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Why Create an Accessible PDF?
• Making materials usable by more learners —

across technologies, abilities, and contexts.
• Access — not just compliance

oEqual access
oFlexible use
oReliable reference



Who Benefit from an Accessible 
PDF?
• Screen-reader users
• Low-vision users
• Keyboard users
• All learners



Download Adobe Acrobat
• Go to the Illinois Tech Portal Dashboard
• Search for "Adobe"

https://portal.iit.edu/dashboard


Recommended Steps
Workflow Overview
• Make the source file (Word/PPT) accessible 
• Run OCR (if needed) 
• Auto-tag the document 
• Fix reading order 
• Add alternative text 
• Run Accessibility Checker



Accessible PDF Guidelines
• Start with an accessible source document (Word or 

PPT) 
• Include: 

o Headings and structure 
o Lists and tables 
o Alternative text 
o Document title and language 

• Export to PDF after accessibility is applied 
• If no source file exists, apply tagging directly in the 

PDF



Run OCR (Optical Character 
Recognition)
Why OCR Matters
• Scanned PDFs are images, not readable text 
• Screen readers cannot interpret image-based 

text 
Solution
• Use OCR to convert images into searchable text 





Tagging
What Are Tags?

o Define structure and reading order 
o Identify elements (headings, paragraphs, images, tables) 

Why It Matters
• Enables screen readers to interpret content 

correctly 
Tool
• Use “Automatically Tag PDF” in Adobe Acrobat



Example of Auto-tag 

How to Auto-Tag

• Go to "All Tools" and 

then select "Prepare for 

Accessibility"

• Select "Automatically Tag 

PDF"



Common Tag Types
• <P> — Paragraph
• <H1>, <H2>, <H3> — Headings
• <L> / <LI> — Lists and list items
• <Table> — Tables
• <Figure> — Images (with alt text)



Adding the Accessibility tool in 
Adobe Acrobat

• Go to “All Tools” on top menu
• Select Prepare for Accessibility
• Select Automatically tag PDF



Accessibility Tags Panel
Access Tags Panel

• View → Show/Hide → 
Navigation Panes → Tags

Key Functions

• Navigate tag structure 

• Expand/collapse hierarchy 

• Select tags to highlight 
content



Reading Order
Check Reading Order

• Go to “All Tools” on top menu

• Select Prepare for Accessibility

• Select Fix reading order

Adjust Reading Order

• Click on "Show Order Panel"

• Drag and drop items to correct 
sequence

Best Practice

• Tag decorative elements as artifacts 
(exclude from reading order)



Edit Tags Manually
Manual Tag Editing

• Open Reading Order pane 

• Select item on the pane & Right-click 

• Change tag type if needed



Adding Alternative Text
Add Alt Text

• Select image tag → Properties 

• Enter description in Alternative Text field 

Alternative Method

• Use “Add Alternate Text” tool for guided 
workflow



Document Properties
Set Required Metadata
• File → Properties → Description 

• Add clear title 
• Update author (if needed) 

• Advanced tab 
• Set document language (e.g., English)



Run Accessibility Checker
Steps
• Select “Check for Accessibility” 
• Choose options → Start Checking 
Output
• Issues displayed in right panel 
• Review and fix each item



Accessibility Checker Results
Status Types
• Passed — Meets requirements 
• Skipped — Not evaluated 
• Needs Manual Check — Requires review 
• Failed — Must be fixed 
Tip
• Open full report for detailed diagnostics



Thank you!
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