Texas HHS Guidelines for Creating Accessible PDFs
This document contains best practices for use of the PDF file format on Texas Health and Human Services (HHS) agency websites. The Electronic and Information Resources Accessibility Workgroup compiled these guidelines (July 2010).
Overview
Many web authors and publishers publish PDF files – or portable document format files – on state agency websites. However, PDF may not always be the most appropriate file format to use.
PDF is a computer file format designed for sharing information regardless of computer platform and operating system. With planning, an accessible PDF can be developed. However, content developers need to assess the advantages and disadvantages of choosing PDF for documents.

PDF files are not typically created in Acrobat. They are usually created in another program and converted to PDF. It is important to remember that the accessibility of the PDF depends on the accessibility of the original document.

There are dozens of programs that can create PDF files, but few of them produce accessible "tagged" PDF documents. Currently, Adobe Acrobat Professional software produces the best results. PDF "tags" provide a structured, textual representation of the PDF that is presented to screen readers. They exist for accessibility purposes only and have no visible effect on the PDF file.
Security
Many staff believe that converting a document to PDF somehow makes it more secure. This is not necessarily true as PDFs are no more or less secure than any other publishing format. While it is easy to convert documents to PDF, many software applications exist that will allow people to edit your documents. Please note that HHSC websites are the official source of authentic agency documents. Someone who downloads a document and alters cannot load it back to the website without authorization.
If the security of the information is that important, it is best not to send the document via e-mail or post it to a website.

When authoring a PDF file you can apply security using a variety of methods depending on the version of Acrobat you are using and your computing resources. The simplest security an author can apply to a PDF file is password protection, which attempts to secure the PDF file by limiting certain activities by the end user or the reader. PDF password security can prevent the end user from copying sections of the PDF, printing the contents or even opening the PDF file without supplying the correct password. The problem with this method of security is that there are a number of tools that can be found via a simple internet search that can break password-protected PDF files. Some of the tools are based on guessing the password used to secure the file to remove the restrictions placed upon it. (Law Technology News) 
How to Implement

To make information readily available to as wide an audience as possible, the choice of file formats used should be based on the following: 
· Preferred format: In general, industry standard formats such as HTML provide the greatest flexibility for website users and should be the primary format for agency websites. However, maintaining material in this format often requires specialized software and training. It can also be more time consuming to create and maintain.
· Secondary formats: If you post other document formats to your website, such as MS Word or PowerPoint files, provide a link to download the appropriate viewer or plug-in. In addition, follow the HHS accessibility best practices when working with these formats.
· PDFs: Use PDF only as an alternate format to HTML when there is a clear business need to use this format. If the source document is not created properly PDF files can cause problems for users of assistive technology.
· For example, PDF format is appropriate when it is important to retain the original formatting of a document, such as forms, brochures or a print version of a document. However, it is preferred that you provide both a PDF print version and an HTML version of such documents.
· If design documents that are optimized for printing cannot be made accessible (i.e. brochures and booklets), an alternate accessible HTML version should also be made available.
· Accessible interactive PDF forms may be created for data collection if accessibility guidelines are followed using Adobe Live Cycle Designer (HTML forms are preferred if possible).

· For documents over 25 pages, break the PDF into multiple files by chapters or sections in addition to providing the full document. This makes it easier for people using screen readers to navigate the document. It is also a courtesy to people with older technology.

· Do not use a scanner to create a PDF document. These are inaccessible to screen readers as they show up as images (In some cases OCR - Optical Character Recognition - can be used to convert scanned images to text but this may result in typos and must be proofed). 
When PDF is best
· Documents for printing (brochures, booklets, etc.) However, an accessible text only version in HTML should also be made available if the design document cannot be made accessible.

· Documents that readers may prefer to print out for later reading.
· Fillable forms that need to be printed or e-mailed.

· Interactive government forms (When HTML forms are not practical).

When HTML is best
· HTML is best suited for structured documents (data reports, reference information, etc). HTML uses headings, paragraphs, lists, and links to order pages.

· Documents where the “printed” look is less important. Content can be separated from the design and it does not change the meaning of the content.

Why This Is Important

Making your PDF documents accessible is important so that all users are able to access your agency's information. Not only is making your content accessible a best practice, agencies are also required by state and federal law to make documents accessible.

What makes a PDF accessible
· The PDF is created from a text base (Scanned images are not accessible).

· The document's structural elements are indicated by tags. 

· Reading order logically follows the visual order.
· Descriptive or alt text is provided for all tables, links, graphics, and non-text elements. 

