW WITH TAGGED PDF, tags are embedded in the ApoBE
PDFfile.

10. On the Apose PDF menu, choose the ConverT TO ADOBE PDF command.



Check the Accessibility of the Adobe PDF document

Your PDF files, if you put

Advanced R e o=

them on the Chabot |

Accessibility

College web site, must be
accessible to persons with
disabilities in accordance
with Section 504 and
Section 508 of the Reha-
bilitation Actand the
Americans with Disabili-
ties Act. Adobe Acrobat
provides a way for you to

Acrobat Distiller |

Batch Processing...

Catalog...

Zhange Reading Options. .. Shift+CkrH+-5
Qick Check, Shifk+Ckrl4+-6
Eull Check. ..

Open Accessibility Report..,

Digital Editions k
Expart &l Images. ..

Forms r

add Tags ko Document
Touchldp Reading Crder. .,

Javascripk r

Setup Assistant. ..

check the accessibility of a tagged PDF file. Check your converted Word file.

Do the Quick Check

1. Choose ADVANCED >
ACCESSIBILITY > QUICK
CHECK.

2. The results are displayed.
3. Click OK button.

Do the Full Check

1. Choose ADVANCED, then
ACCESSIBILITY, then FuLL
CHECK command.

2. Click the Browst button
under CREATE ACCESSIBILITY

— Resulks

Accessibility Quick Check is complete:

Mo accessibility problems were detected in this quick check, Choose the Full
Check cammand ta check mare Eharaughly,

Report and select the Desktop as the location to which you want the report saved. You will put this
report in the REcycLe Bin when finished.

N oUW

Checking Options

Alkernative descriptions are provided
Texk language is specified
Reliable character encoding is provided

&l content is conkained in the document struckure
all Farm fields have descriptions
List and table structure is correct

Tab order is consistent with the struckure order

Select CREATE ACCESSIBILITY REPORT and INCLUDE REPAIR HINTS IN ACCESSIBILITY REPORT.

Under CHECKING OPTIONS, leave all of them checked, or check all of them if they are not checked.
Click the StarT CHECKING button.

Please be patient while the program does the checking.
The report is displayed, along with any suggestions for fixing any problems found.

[Start Checking ] [ Cancel




Look at the Report y

1. This report indicates that in this \‘lr) accessible.

document, there is a problem
with reading order.

2. At theright side of the screen,
you see a detailed report for each
page. In this document, each
page, starting with page 2 has

The checker Found problems which may presvent the docurment From being Fully

+ 25 pagels) with tab order thak may be inconsistent with the structure
arder,

the same problem, and the HiNTs FOR RepAIR tell the user how to fix the problem.
3. Look at the Page Tas in the Navigation pane. Click to select the page to be fixed, and then click to
open the OpTioNs menu. See the picture at the right bottom of the page with a page selected and the

OpTiONS menu opened.
4. Click to select PAGE PROPERTIES.

I‘@ 2 [ Accessibility Report [ Hide ]

Accessibility Report for
Word2003 Pt2.pdf

Tze this repott to identify accessibality
errors. Clclke on the hinl: for each error to

highlight the location of the error in the
PDF file.

Report Contents
o Detaled Beport

» Sumtaty
o Hints for Bepar

Detailed Report

Page Content Errors

Page 2: Mext Page

o Tab order may be mconsistent with

the strucutre order. (How to Define
Tab Order)

Page 3: Mext Page | Prev Page

» Tab order may be mconsistent with

the strucutre order. (How to Define
Tab Order) 3

F

Hints for Repair
Definmg Tabh Order

To set the tab order for linles, form fields,
cotunents, and other annotations, clhcle the
Pages tab m the navigation pane. Select a
page thumbnatl and choose Page
Properties from the Options meny. In the
Page Properties dialog, chick Tab Order
and select Use Document Structure.
Eepeat the steps for all pages n the
document.

I Tags\|§ Pages\l{ Bookmarks

a1 ]

Insert Pages...

Replace Pages. ..

Delete Pages. ..

Crop Pages. ..
Raotate Pages. ..

Set Page Transitions. ..

Mumber Pages. ..
Prinkt Pages...

Embed All Page Thumbnails

Remove Ermbedded Page Thumbnails

Reduce Page Thumbnails

Enlarge Page Thumbnails

Page Properties. ..
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Do another Accessibility Full Check
L.

