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1. Combining PDFs in Acrobat Pro DC

1. Open Acrobat Professional DC. Make sure you are on the Tools menu indicated by the red arrow in
Figure 1 below. Click on the Combine Files as shown in the red rectangle of the same figure.

Home  Tools

Titus_Document N... Acrobat_Pro_DC_Tu...

Q Search tools

Create & Edit

O=

DY 20 — @e

Create PDF Combine Files Organize Pages Edit PDF Export PDF
opn -] omn 7]
.m,,

Enhance Scans Rich Media

oven [-] had ][]

Figure 1

2. Next click on Add Files in the upper left hand corner (Figure 2). Add the files in the order you

want them to appear in your final document (i.e. title page, template, appendices).
8 00

£ Combine Files

G,mn Files... = @ := | Options | [ Help |
Mame Page Range Size Modified Bookmark for File Warnings /Errors

E invoice temp.pdf All Pages 61.93 KB 5/1f..8 AM invoice temp

1 PSA.pdf All Pages 2.29 MB S/1/..11 PM PSA

pA file002. pdf All Pages 194.78 KB 5/5/...34 PM file002

G) ) w

[ CombineFiles | | cCancel |

Figure 2

3. After selecting each document, click Combine Files. (Figure 2) Next, click File > Save As
option, and title it appropriately.
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2. Embedding Fonts

1. Click on the Tools menu in the top left of the screen indcated by the blue rectangle in Figure 3.

. AfterEffects_TutorialCC2018.pdf - Adobe Acrobat Pro DC

File Edit View Window Help

Home | Tools | Document B Bd Q

Figure 3

2. You should now see the screen in Figure 4 below. Click on Search as indicated by the red

rectangle. Type in Preflight. The Print Production tool will appear. This tool includes the
Preflight process.

File

Home Tools Document

Q[ type the word "preflight” l

™ >

Create PDF Edit PDF Export PDF

Organize Pages

Open | ~ Open |~ en Open | ~

U 4 x Mo

Enhance Scans Protect Fill & Sign Prepare Form Send for Signature

Open | ~ en Open | = Open | » Open | »

. o £

—0—

Figure 4
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3. Select the Print Production icon indicated by the blue rectangle in Figure 5.

Tools Document
eflight
Reduce PDF file size, enable fast 1™ Preview, preflight, correct, and
web view, control image and prepare PDF files for high-end
o font options print production
Optimize PDF % Preflight Print Production % Preflight
Add |~ Add | -
;'BI Create PDF/A, PDF/E. or PDF/X
files to comply with ISO
| o standards
PDF Standards B Prefight
Add -
Figure 5

4. The Preflight tool has now been added to the right side of your screen (Figure 6). Click on it and
you should see a screen like Figure 7 below. Click on the Wrench icon indicated by the red
arrow shown below.

[ 2 e - c % w—
3¢ Output Preview Dvjl Q] @ Il O ; o | ®
Preflight
% Preflight 11l Essentials ~
(ﬁ Profiles Results 7 Standards Options ~
B, gqi ;
it Object
e nowat T EEIE® ) w
v Digital printing and online publishing
u Convert Colors 0 Digital printing (B/W) Edit... F{v
Optimizes the current PDF document for digital printing. Converts all colors - including spot
+ - colors - to grayscale.
Exd Flattener Preview — —
p Digital printing (color)
» PDF analysis
T Save as PDF/X v POF fixups
j 2 Convert all pages into CMYK images and preserve text information
j2] Convert all pages into RGB images and preserve text information
p Convert fonts to outlines .
j <] Flatten annotations and form fields not under PDF fIXUpS anymore
[%, Set Page Boxes 20 Flatten transparency (high resolution)
» PDF/A compliance
by = » PDF/UA compliance
Add Printer Marks e
b Prepress
I}‘ Fix Hairlines
& Ink Manager
-:I Trap Presets
» Further Options |p Analyze| |\w Analyze and fix
Figure 7

Figure 6
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5. After clicking the Wrench icon, you will need to click the triange next to Document. A drop down menu
will appear. Select Embed fonts (even if text is invisible); see Figure 8 below.