· Decorative images are made as artifacts that can be ignored by a screen reader.

· Complex graphics or flowcharts have text-based descriptions.

· Headings are tagged as valid headings

· The document's language (English, Spanish, etc.) is specified.

· Tables have data cells associated with headers.
· Form fields are labeled and keyboard accessible.
· The document is presented with high contrast.
Preparing the source document 
(Refer to Specific Document Format Accessibility Checklists)
· Use style sheets to identify hierarchy and the reading order of the document.

· Include alt text for images.

· Avoid text boxes (Text boxes are inaccessible to screen readers).

· Use the built-in tools to create a table of contents for long documents.

· Use header and footer tools instead of manually creating them on each page.

· The source document needs to be unprotected (not locked) in order to make an accessible, tagged PDF.

· Create tables using the built-in tools, including row and column headers.

Help for Creating Accessible PDF Files

Making your PDF accessible depends on several factors and the document's origin has a great impact on the amount of work needed to make it accessible, and will determine your next steps. It's important to plan for document accessibility before the document is developed. Consider the following:

· Converting Document to PDF from Microsoft Word 2003, or 2007. Be sure to download Adobe's reference card for creating accessible PDFs, for its helpful and time–saving tips.

· Was the PDF created by scanning a paper document? See Ohio State University's tutorial for scanned PDF accessibility. 

· Creating accessible forms using Adobe Live Cycle Designer.

· Do you need general guidance on creating accessible PDFs? The Department of Health and Human Services (HHS) has a comprehensive guide for making PDFs accessible. 

· The WebAIM accessibility group has instructions for making accessibility tweaks in Adobe Acrobat Professional to PDF documents.

· Be prepared to test your PDF to confirm its accessibility. HHS has a PDF accessibility checklist to help you review your file.

· The Texas HHS EIR Accessibility Policies and Resources Website is a one-stop center for accessibility standards, guidelines, policy, and procedures relating to electronic information resources.

· http://www.hhs.gov/web/policies/pdfaccessibility/step2.html
Checking PDFs for Accessibility

Adobe Acrobat Professional allows users to run accessibility reports that can highlight possible accessibility violations. Running this report on PDF documents will help identify issues needing attention.

1. Open Adobe Acrobat Pro 9. Select [Advanced] ( [Accessibility] ( [Full Check] ( [Checking Option] ( [Section 508] ( {Web Based Intranet and Internet Information and Applications (1194.22)}
Remember that an automated report may not capture all issues and a manual check is needed. However, the report provides a helpful way to quickly identify possible issues. 
 Accessible Word Documents Checklist
Formatting and Layout
· Document uses structure such as Headings, Lists, and Tables to define elements.
· White space is controlled with styles and NOT with the Enter key.
· Word page numbering is used, NOT manually typed page numbers.

· Footnotes are created through Word Footnote linking.

· Track Changes are accepted or rejected and turned off for final document distribution.
· Comments are removed and formatting marks are turned off for final document distribution. (Comments are accessible, however, if needed.)
Text, Headings, and Lists
· Text boxes are NOT used.

· The formatting toolbar buttons have NOT been used to style text in the document.
· Styles are used to control formatting.

· Recommended fonts are used. (i.e. Times New Roman, Verdana, Arial, Tahoma and Helvetica?) A good font and size to choose is Arial 12pt.

· Headings are used to organize and segment sections of content.

· The headings and subheadings are used correctly. (Heading 1 is the top level heading; Heading 2 subheading to Heading 1; Heading 3 subheading to Heading 2, etc.) 
· Headings are shown in the document map. (View > Document Map)

· Bullet styles are used for bulleted lists, NOT manually typed characters (e.g. Hyphens).

· Word numbering is used for numbered lists, NOT manually typed numbers.

· If a Table of Contents is used, it was created using the Word Table of Contents command, NOT by manually typing.

· No flickering/flashing text or animated text is used.

Columns
· Columns are set-up using the Column tool. Spaces and tabs are NOT used to create the look of columns.
Tables
· Complex tables are NOT used.

· The tab key or indent is NOT used to format tabular data.

· Tables used for data are created using the Table tool.

· Data tables use column headings.

· The Heading Row has been set to “Repeat as header row at the top of each page”.
· Tables have a logical reading order from left to right, top to bottom.

· Tables do NOT use merged cells.

· In table properties, “Allow row to break across pages” is NOT checked.

