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Set up Adobe Acrobat Pro Accessibility Tool 

1. Open the document if it doesn’t open automatically. 
2. Click the Tools tab. 
3. Find the Accessibility tool under the Protect & Standardize section. 
4. Click Add. 
5. Find Action Wizard under the Customize section. 
6. Click Add. 

Learn to Run Accessibility Checker 

1. Open Accessibility Tool in Tools pane on right-hand side of screen. 
2. Select Accessibility Check. 
3. Leave Checking Options as they are. 

a. Optional: Uncheck the Create Accessibility Report checkbox if you don’t want a report 
saved to your computer each time you run the checker. 

4. Click Start Checking. 
5. The Accessibility Checker opens in the left-hand navigation pane. 

NOTE: We suggest running the accessibility checker first, but don’t worry about anything in here just yet. 

Open Tags Tree 

1. Right-click the Navigation Pane. 
2. Select the Tags button. 
3. The Tags Tree should now be open. 
4. To keep the Tags button on your navigation pane, right-click on the Tags icon in the Navigation Pane 

and click Pin Tags. 

Open Reading Order Tool 

1. In the tools pane on the right-hand side, open the Accessibility tool. 
2. Select Reading Order. 
3. The bottom half of the Reading Order tool contains some options. We generally recommend these 

settings: 
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a. Turning Show page content groups off can be helpful if the boxes are blocking your view of 
things. 

b. Switching to Page content order can be helpful to see the reading order of items on the 
page. 

4. Begin tagging your document with the Reading Order tool, using the tags we assigned at the 
beginning of class. 

NOTE: Once you have tags in your document, you can also open the Reading Order tool by right-clicking any 
tag, then selecting Reading Order. 

Tag the Document 

To add a Tag using the Reading Order tool, select the content by clicking to the upper left of the content, 
holding the mouse down, then dragging to select all of the content you’re aiming to tag. A content highlight 
box will show you what content you have selected. 

NOTE: This method of tagging is not accessible and requires sight and mouse-dexterity. 

Listed below are the tags that should be on each page. 

Page 1 

1. Coffee mug image – Figure 
2. “But First: A Fake Report on Coffee” text – Heading 1. 
3.  “Oklahoma ABLE Tech” text – Paragraph. 
4. Coffee ring and number – Background/Artifact. It’s okay to tag multiple artifacts in one selection, but 

it’s not okay to do this for content that has a non-artifact tag type. 

Page 2 

1.  “What is Coffee Anyway” text – Heading 2. 
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2. Tag the three paragraphs under this heading with three separate Text/Paragraph. 
a. NOTE: Each paragraph should be tagged individually. Do not tag multiple paragraphs in a row 

as a single paragraph. 
3. “Coffee’s Superhero Origin Story” – Heading 2. 
4. “According to the National Coffee Association…” text – Text/Paragraph. 
5. The next piece contains a link. You need to handle paragraphs with links differently: 

a. Tag “See this article at: https://www.ncausa.org/About-Coffee/History-of-Coffee” text as 
Text/Paragraph. 

b. Add the hyperlink: 
i. Select the URL text using the Select Tool in the top toolbar (looks like a mouse 

pointer). 
ii. Right-click and copy the text to use later. 

iii. Right-click and choose Create Link. 
iv. Leave the default option of Open a web page selected and click Next. 
v. Paste the URL and click OK. 

c. Edit the hyperlink’s tags (NOTE: The program may automatically do this for you. If it does, 
you only need to make sure the nesting is correct): 

i. Go to the Tags tree and find the <P> tag containing the URL. 
ii. Change the tag type from Paragraph <P> to Link <Link>. 

iii. Add the Link OBJR tag: 
1. Select the content tag for the hyperlink, right-click, and select Find. 
2. Change the Find dropdown menu to Unmarked Annotations and click Find. 
3. It will find and select the hyperlink’s content tag for you. Click Tag. 

6. Open the Reading Order tool again, if needed, and continue tagging: 
7. “These Goats Aren’t Fainting Anymore” text  – Heading 3. 
8.  “Legend has that…”  – Text/Paragraph. 
9. Screaming goat picture – Figure. 
10. Tag the remaining two paragraphs. 
11. Artifact the page number and coffee stain:  

a. You will find it impossible to only select those two items alone since they are overlapped by 
some of the other text on the page. Draw your selection box fully around the coffee stain 
image and release the mouse button, then hold down CTRL (you’ll notice the cursor now has 
a small minus sign (-) in addition to the crosshair) and draw a new box around the items you 
want to remove from the selection. If done correctly, the only two items left selected will be 
the coffee stain and the page number. 

b. Click Background/Artifact. 
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Page 3 

1.  “Schools of the Wise Guys” text – Heading 3. 
2. Tag the three plain paragraphs as Text/Paragraph. Skip the bulleted list for now. 
3.  “Europe Catches Coffee Fever Thanks to the Pope” text – Heading 3. 
4. Tag remaining two paragraphs as Text/Paragraph. 
5. Tag the coffee mug with the cross as a Figure. 
6. Tag the coffee stain and page number as Background/Artifact. 