I a/a th = =/ Screen Shot 2018-07-26 at 8.58.14 AM
®e - - " Preflight - - - - - Q | th o A
Il Essentials ~ ® ® ~— T T T T “prefight - ]
;“Profiles Results 7 Standards Options ~ ON[Essentisiohy
(ﬁprofiles Results Ve Standards Options ~

ow a | Wp [}

Color spaces, spot colors, inks ‘Show el v‘ @ IE' @ @ ‘

Document

) Color spaces, spot colors, inks

Compress all uncompressed objects using lossless ZF> compression
Convert fonts to outlines

Embed fonts

Embed fonts (even if text is invisible) —
Embed missing fonts

Fix glyph width information

Recompress LZW as ZIP

D info and d;
Interactive elements and properties
Page contents

Pages

Vv Document

~ Compress all uncompressed objects using lossless ZIP compression

Convert fonts to outlines
Embed fonts
Embed fonts (even if text is invisible) —
Embed missing fonts
Fix glyph width information
Recompress LZW as ZIP

Document info and Metadata

» Interactive elements and properties

» Page contents

» Pages

YOO OO OO Y

Click “Fix” then “Save”

Further Options

» Further Options

S Fix|

Figure 8

Figure 9

6. Click Fix in the bottom right corner shown in Figure 9. You will then be asked to save the
PDF as a specific file name. Name your document and click Save.
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3. Creating Bookmarks

1. Click on the side bar on the left hand side of the document (Figure 10).

ann ano ano ano

Home  Tools Home  Tools Home Tools Document E:] : Home Tools Document EI:] *

@ Bookmarks @ Bookmarks bt
o = N = b
é é [ TITLE PAGE

Figure 10 Figure 11 Figure 12 Figure 13

2. Next, click on the Bookmark icon indicated by the red square in Figure 11.
3. Then click on the Add Bookmark icon indicated by the red square in Figure 12.

4. Only first level headings are required to be bookmarked. Make sure you are at the top of the

page that the heading is located on. Type the name of that bookmark and hit enter. See
Figure 13.

5. Repeat steps 3 and 4 for all other bookmarks.
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4. Setting the Document Properties

1. In the upper left menu in Acrobat Professional DC, click on File > Properties. Click the
Description tab indicated by the red arrow. You should now see a screen like Figure 14,
shown below.

—
Description |Sec|.|rity I Fonts ‘ Initial View ‘ Custo

escription

File: copyright and fair use.pdf

Title: |

Author: |Admini5trator

Subject: |

Keywords:

. Reading Options
Use semi colons ; R
Binding: | Left Edge ~

Created: 5/8/2013 4:59:48 PM e — LatgiagE ‘Eng“m v

Meodified: 5/8/2013 4:59:48 PM

Application: Microsoft® Word 2010

Advanced Figure 15

PDF Producer:  Microsoft® Word 2010
PDF Version: 1.5 (Acrobat 6.x)
Location: CA\Users\lits\Desktop'.

File Size: 404.24 KB (413,942 Bytes)

Page Size: 8.50 x11.00 in Number of Pages: 5
Tagged PDF:  Yes Fast Web View: No
Help 0K | Canecel
s
Figure 14

2. Fill in the correct information for the Title, Author, Subject and Keywords. Make sure to
separate the keywords with semi colons. Please type your title in either “Title Case” or
“Sentence Case”. This will allow you to copy and paste the information into OhioLINK
correctly. Once you have entered all the required information, click OK.

3. Next, click the Advanced tab indicated by the red square. Here you will set the language of
your document. See Figure 15.

4. Re-save this document to make sure all of the changes are incorporated into your final PDF.
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1. In order to get into the Edit tool, click on the Tools menu in the top left of the screen indicated by
the red arrow then click on the Edit PDF icon indicated by the red square in Figure 16 below.

Home Tools Titus_Document N... Acrobat_Pro_DC_Tu...

