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2. ACCESSIBILITY CHECKER OPTIONS

The Accessibility Checker Options gives you the opportunity to check for specific or all issues. To ensure your
document meets FEMA 508 compliance, all items listed on the checker should be checked.

When testing all PDFs, use the following steps first;

Open your document in Acrobat 11
Click on Tools

Click on Accessibility

Click on Full Check

Click Start Checking

o krwndE

The Accessibility Checker Options box will open. Compare your box to this and check all of the same boxes.

Once your Accessibility Checker Options’ box has the same item checked off, click on “Start Checking.”

Biccessibility Checker Cptions Essssssssss = S
Report Options
reate accessibility report Feolder: C\Users\lyorkl\Documents Choose...

__| Attach report to document

Page Range
Ilpages in document () Pages from |Z to |Z

Checking Options (32 of 32 in all categories)

Category: | Document -

ccessibility permission flag is set

ocument is not image-only PDF

ocument is tagged PDF

ocument structure provides a logical reading order
ext language is specified

ocument title is showing in title bar

ookmarks are present in large documents

 EIEEEEEEEEREE

ecument has appropriate color contrast

SelectAll | | ClearAl

[/] Show this dialog when the Checker starts

Help l I Start Checking I[ Cancel
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If you don’t see “Accessibility” under tools:

1. Click on the small menu box in the upper right bar
2. Scroll down and select Accessibility

Tools  Fill &Sign | Comment Tools | Fill &Sign | Comment
e [ 5
. P: .
~_| » Content Editing ~ » Pages Allow Multiple Panels Open
o » Interactive Objects e
» Pages S Content Editing
. . I= . ¥ Pages
» Interactive Objects | = | » Action Wizard ) )
v Interactive Objects
_ | » Forms » Text Recognition | % Forms
5 | | » Protection =
- : b ;
+ Action Wizard 7 kP ing Action ﬂlzaitzl_
+ Text Recognition » AcceszIbility ¥ Text Recognition
¥ Protection
» Protection * Analyze = .
L= i ¥ Document Processing
» Document Processing | Print Production
+ Accessibility | JayaScript
|/ Accessibili

@ Change Reading Options & Am[m

& Full Check

@ Open Accessibility Report

1

The Accessibility menu will stay populated until

@ Add Tags to Document .,
you change it.

el Set Alternate Text
ﬂ Run Form Field Recogniti...

Touch Up Reading Order

{Q Setup Assistant
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3. TESTING DOCUMENTS FOR 508 COMPLIANCE

To check your document for 508 issues or compliance open the document in a 508 true tester. FEMA has a list of
the testers on the Intranet. For this document, we are going to use Adobe Acrobat 10. Acrobat 10 is the most widely
used program for testing throughout FEMA.

When testing all PDFs, use the following steps first;

Open your document in Acrobat 10
Click on Tools

Click on Accessibility

Click on Full Check

Click Start Checking

o krwdE

If you document is compliant, Acrobat will give you this message;

T —————

Adobe Acrobat

The checker found problems which may prevent the document from being
A fully accessible.
Please see the report for more details.

If the document has errors, Acrobat will list all issues on the left side menu.

Aceeisihiny Repoit (o]
=8
Detailed Report

Page Content Errors E

dH S ¢S eRD

Below are a few common errors and how to make these 508 compliant.
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At the top left side of the Acrobat menu bar, click on File > Properties.

{3 Open... ' Cuts0

T4 Create »

=) Save CtrisS
Save As L

(4 Send and Track Files Online

Attach to Email...
MAction Wizard 13
Revert
Llose Ctel+W
| Propenies.. cu-0 )
& Print... Ctri+P

1 C\Users\lyorkl)...\new_user_guide ga.pdf

2 C...\basics-google-ana...cs-white-paper.pdf
2 C\Users\. \Deleted Items_june2014.pdf
4GP Under...ist Grante.pdf

3 C\Users\lyorkl\Documentsilweb)...\GA301.pdf

Exit CtrleQ

Click on Pull Down list to choose a language. After you have selected the proper language, click on Ok.