Page 4 

1. Tag the first two paragraphs as Text/Paragraph. 
2. “The Boston… Coffee Party?” text – Heading 3. 
3. Tag the two paragraphs after this heading. 
4.  “The Other Black Gold” text – Heading 3. 
5. Tag the paragraph under this heading as Text/Paragraph. 
6. Skip the table for now. 
7. “Conclusion” text – Heading 2. 
8. Last paragraph – Text/Paragraph 
9. Tag the coffee stain and page number as Background/Artifact. Make sure to unselect the paragraph 

text first just like you did on page 2. 

Tag the List 

Go to page three and tag the list using these steps: 

Tag the List Content 

1. Open the Reading Order tool. 
2. Select the first item’s bullet and tag it as Text/Paragraph. 
3. Select the first list item’s text and tag it as Text/Paragraph. 
4. Repeat for the next four list items. 
5. Now, you’re ready to create the list’s parent tags! 

Add List’s Parent Tags 

1. Find the tag containing the first bullet’s content tag. 
2. Move your selection up one tag. 
3. Right-click on this tag and select New Tag. 
4. Select List for the Tag Type and hit OK. 
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a. NOTE: This is your entire list’s parent tag. All other tags will nest under this tag. 
5. Select the new List <L> tag you just created. 
6. Right-click on this <L> tag and select New Tag. 
7. Select List Item for the Tag Type and hit OK. 

a. NOTE: This is your list item parent tag that will contain the bullet and list item body parent 
tags. 

8. Right-click on this <LI> tag and select New Tag. 
9. Select Label for the Tag Type and hit OK. 

a. NOTE: This is the parent tag for your bullet’s content tag. 
10. Right-click on this <Lbl> tag and select New Tag. 
11. Select List Item Body for the Tag Type and hit OK. 

a. NOTE: This is the parent tag for your list item’s content tag. 

Move Content Tags into Parent Tags 

1. Find the bullet’s <P> parent tag, then drag it into the <Lbl> tag. 
2. Find the list item’s <P> parent tag, then drag it into the <LBody> tag. 
3. Next, drag the <Lbl> tag into the <LI> tag. 
4. Then, drag the <LBody> tag into the <LI> tag. 
5. Lastly, drag the <LI> tag into the <L> tag. 

Congratulations! You’ve completed tagging one List Item in this list. To finish tagging the list, repeat these 
steps for each bullet and list item in the list. Once you’re done, the only thing visible at the top level of the 
Tags Tree should be the <L> tag. 

NOTE: You may find it easier to add all of the same list structure tags at the same time. For example, add 5 
<LI> tags, then the 5 <Lbl> tags, then finally the 5 <LBody> tags. This saves you some time switching back 
and forth between tag types when creating new tags. 

Tag the Table 

Tag the Table Content 

1. Open the Reading Order tool. 
2. Tag each data cell’s contents as separate <P> tags (Text/Paragraph in the Reading Order tool). 

a. Time Period 
b. Crude Oil 
c. Coffee 
d. 1600’s 
e. 10 
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f. 1700’s 
g. 10 
h. 100 
i. 1800’s 
j. 1000 
k. 999 

3. Now, you’re ready to create the table’s parent tags! 

Add the Table’s Parent Tags for the Header Row 

1. Find the tag containing the Time Period content. 
2. Move your selection up one tag. 
3. Right-click on this tag and select New Tag. 
4. Select Table for the Tag Type and hit OK. 

a. NOTE: This is your entire table’s parent tag. All other tags will nest under this tag. 
5. Right-click on this <Table> tag and select New Tag. 
6. Select Table Row for the Tag Type and hit OK. 
7. Right-click on this <TR> tag and select New Tag. 
8. Select Table Header Cell for the Tag Type and hit OK. 
9. Right-click on this <TH> tag and select New Tag then hit OK. (Don’t change the Type this time.) 

a. Repeat this process 1 more time.  
10. You should now have these tags in this order: 

a. <Table> 
b. <TR> 
c. <TH> 
d. <TH> 
e. <TH> 

Move Content Tags into Parent Tags 

1. Drag the <P> tag containing Time Period into the first <TH> tag. 
2. Drag the <P> tag containing Crude Oil into the second <TH> tag. 
3. Drag the <P> tag containing Coffee into the third <TH> tag. 
4. Drag the three <TH> tags into the <TR> tag. 
5. Lastly, drag the <TR> tag into the <Table> tag. 
6. Your tags should now look like this:  
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Add the Table’s Parent Tags for the Remaining Rows 

1. Collapse the <TR> tag. 
2. Right-click on the <TR> tag and select New Tag. 
3. Select Table Row for the Tag Type then hit OK. 
4. Right-click on this new <TR> tag and select New Tag. 
5. Select Table Header Cell for the Tag Type then hit OK. 
6. Right-click on this <TH> tag and select New Tag. 
7. Select Table Data Cell for the Tag Type then hit OK. 

a. Repeat this process 1 more time to create one more Table Data Cell. 
8. You should now have these tags: 

a. <Table> 
b. <TR> 
c. <TR> 
d. <TH> 
e. <TD> 
f. <TD> 

9. Follow the process above to move the content tags under their parent tags once again for this row. 
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Repeat this whole process two more times for the remaining 2 table rows. Once you’re done, the only thing 
visible at the top level of the Tags Tree should be the <Table> tag. 