Q Search toos\

Create & Edit

- B —
=0 ¢ o=
Create PDF Combine Files Organize Pages Edit PDF
[ Open [-] [open T+]
L
= =
Enhance Scans Rich Media
(oo [-] (pai ]-]

3
=]

Export PDF

o 7]

Figure 16

2. You should now see new menus, one on the top of the screen (Figure 17) and one on the right

hand side of the screen (Figure 18).

Edit PDF

f}Ed'\t T Add Text [a2] Add Image (? Link = [?'4 Crop Pages D Header & Footer = D Watermark +  [E2] More »

Close

Figure 17

3. In the top menu, the Add Text icon allows you to insert a textbox.
The Link icon allows you to add an invisible box over a word or
phrase and insert hyperlink.

4. In the side menu, you have a WYSIWYG editor. You can bold,
italicize, underline, center, left justify, and change the size to your
text. You can change it from single to double space but we do not
recommend doing this in an ETD. Acrobat treats text like an object.
when you change the spacing, the words will be on top of other lines
of text like a picture on a picture. If you see a misspelled word, you
can click on the word in the text and move the cursor to where you
need to correct the spelling of that word. Small changes do not
normally cause an issue.

Remember, Ctrl Z on a Windows machine or Command Z on a
Macintosh allow you to undo what you just did.
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5. To display the rulers, go to the upper left menu and click View > Show/Hide > Rulers & Grids >
Rulers (Figure 19).

| Acrobat Pro PC 2020 for ETD's.pdf - Adobe Acrobat Pro DC

File Edit [QUCHE Window Help
Home Rotate View » Acrobat_Pro_DC_Tu... Acrobat Pro PC 202... x
- Fage Mavigation 4 =
@ 4§ b ® @ n/m | A MO
| Page Display F
Zoom
Tools L]
Show/Hide " Navigation Panes L4
Display Theme » Tools Pane Shift+F4
Toolbar Items 2
E Read Mode Ctrl+H
Page Controls »
|_:] Eull Screen Mode Ctrl+L
+ Menu Bar F9
E(ia Tracker...
Button Labels
Read Out Loud L} Rulers & Grids L Grid Ctri+U
Compare Files Cursor Coordinates . Snap to Grid
» Rulers Ctrl+R
Guides

« Line Weights Ctrl+5

Figure 19

6. There are two ways to zoom in or out on a page. The center of the page above the Edit
PDF menu has a triangle that you may click for a drop down menu with percentages. You
can select a percentage to increase the font or go back to Actual Size.

2 Acrobat Pra PC 2020 for ETD's.pdf - Adobe Acrobat Pro DC
File Edit View Window Help

Home Tools Titus_Document N... Acrobat_Pro_DC_Tu... Acrobat Pro PC 202... X
-
J
B8 X Q ®© nm | MO =-In T B I L
S
IEdit PDF f}Edit TAddText |:|Add Image (PLinkv [%Crop Pages @Header&Footerv QWatermarkv ElMorev
Figure 20
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7. Another way to zoom in or out is shown in Figure 21. Click on View > Zoom > Zoom To and
then select the amount of magnification as shown in Figure 22.

JE Acrobat Pro PC 2020 for ETD's.pdf - Adobe Acrobat Pro DC
File Edit RUETE Window Help :
Home | Rotate View 8 Acrobat_Pro_DC_Tu... Acrobat Pro |
B i Page Navigation 4 @ @ 1o
| Page Display > - . .
Edit Pl o
| Zoom Zoom To... Ctrl+y
Tools b D Marquee Zoom
9 Dynamic Zoom
Show/Hide »
[ Actual size Ctrl+1
Display Theme v
il [‘a Zoom to Page Level Ctrl+0
2d Mode et | v [B) it width Ctrl+2
' Ctrl+ fit Height
E(;) Tackor Fit Visible Ctrl+3
Read Out Loud , [€ Pan & zoom
p Compare Files é Loupe Tool
Reflow
Figure 21
Zoom To =
Magnification: |10% ~
OK Cancel
Figure 22
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6. Organize Pages

1. If you find that you have pages that are out of order, go to Tools > Organize Pages
(Figure 16). Now you can click on the page that you need to manipulate. That page
will turn blue. Then move the thumbnail of that page to the desired page order. If you
hover over a page, you will see a clockwise icon, counter clockwise icon, and trash can.
To delete a page, click the Trash Can. To rotate a page and make it landscape, click
the appropriate rotation icon (Figure 23). You can also delete blank pages. Remember
to check your page numbering when moving or removing a page.