· The Bookmark “Title” is added at the intersection of the row and column titles for each data table. (Works in JAWS)

· The Bookmark “RowTitle” is added on the column containing the titles for a table with row titles only. (Works in JAWS)

· The Bookmark “ColumnTitle” is added on the row containing the titles for a table with column titles only. (Works in JAWS)
Links
· All hyperlinks have titles describing the purpose or target of the link. “Click here” or “more” is NOT used as link titles.
· Links contain the fully qualified URL (i.e., http://www.google.com NOT www.google.com).

Non-Text Elements (Illustrations & Objects) 
· All non-text elements have alternative text descriptions that convey the same information to the user that the image conveys.
· Images which do not convey information have a carriage return as alternative text.
· Complex images are grouped and alt text is added.

· Complex images (e.g., charts and graphs) have descriptive text directly below the image.

· Document does NOT use background images or watermarks.

· Word Art is NOT used.

· Drawings made with Shapes are imbedded as a PDF file with alt text.

· The wrapping style of non-text elements is set as “In line with text”.
· Flashing images are NOT used.

Color
· Color and highlighting is NOT used as the only way to provide information.

· Information conveyed with color is also available without color.
· Colors used in your document provide sufficient contrast.
File Names and Document Properties

· File name does NOT contain spaces and/or special characters.

· File name is concise, generally limited to 20-30 characters, and makes the contents of the file clear.

· Document Properties (i.e. Subject, Author, Title, Keywords, and Language) are filled out. Note: For Author, do not use individuals name or contractor name. Should use government organization name (i.e., HHS)
Accessible Word Forms Checklist
Meets Accessible Word Documents Checklist Requirements
· Document meets all the requirements in the Accessible Word Documents Checklist.

Form Fields
· Help Text is available for all input fields.

· Help Text is placed in the Status Bar area (138 character limit). If additional help text is needed, it’s placed in the Help Key (F1) area (255 character limit).

· Additional “information only” inputs contain help text that does not fit in its related field.

· Document Zoom Level is set to 100%.

· Form is Protected (Locked).

· Form fields are shaded.

· Tab order is correct.

· Table cells are NOT used to simulate input fields.

· Inaccessible explanatory text is NOT placed between form fields.

· Explanatory text is sectioned off with section breaks and that section is left unprotected.

· Helpful Bookmark names are used for form fields.

· Form field options are used to restrict data input if specific types of input are required. 
· Final input field includes and end of form indicator.
Accessible Excel Documents Checklist
Formatting and Layout
· White space is controlled with row and column sizing and NOT with blank rows or columns.
· Each worksheet has a descriptive title in the tab. 

· Each worksheet begins in cell A1.

· The first worksheet in a multi-sheet workbook contains a table of contents with links to all tables, graphs, and charts.
· Each worksheet has the text “End of worksheet.” placed below the last row of data.

· Comments, data validation, dropdown lists, input messages, and error alerts are used to help users enter the correct data if data entry is required.

· Print area is set to reduce paper waste and set forms to print correctly.

· Help Text is placed in the first cell, A1, using an input message.
· Track Changes are accepted or rejected and turned off for final document distribution.
Text, Headings, and Lists
· Text boxes are NOT used.

· Recommended fonts are used. (i.e. Times New Roman, Verdana, Arial, Tahoma and Helvetica?) A good font and size to choose is Arial 12pt.

· All worksheets are absent of flickering/flashing text or animated text.
Tables
· Complex tables are NOT used.

· Data tables use row and column headings.

· Tables have a logical reading order from left to right, top to bottom.

· Merged cells are NOT used within the data section of tables. (Ideally not at all.)
· Table header rows are formatted to repeat on the top of the table if it spans multiple pages.
· All tables in a single worksheet begin in column A.

· Tables do not contain any empty rows or columns.

· One empty row separates each table.

· All column headings are located in the same column as the data corresponding to the column heading.

· All row headings are located in the same row as the data corresponding to the row heading.

· Named regions are used within tables to identify major sections of data.

· Tables are simplified so that there are not more than two rows of column headings and one column or row headings
· The Name “Title” is defined at the intersection of the row and column titles for each data table. (Works in JAWS)

· The Name “RowTitle” is defined on the column containing the titles for a table with row titles only. (Works in JAWS)
· The Name “ColumnTitle” is defined on the row containing the titles for a table with column titles only. (Works in JAWS)

Links
· All hyperlinks have titles describing the purpose or target of the link. “Click here” or “more” is NOT used as link titles.
· Links contain the fully qualified URL (i.e., http://www.google.com NOT www.google.com).

· If data entry is required, links are inserted that point to input fields. Links can be made invisible by setting their color to white.