Deserpton | Securty | Fonts | inta View | Custom | Advanced |
POF Sermings
Base i [
saarchiedee [ o | [ oo ]
Tagpedt [No =
Prict Disiog Pressts

Page Scaling: [Defaut =]
Dupleshede: | Simeber =

Papes Sousce by Page Site:

Print Page Range: |

Number of Coples: | Delauk | >

Raading Options
Binding |LeftEdge =

L'"?“'g‘

Estonian

Finrish

Franch

German Ef

Gawek:

Hebrew

Hungarian

poel =
[ e i ] [ ) o

Once you click on OK, you will add the reading language to your entire document. This will allow the readers to

read the document in the chosen language.

TARTI,

& FEMA

AN
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5. TAGGING DOCUMENTS FOR 508 COMPLIANCE

The tag elements identify the objects in a PDF document and determine how a screen reader interprets a document.

[vec 2014 df - Adobe
lp B -
o e B @0 RDBBAMIN-2I/RBERDB X
age Navigation
Page Display L @l Q@ Q. ) "‘ D B D{ ¥ Tools | Comment Share
5 Zoom »
[L] ]
= e ’ W14 YOUTH -
M B comment 2 ¥ PREPAREDNESS COUNCLL ég FEMA
® Share
4 ) e uncil
> e*| Read Mode GujsH|| | = Toolbat kems b & Atachments
R Full Screen Mode Culel | MenuBar P[] Bookmatks 2T
B ] Content =
(&5 B Tracker... Bulers & Grids X - e
& Cursor Coordinates Destinations
Read Out Loud @ i
£ Lay
E5) Compare Documents... 2 Model Tree —
B8 Order | —
Q [Ci Page Thumbnails p—
Hide Navigation Pane M

Reset Panes

This module supplements “Making Accessible PDFs” and assumes you are working with Adobe Acrobat
Professional 10.
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A.CHECK FOR TAGS

First, check for tags in the PDF document t by viewing “Tags.” There are two simple ways to get to the tag panel.

Click on View > Show/Hide > Navigation Panes > Tags

1. To dock the panel, click on the “Tags” tab and drag it to the navigation panel on the left; then release the
mouse button.

2. If the PDF is tagged, the tag panel will display a small plus sign (+) followed by an Adobe icon and the
word “Tags.”

3. If the document is not tagged, the tag panel will display an Adobe icon, followed by the words “No Tags
available.”

4. Match the Tag with the element on the page by turning on the Highlight Content option. Right click on a
tag, select “Highlight Content” the element will be highlighted with a thin blue box when the tag is
selected.

@[] (X & |[asx]-] « Tools | Comment = Share

g G & oA

= @ <tstices FEMA Youth Preparedness Council
Form

4 <Story> Applicaton

Fird Tag from Selection
Create Tag from Selection
Eind... =

Copy Contents to Clipboard

Edi Class Map...
Edit Rygle Map..

FEEEEEEEEE

ITETTREL

Tag Annotations

i @ <stol * Document s Tgged POF aw
547 <Star ¥ Highlight Content i
w4 ety 7

B4 <Story

# 4 <Story>

4 <Stors
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6. TAGGING AN IMAGE

Among the most common changes made to image tags in PDFs are:

o Adding alternative text to an image tag
. Making an image a background element (see below)
. Table structures

A. ADDING ALTERNATIVE TEXT TO AN IMAGE

Alternative text attributes are required for all images that add value to the document. The image’s text attribute will
be read aloud by screen readers.

The example below contains an image Acrobat reads as <InlineShape> with no alternative text. This could be
called a number of items; figure, image, graphic, shape, etc. Alternative text must be specified for these items.

To add alternative text: Right click on the tag. Click Properties.

$) (X)|1]|r8 @ ‘ & @ ‘ 489% | ~ | b Tools = Comment @ Share
11 | 7ags H. —
— TouchUp Praperties a
1 NIEN
' 55 Togs Content| Tag  |Test | Color
_/% =4 <Docum
S <Aric Type:  Figure -
i Title: [DHS seal and FEMATogo.
o <sd -
£ “ @ <Fd Actual Text: [DHS seal and FEMA logo.
z —
= <Fd|
=5 B DHS seal and FEMA logo. a
= = <sd) Alternate Text:
§> B <suf I
I_ &4 <se|
5 <l o: |
5@ <s|
‘_g :sm Language:  English v
E R |
4 <sd| Edit Tag... Edit Attribute Objects... | | Edit Attribute Classes...
e |
= §F <sdl
4@ <y Close
5§ <sd
A e——————
@@ <story> I S . —

A Touch Up Properties dialog box will be displayed; enter descriptive text into the Alternate Text box. Adding a
Title is optional; a Title will help the screen reader interpret the image. Click on “Close” to complete the change.
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B. MAKING AN IMAGE A BACKGROUND ELEMENT

Images that do not add value to the document and are purely decoration should be designated as a background
object. These objects will not be announced by screen readers.