= Binderl.pdf - Adobe Acrobat Pro DC
File Edit View Window Help

Home Tools Document [E] B u ¢
Organize Pages ~ Odd Pages 1O Q @ ,@ Extract EE’I-'::_"'.' 3 Replace %Spi': [E=] Mor

Figure 23
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7. Inserting Rich Media

1. To add audio or video into your PDF, you will use the Rich Media tool.
Choose Tools > Rich Media (Figure 24), and then select the Add Video (Figure 25) or
Add Sound (Figure 26). Drag or double-click to select the area on the page where you
want the video or sound to appear. Select the file on your computer that you want to add.

Click OK.
Home  Tools Titus_Document N... Acrobat_Pro_DC_Tu...
O\ Search tools\
Create & Edit
~ £ <[] . @
=0 o 0= =0
Create PDF Combine Files Organize Pages Edit PDF Export PDF
(open [ (open [ (oo [
T+
= =
Enhance Scans Rich Media
(open [ (a9 [°]
Figure 24
Rich Media (D adds0 (@) Addtuton o) AddSound @) Add wr I8 Addvideo | N Select Object
Figure 25
Rich Media () Add30 (&) Add button | > Add Sound |f @ Add swr 3 Addvideo W Select Object
Figure 26

Adobe Acrobat supports MP3, MOV, MP4, and other H.264 encoded files.
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8. Making Your Document Accessibile

Because your document will be online, you will need to make your document accessible.
To do this, go to Tools > Accessibility (Figure 27).

2 B z \®

—_——

Redact PDF Standards Optimize PDF Print Production Accessibility
[Add -] [ Add [ -]
Figure 27
a Autotag Document
You should now see this menu on the right
hand side of your screen (Figure 28).
Click Full Check as indicated by the blue Reading Options
arrow.
@ Full Check i
@ Accessibility Report
B, Identify Form Fields
L Set Alternate Text
'~.\ Setup Assistant
5!? Reading Order
Figure 28
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A new menu should now be on screen (Figure 29). Click Start Checking indicated by the red arrow.

Accessibility Checker Options P

Report Options

Create accessibility report Folder: C:hUsers'\kflesh\Documents

[] Attach report to docurment

Page Range

(®) All pages in document (_) Pages from 1 to |1

Checking Options (27 of 32 in all categories)

Category: | Deocument —

Accessibility permission flag is set

Document is not image-only PDF

Document is tagged PDF

Document structure provides a logical reading order
Text language is specified

Document title is showing in title bar

Bookmarks are present in large documents

Document has appropriate color contrast

| Select All | ‘ Clear All

Show this dialog when the Checker starts

Start Checking | | Cancel

Figure 29
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II Accessibility

Accessibility Checker X
> Document (5 issues)

3 Page Content (1 issue)

Forms (2 issues)

3 Alternate Text (5 issues)

> Tables (3 issues)

3 Lists (1 issue)

T QS T

> Headings

Figure 30

o Document (5 issues)
o Accessibility permission flag
s Image-only POF - Passed
) Tagged PDF - Failed
{§) Logical Reading Order - Ne
{9 Primary language - Failed
() Title - Failed
Ay Bookmarks - Passed

@ Color contrast - Needs mar

> Page Content (1 issue)

3 Forms (2 issues)

3 Alternate Text (5 issues)
Figure 31
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Once you Start Checking, you should see
a menu on the left side of your screen
similar to (Figure 30). Each item that is
bold has an issue. Click on each of the
arrows to view the list under each bold
section. See Figure 31 with an example
of the Document section's issues.

Green check marks are good. Red
X’s are bad. If you see a Yellow
Triangle with an !, please right click
on the issue and uncheck Skip
Rule. It should now show you the
issue that was skipped.



Right click on a red X area and you should see a
menu like shown in Figure 32. Click on Fix. Ifit
does prompt you with another menu, Click OK.
Continue to do this on each red X section.

