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PDF Accessibility Process

 

To follow along with this process, you should have: 

● Installed Adobe Acrobat Pro DC. 

● An understanding of key accessibility concepts. 

Source Document to PDF 

This process assumes you are: 

1. using an HHS branded template, and  

2. have made the source document accessible before converting to PDF.  

Follow these steps to confirm you have an accessible PDF: 

1. Run the Accessibility Full Check. 

A. Correct all errors. 

2. Examine each page for the correct reading order in the Order pane. 

A. Move containers to correct any problems found. 

3. All tags have the correct structure and are in the right order. 

4. Check Page Labels. 

A. Add page labels when more than one numbering style is used. 

5. Verify that the Title is meaningful, understandable, and specific. 

Note: The Title should not look like a file name. 

6. Set bookmarks to display and page layout. 

7. Fill out Custom Properties. 

8. Run the Accessibility Full Check to confirm there are no new errors. 
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PDF Only 

This is a last resort option when a source file is not available. Follow these steps to 

confirm you have an accessible PDF: 

Note: It takes an advanced level of accessibility knowledge 

when all you have is the PDF. 

1. Run the Accessibility Full Check. 

A. Correct all errors. 

2. Check and edit text color for sufficient contrast with its background. 

A. For font sizes 14 points and smaller, the minimum contrast ratio is 4.5:1.  

B. For font sizes 14 points bolded or 18 points and larger, the minimum 

contrast ratio is 3:1. 

3. If colors are adjusted in the PDF, check that text from containers did not 

disappear. If so: 

A. Retag content. 

4. Verify that color is not used as the only way to provide information. 

5. Verify that font size is no smaller than: 

A. 11 points for paragraphs. 

B. 10 points for tables. 

6. Confirm that links: 

A. Use meaningful text. 

B. Use underline. 

C. Take you to the correct destination. 

7. Examine each page for correct reading order in the Order pane. 

A. Move containers to correct any problems found. 

8. All tags have the correct structure and are in the right order. 

9. Check Page Labels. 

A. Add page labels when more than one numbering style is used. 

10.Verify that the alternative text is correct for each image.  
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11.Verify that the Title is meaningful, understandable, and specific. 

Note: The Title should not look like a file name.  

12.Set bookmarks to display and page layout. 

13.Fill out Custom Properties. 

14.Run the Accessibility Full Check to confirm there are no new errors. 
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