Non-Text Elements (Illustrations & Objects) 
· Graphs and charts are created as separate worksheets.

· All non-text elements have alternative text descriptions that convey the same information to the user that the image conveys.
· Images which do not convey information have a carriage return as alternative text.
· Complex images are grouped and alt text is added.

· Complex images have (e.g., charts and graphs) have descriptive text directly below the image.

· Document does NOT use background images or watermarks.

· Drawings made with Shapes are imbedded as a PDF file with alt text.

· Objects are grouped and have alt text applied to them

· All charts have a Title, Legend, and Axis labels associated with them.
Color
· Input cells are lightly shaded to help them stand out to users.

· Color and highlighting is NOT used as the only way to provide information.

· Information conveyed with color is also available without color.
· Colors used in your document provide sufficient contrast.
File Names and Document Properties

· File name does NOT contain spaces and/or special characters.

· File name is concise, generally limited to 20-30 characters, and makes the contents of the file clear.

· Document Properties (i.e. Subject, Author, Title, Keywords, and Language) are filled out. Note: For Author, do not use individuals name or contractor name. Should use government organization name (i.e., HHS)
Excel Best Practices
· When practical, formula cells that affect cells in other worksheets should be indicated with a notation in a cell in order to alert users of the functionality.

· Whenever possible, avoid using two or more data tables on the same worksheet.
Accommodations
· Some Excel workbooks cannot be made fully compliant (e.g. VBA applications). In this case, the workbook must be as accessible as possible.
Accessible PowerPoint Documents Checklist
Formatting and Layout
· All slide text can be viewed in the Outline View.
· Slide show was created form an existing slide layout.
· Information in outline view appears in the same order as in slide view.
· Document uses structure such as Titles, Lists, and Tables to define elements. 

· White space is controlled with styles and NOT with the Enter key.
· Slide numbering is used, NOT manually typed page numbers.

Text and Lists
· Text boxes are NOT used. Instead Text Placeholders that appear in the slide layout are used.

· Slide master styles are used to control formatting.

· Recommended fonts are used. (i.e. Times New Roman, Verdana, Arial, Tahoma and Helvetica?) Text to be viewed on a projector should be large.

· Bullet styles are used for bulleted lists, NOT manually typed characters (e.g. Hyphens).

· List numbering is used for numbered lists, NOT manually typed numbers.

Columns
· Columns are set-up using the Column tool. Spaces and tabs are NOT used to create the look of columns.
Tables
· Complex tables are NOT used.

· The tab key or indent is NOT used to format tabular data.

· Tables used for data are created using the Table tool.

· Data tables use column headings.

· Tables have a logical reading order from left to right, top to bottom.

· Tables do NOT use merged cells.

Links
· All hyperlinks have titles describing the purpose or target of the link. “Click here” or “more” is NOT used as link titles.
· Links contain the fully qualified URL (i.e., http://www.google.com NOT www.google.com).

· Link URLs and email URLs are shown on the screen next to the title of the link. 
E.g. Google (http://www.google.com/) & DARS Accessibility (accessibility@dars.state.tx.us)
Non-Text Elements (Illustrations & Objects) 
· Graphics were not copy/pasted into the slides, rather, inserted through the insert icons in the slide’s layout.

· The notes pane is used to describe complex images, flow charts, tables, and audio.

· Tables, charts, and graphs are created within PowerPoint rather than another program.

· All non-text elements have alternative text descriptions that convey the same information to the user that the image conveys.
· Images which do not convey information have a carriage return as alternative text.
· Complex images are grouped and alt text is added.

· Complex images (e.g., charts and graphs) have descriptive text directly below the image.

· Images with similar contents are grouped and one alt text is provided.

· Document does NOT use background images or watermarks.

· Word Art is NOT used.

· Drawings made with Shapes are imbedded as a PDF file with alt text.

· Flashing images are NOT used.

Color
· Color and highlighting is NOT used as the only way to provide information.

· Information conveyed with color is also available without color.
· Colors used in your document provide sufficient contrast.
File Names and Document Properties

· File name does NOT contain spaces and/or special characters.

· File name is concise, generally limited to 20-30 characters, and makes the contents of the file clear.

· Document Properties (i.e. Subject, Author, Title, Keywords, and Language) are filled out. Note: For Author, do not use individuals name or contractor name. Should use government organization name (i.e., HHS)
Multimedia
· Transcripts are included for audio clips.

· Captions and audio descriptions are included for videos.

· Sounds play automatically as the slide appears.