From the main menu bar click on Tools > Accessibility > Touch Up Reading Order. The “Touch Up Reading
Order” window will be displayed. Use the cursor to select your image then click on Background > Close.

- § : ———— (.
Bowe- | DA OE| @PRBOE M — < & B Tt mieoun o
=2 @0 k| gd@eo@en]-|0B0OB
T Draw & rectangle arcund the conbent -
1| over 3 then click one of the Euttons below: | )]
- Test Figure
[ 58 vPc_ma_spphcation 1.4
= || z 5 s nd Foumm F Fis
& B fet i - gurn Capton
=2 Pagez ; s e Hesding1 Tabie
- T [1] FEMA Youth Pry
W [7] NARRATIVE RES Heading Cell
4 W [3] 2. What do you
L (1] Paged Feading 3 Formesia
1] Paged
L ( e )
’ 1 [} Paget
@5 Page?
#1] Paged
o Show page content crdar -
¥ Shrw table celty -
Sk tables ard figures. -
e e e
3
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7. CREATE ACCESSIBLE LINKS

With thoughtfully provided links, users can quickly move from one part of a document to another, to
related information in a different document, or to a website that is relevant to the content.

For URLSs to be accessible to screen readers, you must convert them to active links and make sure that
they are correctly tagged in the PDF in the tag tree so that they are accessible to screen readers.

Creating links with Acrobat Standard doesn’t generate any tags for the links. Do the following to make
links active and add them to the tag tree:

1. Select the text or object for which you want to create a link.

2. Right-click the selection, and choose Create Link from the context menu.

3. Inthe Create Link dialog box, select the appropriate options, and then follow the on-screen
instructions to specify a URL, page view, or file as the link target.

Introduction to Table Tags

This dooument cowers simple tables, Complex tables require knowledge beyond
the scope ofthis guide.

This module supplements Making Accessible POFs™ and assumes you ane
warking with Adobe ferobat Prokssional 8.

Sirple tables are tbles with on — ——

table andforone column of row 9<  Copy Ctrl+C
must associate data cells with column ar - .
POF tables are very smiaro hetagele  Copy With Formatting “reate Link — _ .. =
Cota cells are associaed with column/ro . +
mble mgs. Export Selection As... Link Appearance

Editing Table Tags Highlight Text Link Type:

Visible Rectangle v‘i Line Style: |50Iid -

POF table tags are very similar to HTML ; o
hawe the root “Table" element, “THead" ¢ Cros= i e et Hghlight Syte

section for data rows. Replace Text Ins

Line Thickness:

The tag tree identifies bles with a smal Add Note to Text
Tabley FElemees =

Add Bookmark Ctri+B Lok adiiy

C Link Go to a page view
Open afile
1 Look Up "column™ @ Open 2 web page

Hdp Jl ! c‘"_Cd !

e s i

” | Enter 2 URL for this link:

»
1 |t fweawe fema. goviresousce-decumes it library vl
E

By default, the selected text for each link becomes the link text. After you add all the links, you can edit the tag tree
to add alternate text to the links, further improving the accessibility of the PDF.
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8. TAGGING TABLES

Tables pose a special challenge for screen readers because they present textual or numerical data to be easily
referenced visually. Content within table cells can be complex and might contain lists, paragraphs, form fields, or
another table.

For best results when tagging tables, use the application that you created the document with to add tags when you
create the PDF. If a PDF isn’t tagged, you can add tags by using the Add Tags To Document command. Most tables
are properly recognized using this command; however, the command may not recognize a table that lacks clear
borders, headings, columns, and rows. Use the Touch Up Reading Order tool to determine if the table has been
properly recognized and to correct recognition problems. To add specialized formatting to tables and table cells, use
the Tags panel.