See the PaGe ProperTIES dialog. ﬁ—
Tab Order | ctions |

Click the TaB ORDER tab if it is not already selected.
Click to select UsE DOCUMENT STRUCTURE.

Click the Crost button.

All pages in the document except page 1 should be
fixed as instructed in steps 3 through 8.

Choose ADVANCED, then AccessiBiLTy, then FurL CHECK

() Use Row Order
{3 Use Colurmn Order

@‘I Use Document Structure
() Unspecified

command. page.

The final report which shows that all the problems

Choose one of the above options ko sek
the order For tabbing through items on a

reported in the first full check have been fixed. Your
file can be put on the Web site as a fully accessible
PDF document.

Define OpeningView for a Document
You should always set the opening view of a PDF document for your users, including the opening page
number and magnification level, and whether bookmarks, page thumbnails, the toolbar, and the menu
bar are displayed. You can change any of these settings to control how the document displays when it is
opened.

Choose FiLe > DocuMenT Proprerties and then click InrTiaL View tab.

Under Document Options:

. . Document Cpkions
SHow determines which panes and tabs are

displayed in the application window by de- Shaw:
fault: BookmaRrks PANEL AND PAGE opens the
DOCUMENT PANE AND THE BOOKMARKS TAB.

PaGe LavouT determines whether the document
is viewed in single-page, facing page, continu-
ous page, or continuous facing page layout. If Open to:
you choose DErauLt, Acrobat uses the default

layout set in the user’s GENERAL PREFERENCES.

MAGNIFICATION sets the zoom level the document will appear at
when opened.

The numbers in the pop-up menu represent a percentage of the
actual page size.

Fit INn WINDOW sizes the page to fit entirely in the window.

Fit WiDTH sizes the page to fit the width of the window.

Page layout;

Magnification:

Close

| Page Cnly

v

| Single Page b |

Fit Page b

{%) Page number: Il of 5

Last-viewed page

Magnification:

FiT VIsIBLE sizes the page so that its text and graphics fit the width

of the window.

Deraurr uses the default magnification set in the user’s GENERAL
PREFERENCES.

Oren To: Enter an opening page number (usually page 1).

Under Window Options:
These options determine how the window adjusts in the screen area when a user opens the document.
They apply to the document window itself in relationship to the screen area of the user’s monitor.
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+  Resize winpow TO INITIAL PAGE adjusts the document window to fit Window Cptions
snugly around the opening page, according to the options that you Resize window to initial page
selected under DOCUMENT OPTIONS.

+  CENTER WINDOW ON SCREEN positions the window in the center of the
screen area.

+  OpeN IN FuLL ScREEN MODE maximizes the document window and Show: | File: Mame v |
displays the document without the menu bar, toolbar, or window
controls. Note: Users can exit Full Screen mode by pressing Esc if their preferences are set this way.
However, in Full Screen mode, users cannot apply commands and select tools unless they know the
keyboard shortcuts.

+  SHow FiLe NaME shows the file name in the title bar of the window.

+  SHow DocuMmenT TiTLE shows the document title in the title bar of the window. The document title is
obtained from the Description panel of the Document Properties dialog box.

|:| Center window on screen

[ ]open in Full Screen mode

User Interface Options

Determine which parts of the interface—the menu bar, the toolbar, and the User Inkerface COptions
window controls—are hidden. Users can press the Esc key to escape FuLL [JHide menu bar
SCREEN MODE.

[ THide tool bars

When satisfied with your choices, click the OK button. [ Hide window controls

Saving the File

1. When you are satisfied with your document, choose FiLe > Save As. Using the Save As command
(rather than Save) is highly recommended because the Make AccessiBLE plug-in makes changes to the
internal structure of the document which cannot be reversed.

2. Enter a final name for the final document and save it.

CommonAcrobatTools

The Basic Toolbar wf':' |I" Select E:!:i
The Basic toolbar contains the HanD, SELECT, and SNaPSHOT tools. J:I
Basic

The Hand tool. The default tool in Acrobat is the HAND tool. Use the HAND tool to
move around the page in order to see all areas of the page. Moving the page is like moving a piece of
paper around a desk.

The Select tool. Use the SELECT tool to select characters, spaces, words, or lines of text. You drag across the
text to be selected. (You can also click to create an insertion point, and Shift-click to create a second
insertion point. The text between the two insertion points is selected.) You double-click to select a word.
You triple-click to select a line of text, and click four times to select all the text in a page.