The blue ? will ask you to Pass/Fail that section.
It is better to fix it, rather than just pass a section.

It is required that you add Alternate Text for each
picture, figure, table, or other object that is not
text in your document. Click the drop down next
to Alternate Text. Right click on the red X that
shows Figures Alternate Text Failed. You
should see a Pop Up screen like Figure 33. It will
go to the first object in your document. Where
you see the yellow highlight, is where you will
enter a brief description of the object. Do not
use “image of”, “table of”, “graphic of” or the like
when describing your object. You do not repeat
information that you have typed in your
paragraphs. Instead, imagine you are on the
phone with someone explaining the picture.
Type that information up to 255 characters. This
text is something a screen reader would read to
a person who uses a screen reader or other
assistive program. Please keep your alternate
text accurate, succinct, and avoid redundancy.
With charts/figures, make sure to include the
type of chart (e.g. bar chart, scatter plot, pie
chart, etc.). With pictures, make sure to include
the action or the purpose of what is happening in
the picture.

The right arrow indicated by the red circle in
Figure 33 is how you get to the next object. You
can go back using the left arrow. Make sure to
Save & Close once you have completed this
section. Do not select Decorative Figure for
any of the objects you add to your document. A
screen reader will ignore the items marked
Decorative Figure. You included the item in your
document for a reason so give it alt text.
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Document (5 issues)

o Accessibility p
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%# Image-only PDF - Passed

[ ] Primary |
{:ﬁ} Title - Fa
»? Bookman
&) Color coq

Page Conte

akip Rule

Explain

Check Again

Show Report

Options

Forms (2 issues)

Figure 32

Set Alternate Text

Image 1 of 3

Alternate text:

[] Decorative figure

Save & Close

Cancel

Figure 33




Table summaries are like alternate text for a

figure but it is used for a table. When you see a
Red X next to the Table Summary listing on the o Rows - Passed
Accessibility Checker as shown in Figure 34,
you will not be able to fix this issue within this

s Tables (1 issue)

4 THand TD' - Passed

menu. Clicking on the arrow next to Table  Headers - Passed
Summary will take you to each item that failed

within your document. Click on the first element W Regularity - Passed
in the list. It will take you to the first table that > ) Summary - Failed
needs a summary. Once you are on a page that

contains a table that needs a summary, click on Figure 34

Reading Order from the Accessibility menu
displayed on the right side of the document as
shown in Figure 35. This will create a pop-up

window (Figure 36) that you can click and drag
to the side of the screen for the moment. [R Autotag Document

Draw a rectangle around the content then click one of  g== |
the buttons below: E@

"""""" () Full Check
Text/Paragraph Figure
Form Field Figure/Caption @ ACCE‘SSII&I“T}" RE‘F}UH
Heading 1 Heading 4 Table . .
G Identify Form Fields
&
Heading 2 Heading 5 Cell
Set Alternate Text
Heading 3 Heading 6 Formula
feat - + e .
Reference (g) Note (z) Background/Artifact ',i\ Setup Assistant
Table Editor Eh Reading Order
=
Show page content groups ||
(@) Page coptent order Flgure 35
(O Structure types
Show table cells u

Display like elements in a single block

Show tables and figures [ ]
Clear Page Structure... Show Order Panel
Help Close
Figure 36
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Erros
Rectangle


nsity Score Moedel Correctly Specified, e ~ y3n=1000

Note the table displayed in the document that YT 5 [N 5 R T
is grayed out with a large x across it like the Esimaior [Ngizs  RMSE | Bias  RMSE | Bias  AMsE
table shown in Figure 37. Right click on the R 13 T 1 1 538 R S RSP
black rectangle that says Table in the upper — 3%3%\%2% 00513 00ssE o0l 1esT2
left corner of the table. From the menu that a2 | 600303 00247 001345 15081
appears, select Edit Table Summary. bzt | Qouier 010 0028 120414

0.00774  0.89486
-0.01717  1.22545
figLa 0.00417  0.02264 #10. A -0.02690 1.03877
figra | 0.00518 0.00771 0.89476
frer: | 0.00392 1.22545
fiTEr2
ATELs
faELy
faELa
farrs

fanze | 0.00267 076238
e | 000302 0.02263

0.00586 0.02264 | 0.00113 0.03301 | -0.01998
fiapfa, | 000612 0.02265 | 0.00249 0.03207 | -0.02898 1.
apra, | 000712 0.02271 | 0.01051 0.03476 | 0.00548 0.89307

This brings up a box like the one seen in Figure 37
Figure 38 for you to summarize the table in.