You can use the Table Editor to automatically analyze a table into its components and apply the appropriate tags,
but you may still need to check and correct some of these tags manually. By viewing table tags, you can determine
whether columns, rows, and cells have been correctly identified. Tables that lack well-defined borders and rules are
often tagged incorrectly or contain adjacent page elements. You can correct poorly tagged tables by selecting and
redefining them; you can split combined cells by creating a tag for each cell.

To correct complex tagging problems for tables, you often must use the Tags panel.

1. Select the Touch Up Reading Order tool, and then click Show Tables And Figures.
2. If the table isn’t clearly labeled in the document pane, drag to select the entire table, and then click Table in
the dialog box.
3. Click Show Table Cells to make sure that all cells in the table are defined as individual elements.
4. If cells don’t appear as separate elements, do one of the following:
o If one or more cells are merged, use the Touch Up Reading Order tool to select the area within a
single cell, and then click Cell in the dialog box. Repeat for each merged cell.
o If cells aren’t highlighted, the table might not use standard table formatting. Re-create the table in
the authoring application.
5. If the table contains cells that are intended to span across two or more columns, set ColSpan and RowSpan
attributes for these rows in the tag structure.
o Select the text or object for which you want to create a link.
o Right-click the selection, and choose Create Link from the context menu.
o Inthe Create Link dialog box, select the appropriate options, and then follow the on-screen
instructions to specify a URL, page view, or file as the link target.
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After the Accessibility Full Check is completed the results will populate in the left Accessibility Checker column.
When you see “Logical Reading Order needs to be checked” follow these directions.

Note: There are times when the checker doesn’t see an issue with the order. It is always a good habit to check the
order to ensure it reads in order. It is also good to review the order in the Content

When testing Reading Order, use the following steps first;
1. Click on Tools > Accessibility, > Touch Up Reading Order > Show Order Panel

2.

the tags aren’t in the proper order continue to three.

Look at the numbers on your tags in your document. The items should read from the top and left to right. If

Place cursor over the number in the Order column, shift-click-drag item to the correct location (example

below shows the title as number 10, this should be number one so you would hold down the shift key, click
on number 10 and drag to the first position)

Final. HancockCou

File Edit View Window Help

Continue moving tags until the proper order is completed

Do [Bleae- | BB FTED 80P BRRE

. @) [Pt aora | 6 O | = @ [==]-] | H B | &

Order [« [¥]

E- &
=5 FinalHancockCounty.FS-1,pdf
E[Y Pagel
¢ (1] Path
¥ [2] Path 5537 million Publi
¢ [3] It's been nearly ten years
WM
& [5]
¥ [6] Image Image
W [7] Path
¢ [8] PathPathPathPathPathPal
¢ 9] Path
5§ [10] Mississippi Hurricane K4
[11] Path Hurricane Katrina o
¥ [12] Hancock County
¢ [13] Path
W 04
% [15] Image
[3 page2

& = O

AT

f—

& FEMA

AN

6

10

14 =

XS

Kafmnna lefl 1n Missj

Teen nearly fenl years Simice z

. 24 hours. more than 234,000 homes in the state were damaged or destroyed and

state’s population. more than one million people. were affected by the historic storm)
In Hancock County, the devastation was pervasive. The small town of Waveland,

east of New Orleans, was dubbed ground zero by the media as Katrina’s northeast| |

most wiped it off the map. In the aftermath of the hurricane, FEMA provided nearl:
to individuals and families in Hancock County for rebuilding homes, temparary houg
lost property, medical bills and funeral expenses.

Public Assistance funds have been disbursed to mumerous projects across the co
$537 million. n partnership with the state of Mississippi, FEMA provided Has

with hazard funds for projects such as the Bay Saint Louis Fi
‘Waveland Police Station and new, stand alone FEMA 361 emergency safe rooms ]
county.

Today, with the Hurricane Katrina recovery mission nearly complete, Mississi
infrastructure will be less vulnerable to future storms than in 2005.