The Snapshot tool. You can use the SNaAPSHOT tool to copy the contents of the selection marquee (either
text, an image, or both) to the CLiPBOARD or to another application. Both text and images are copied as an

image. Select the Snapshot tool and do one of the following:

+  Click anywhere in the page to capture the entire content displayed on the screen.



Drag a marquee around the text or images, or a combination of both.

Drag a marquee within an image to copy just a portion of the image.
Colors in the selected area are inverted momentarily to highlight the selection. The selection is copied
automatically to the CLipBoARD when you release the mouse button. If a document is open in another
application, you can choose EpIT > PAsTE to paste the copied selection directly into the target document.
You can save all the images from a PDF document.

The ZoomToolbar
The Zoom toolbar is pictured here. It contains from left to right: The @%: ] |E| NC) @
ZooM IN and hidden zoom tools, ActuaL Size, Fit PaGe, and Fit WipTH - -
buttons, the Zoom Out button, the magnification menu, and the Zoom |@§, Zoom In |
IN button. Gl% Zoom Suk

@k Dwvnamic £oomm
To select the Zoom IN tool temporarily, press CTrL and hold down the B Loupe

SPACEBAR. To select a hidden tool, hold down the mouse button on either
the related tool or the triangle next to the related tool until the addi- Ran & Zoom Window
tional tools appear, and then drag to the tool you want.

Shoys Zoom Toolbar

To replace a visible tool with a hidden tool, click the related tool or the triangle

Zoom Tools 3]
next to it until the additional tools appear, and click the name of the hidden tool. |z

e Q8

To display hidden tools alongside the other tools, click the related tool or the
triangle next to it, and then choose Expanp THis BurtoNn. To collapse the hidden tools, click the left-
pointing arrow to the right of the expanded button.

Changing the page view magnification

You can change the magnification of the page view using controls in the toolbar or by clicking or drag-
ging in the page with the Zoom In tool or Zoom Out tool. Click the arrow to the right of the magnifica-
tion pop-up menu in the Zoom toolbar to display the preset magnification options. Drag to choose
200% for the magnification. You can also enter a specific value for the magnification. The Loupe tool lets
you view a magnified portion of a PDF document in a small window. This tool is especially useful for
zooming in to see fine details in PDF documents.

Advanced EditingToolbar .
From left to right, the tools are as follows: Select Object, VIR, - f % P -HJ- i
Article, Crop, Link, 3D, Button, Movie, and Touch Up Text

Tool. If you want to edit text in a PDF document you have created, you would use the Touch Up Text
Tool.

Font Embedding and substitution

When a font is embedded in a PDF document, the reader will see the text in its original font. A font can
be embedded only if it contains a setting by the font vendor that permits it to be embedded. Embedding
prevents font substitution when readers view or print the file.



When Acrobat cannot embed a font and someone who opens or prints an Adobe PDF file does not have
access to the original font, a Multiple Master typeface is temporarily substituted: Adobe SeriMM for a
missing serif font, and Adobe SansMM for a missing sans serif font. Sometimes a subsisted font does not
always match the shape of the original characters. When a font cannot be substituted, the text appears as
bullets.

Following are lists of fonts that are usually safe to use:

Agency FB, Arial (black, bold, italic, narrow, etc)

Baskerville Old, Bauhaus, Berlin Sans FB, Bernard MT, BiffoMT, Bodoni MT (black, black italic, bold,
bold italic, condensed, italic, etc.), Book Antiqua, Bookman Old Style (bold, bold italic, italic)

California FB, Calisto MT, Carta, Century, Century Schoolbook, Comic Sans MS, Cooper Black, Copper-
plate, Courier New

Franklin Gothic Book (italic, demi, condensed, demi condensed, demi italic, etc.)

Garamond (bold, italic), Georgia (bold, bold italic, italic), Gigi, Gill Sans MT (bold italic, condensed, ext
condensed, italic, bold, bold condensed, GillSans (bold, bold italic, condensed, italic, ultra bold), Goudy
Old Style (bold, italic)

Lucida Bright (demibold, demibold italic, italic)

Minion, Myriad

NuptialScript, Palatino, Papyrus, Perpetua, Rockwell

Tahoma, TektonMM, Tempus Sans, Times New Roman, Trebuchet MS, Tw Cen MT

Verdana, Vivaldi Italic, Vladmir Script

Webdings, Wide Latin, Wingdings, Wingdings 2, Wingdings 3
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