NOTE: You may want to create all the parent tags at the same time once you’ve got a little more practice 
under your belt. For example, add 1<Table> tag, 4 <TR> tags, 6 <TH> tags, and 6 <TD> tags. This helps you 
avoid having to change the tag type as often. 

Set Table Header Scope 

1. Find the <Table> in the Tags tree. 
2. Right click on the <Table> tag. 
3. Select Table Editor. 

a. Note: The table should now have red boxes over it. The red Table Editor cells often do not line 
up exactly the same as the actual data table. This is fine. The number of cells and their 
relative positions will be correct. 

4. Click, hold, and drag to select the three cells of the Header Row (Time Period, Crude Oil, Coffee). 
5. Right-click one of the selected cells. 
6. Select Table Cell Properties. 
7. Make sure the Type is set to Header Cell and the Scope is set to Column. 
8. Hit OK. 
9. Click, hold, and drag to select the three cells under Time Period (1600’s, 1700’s, 1800’s). 
10. Right-click one of the selected cells. 
11. Select Table Cell Properties. 
12. Make sure the Type is set to Header Cell and the Scope is set to Row. 
13. Hit OK. 
14. Click, hold, and drag to select the remaining cells under Crude Oil (5, 10, 1000) and under Coffee (10, 

100, 999). 
15. Right-click one of the selected cells. 
16. Select Table Cell Properties. 
17. Make sure the Type is set to Data Cell. 
18. Hit OK. 

Add <Document> Tag 

1. Right-click on the Tags root and select New Tag. 
2. Select Document for the Tag Type. 
3. Select all tags in the document and move them into the <Document> tag. 
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Check Reading Order 

1. In the Tags Tree, put your focus on the first tag under the main Tags tag. 
2. Use your arrow keys on your keyboard to “walk” through the Tags tree, checking to see if the visual 

order matches the order of the tags. 
a. Note: If your content isn’t highlighting when you have focus on a tag, open the Option menu 

or right-click on any tag in the Tags tree and click Highlight Content. 

Run Accessibility Checker Again 

1. Open Accessibility Tool in Tools pane on right-hand side of screen. 
2. Select Accessibility Check, then Start Checking. 
3. The Accessibility Checker opens in the left-hand navigation pane and lists different types of issues 

that still need to be fixed in your document. Let’s look at each error in our document in order: 

Document 

1. Tagged PDF – Failed. This error exists because our document originally did not have any tags. 
a. Right-click the error and select Fix. 

2. Logical Reading Order – Needs manual check. We already manually checked this when we walked 
the tags tree. 

a. Right-click the error and select Pass. 
3. Primary Language – Failed 

a. Right-click the error and select Fix. 
b. Select the primary language of the document (English, in this case) from the list and select 

OK.  
4. Title – Failed 

a. Right-click the error and select Fix. 
b. Uncheck the Leave As Is checkbox under the Title field, then enter the name of the document 

into the Title field. 
i. Optional: You can also enter the Author while you are in this window. We recommend 

using your company name for the Author, not the name of the individual that created 
the document. 

c. Click OK. 
i. You can also set this under File > Properties. 

5. Color contrast – Needs manual check 
a. Checking the color contrast of a document requires a third-party tool like the Color Contrast 

Analyser. For now, right-click the error and select Pass. 
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Page Content 

1. Tagged content – Failed. This error occurs when the Checker detects elements that have not been 
tagged or artifacted correctly. Most of the time it is empty spaces or other things that should be 
artifacted, but not always. 

a. Expand the error to see the list of elements. 
b. Click on Element 1. The document will jump to and highlight that element. 
c. Determine if the element needs to be tagged or artifacted. 
d. Use the Reading Order Tool to tag or artifact the element. 
e. Repeat for all elements listed. 
f. Right-click Tagged content – Failed and select Check Again to clear the errors you have 

fixed. 
2. Tab Order – Failed 

a. Right-click the error and click Fix. 

Alternate Text 

1. Figures alternate text – Failed. Every meaningful image in your document needs to have alt text. 
a. Expand the error to see a list of figures that do not have alt text. 
b. Click on Figure 1. The document will jump to and highlight that figure. 
c. Determine if the image truly needs alt text or if it is purely decorative. 

i. If it is meaningful and needs alt text, add the alt text to the text box. 
ii. If it is decorative, skip the image for now and artifact it when you are done. 

Unfortunately, the Decorative figure checkbox is currently bugged and does not work 
properly. 

d. Click the arrow button to move to the next figure in sequence. 
e. Repeat for each figure. 
f. Click Save & Close when done. 
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