13

0;; j&l

(=]

Draw a rectangle around the content then click
one of the buttons below:

Text Figure
Form Field Figure/Caption
Heading 1 Heading 4 Table
Heading 2 Heading 5 Cell
Heading 3 Heading 6 Formula
Background
Table Editor
Show page content groups [ ]
(@) Page content order
() Structure types
|| Show table cells n
Display like elements in a single block
[ show tables and figures [ ]

*
Customize ~ ‘ @ I

3 Fill & Sign Comment

E-

Content Editing —

Pages

Interactive Objects

Forms

Action Wizard

Text Recognition

Protection

Document Processing

* Accessibility

(8]
@ Full Check

@ Open Accessibility Report

m

@ Add Tags to Document
B Set Alternate Text

@ Run Form Field Recogniti...

>

Touch Up Reading Order

I

Clear Page Structure... ] [ Show Order Panel ]

I

J |

Help. T |

N [ = @

& Setup Assisfrooo Up Reading Order

Anal i
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10. REMOVING AN ANNOTATION

When a link is in the original document and not removed properly, it will leave an annotation that will cause the
document to fail 508 compliance. The annotation will need to be removed. To find out where the annotation is
located within the document follow the instructions for

First follow the instructions under #2 Testing Document for 508 Compliance. To remove the unneeded annotation,
use Acrobat and follow these steps;

1. The errors will show up in the left hand menu under Accessibility Checker, Page Content, Tagged
annotations Failed, Element 1. Be sure to see the page number and location of Element before you
continue.

® ] & F = @® us[-]|IH BIH @ & | & |H Tools | Fill &Sign = Comment

L) | Accessititity Checker cfilo Frequently Asked Questions About the Sandy Claims Review e £
1[E2 » Pages.

- Document (2 Issues) — N N y - b N . o e bl
aa Page Gontent (2 lsmued) Q: What correspondence or direct contact will a policyholder have with their adjuster? :'-'m ive Objects

4 ;"w"’ A A: The adjuster will maintain contact with the policyholder throughout the process. A letter will Y Rcioa Wil

.. sl be seut to the policybolder any additional i If policyholders have .

] additional information they would like considered as part of their review they will have 14 days
 Tab ondes - Pased » Protection

from the time the adjuster contacts them to submit it. If no additional information is provided, the

. 5 - Recessibility
adjuster will continue with the review. If the policyholder indicates they have additional

¥ Chacacter encoding - Passed

2  Tagged multimedia - Pasied N e 3 .
.  Sereen flckes - Passed information and they do not submit it within 14 days, the adjuster will contact the policyholder.
7 ¥ Scripts - Passed If FEMA is unable to contact the policyholder for 30 days, the review process will be suspended.
¥ Timed responses - Passed If a policyholders case is suspended due to lack of contact, the policyholder may reenter the
O Mavigation links - Needs manual cheek process by contacting the claims center while it remains open.
Foems
Anermate Text Q: What qualifications does my adjuster who will review my claim have?
I‘:’:“ The adjuster is centified by National Flood Insurance Program (NFIP).
Heagings Q: What can the policyholder expect during the review process?

A: Adjusters will contact policyholders to introduce themselves and let them know that they will
be reviewing their case file. They will give the policyholder their phone number and email
address. The adjuster will explain in detail what is covered under the policy and any other
information in the claim file. Any questions the policyholder has during the process will be fully
explained by the adjuster.

Q: Will I need receipts or proof of ownership for destroyed items?

A: Yes, per the Standard Flood Insurance Policy (Section J - Requirements in Case ofLass)
documentation is required. The adjuster will ask for any additio 4
may have such as receipts or photographs that were not incly

2. Click on Tools > Content Editing > Add or Edit Link
3. Click on the annotation error, a blue box will circle the annotation
4. Click on Delete, the box will disappear.

Eopn |Mown- | N B & X | @ "R - PSR
s ok Sk L Sl e e | S8 N Tests | 1l bosign | Comment
Freguently Asked Questions Abowt the Sandy Claims Review - L=
Q: Whint correspandence or direct contact will & policyholder huve with their adjuster? = i
Fect

et tho adjunster oty than o ssbais sation is provided, the
1l continme with the review, If ibe palc "
il ey do not subanit it within 14 da clicyliclden

o conlact the polscyholder for 30 the review pro will be suspended

clder " 13 saspended due 1o back of contact. the l".‘hnb\}kl may receter the * Pagen.
o stacting the chuims center whle it rermins open  Bntsmactive Difucts
QW iaoms does iy s et S B _ 2o
i
The adjustes 5 ¢ by National Flod Bnisance Program (NFLP) < Tout Bocageivian
ik eview process’ ] o
o s

uselves and et them know that they will
number asd exail
icy and amy ot
\\;lhumlln s st

Q2 Will T need receipts or proof of swnership for destroyed items?

Section J - Requrements in Chse of Loss),
oy additoual mforusation the pelcyhclier
al claimn 1 he

The box will disappear and the annotation will be removed. Save the document and upload to DIAMOND.
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11. LAYER ORDER

If an item disappears, after you move it to the proper reading order, this means the layering of the objects need to be
corrected. This can be done in

1. Tools > Content Editing > Edit text and images.
2. Right click on the item,
3. Click on Arrange > Bring to Front.

File Edit View Window Help

= open @Cmﬂe'|B@%@-‘ﬁ}@@[§@[&. Customize ~
(@) [pger Jaera | Ik O | (=) @ BB a Tools | Fill&Sign | Cq

Order [« ]

-
+ Content Editing

B~ @ _@ Edit Text & Images
= Final HancockCounty.FS-1.pdf
E Add Text
EHY Pagel Cut = [
4 [1] Mississippi Hurricane Kat] Copy [ AddImage
& [2] Path pacte
= Export File to.. o
¢ 3] Path $537 million Publi & Export Fileto

Delete

% [4] It's been nearly ten years More Content

AR SR =

= 5] = = Select All
- early fea years smce Humcane Ka Viisstssy - & Add orEdit Link
Zdhommemundﬂwhmmﬂnmmw«deﬂwyedudahrdnﬁh Deselect All
5 [7] Image Image state” ion, more than one million people, by the i ' [ addRon
& 8] Path Tn Hancock County, fhe devastafion was pervasive. The small town of Waveland, some 50 miles Bring to Front
5 [9] PathPathPathPathPathPal [} | eact of New Orleans, was dubbed ground zero by the media as Katrina’s northeast outer wall al-| | — | Bring Forward
5 [10] Path ‘most wiped it off the map. In the aftermath of the hurricans, FEMA provided nearly $210 million Edit Using b -
4 [11] Path Hurricane Katrina | ll | to individuals and families in Hancock County for rebuilding homes, temporary housing, replacing Send Backward
¢ [12] Hancock County medical bills and funeral expenses. Send to Back
4 [13] Path Public Assistance funds have been disbursed fo mumerous projects actoss the couaty, fotaling
o 4 $537 million. In partership with the state of Mississippi, FEMA provided Hancock Couaty
& 115 Image communities with hazard mitigation funds for projects such s the Bay Saint Louis Fire Station, the
DY Pages Waveland Police Station and new, stand alone FEMA 361 emergency safe rooms throughout the
9 county.
Tm,wﬂhmxﬁmmmﬁmmhmm,w’smm| .
sepaired § will be less to future storms than in 2005. Edit Using... ~
(] Qutline Text & Images
+ Pages

i e : OO D
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12. ACCESIBILITY HELP DESK INFORMATION

For questions, and access to further resources including training, please review the Office of Accessible Systems &
Technology (OAST) intranet website or contact the DHS Accessibility Help Desk with any questions:

e OAST: http://dhsconnect.dhs.gov/org/comp/mgmt/cio/oast

e Accessibility Help Desk internal web site: Accessibility.DHS.gov
e Accessibility Help Desk: Accessibility@DHS.gov

e Creating Adobe Accessible files

e HHS — Documents for 508 Compliance

SR Page 15 of 15/ Updated: March 2016


oast:%20http://dhsconnect.dhs.gov/org/comp/mgmt/cio/oast
http://accessibility.dhs.gov/
mailto:Accessibility@dhs.gov
http://www.adobe.com/enterprise/accessibility/pdfs/acro6_pg_ue.pdf
http://www.hhs.gov/web/508/training/testdocuments.html

	2.  Accessibility Checker Options
	3. Testing documents for 508 compliance
	4. Adding a reading language
	5. Tagging documents for 508 compliance
	a. Check for Tags

	6. Tagging an image
	a. adding alternative text to an image
	b. making an image a background element

	7. create accessible links
	8. tagging tables
	9. Correcting the reading order
	10.    REMOVING AN ANNOTATION
	11.  Layer Order
	12. accesibility Help desk information