Type in your description of the table then click

OK. Make sure to include how many rows and

how many columns are in the table. If you are
counting the header row then say "including Table Summary
header row" when stating how many rows and
columns. Click OK. You will need to repeat Table Summary:
these steps for each table flagged by the |
Accessibility Checker.

Figure 38

Creating Accessible Tables

Include a title

Include a header row

Do not split or merge any cells

Do not leave a row or column blank
Do not create nested cells/tables
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Once the Table Summary is complete, right click again on the black rectangle that says
Table in the upper left corner of the table (Figure 37). From the menu that appears,
select Table Editor. Each cell is either Table Data (TD) or Table Header (TH). All
tables are required to have the Table Header row identified. See Figure 39.

TrVitter Categories o [Kev Terms HTeEquency
|y — D ative, Nazis, politics, W12
agne Hypocrisy Provocative, Nazis. polifics. 12

Streisand effect. backfired

J—@sﬁng the Protests = Ppolitical symbols, Bella Ciao. 5
ejection. walkouts.
#AUmtedFront

Figure 39

Click on a cell and you will see that the TH cells are now pink, and the TD cells are
gray. Right click on a cell and you will see this menu in Figure 40. Click on Table
Cell Properties. If the table headers cell says TD, change it to TH. Creating the TH
cells is how you identify the Table Header row.

THVitter Categories o JKey Terms

Table Cell Pr ties... = =
@ TR R e. Nazis, politics,

Table Editor Options...
ffect. backfired
Auto Generate Header Cell 1Ds

i ST arsymbols. Bella Ciao,

[TH

Figure 40

There are several videos on YouTube to show you what we describe in this document.
https://lwww.youtube.com/watch?v=0LY9kX4qpWM Purdue University
https://www.youtube.com/watch?v=rnIX8HrYemE Adding structure to a table
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PDFs created from LaTeX are not automatically read by Adobe Acrobat Pro in

a way that is accessible. You will need to take additional steps to make your
document accessible.

Using the Action Wizard is the first step to creating an accessible document.

From the Tools menu, select Action Wizard

. Customize
Refer to Figure 41.
[
Create Custom Tool Action Wizard Index JavaScript
Figure 41
. . . ACTIONS LIST
The Actions List menu (Figure 42)
will appear on the right-hand side.
. E Make Accessible
Select Make Accessible.
Archive Documents
IEI Publish Sensitive Inform...
Optimize for Web and M...
Optimize Scanned Docu...
E Prepare for Distribution
Figure 42
21
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«— Make Accessible
A new menu will appear on the right-hand side

Click on the Start button shown in Figure 43. Files to be processed:

& Add Files... -

1. Prepare

Figure 43

Description

Title: I

Leave Az |z

The Description box (Figure 44) will pop up. Subject: |
It contains the metadata for the Document
Properties. If all of the information is filled
out correctly, select OK. If you need to make Author: |
changes to a section, uncheck the box below
the field, make the changes, then select OK.

Leave Az |z

Leave Az |z

Keywords: I

Leave Az s

| 0K | | concel

Figure 44
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The Recognize Text box (Figure 45) will pop

Recognize Text - General Settings X
up. If your document is in English, select OK. If
your manuscript is in another language for Documentbanguage Lo Zaliea) v
fulfillment of a foreign language degree, select Output | Searchable Image v
that language from the Document Language Downsample To | 600 dpi -
drop-down menu then click OK. —
Figure 45

At this point, the program will scan each page to convert it into a searchable document.
This step may take some time.

When this is finished, a new box
(Figure 46) will pop up asking if
your document is a form. Since it
is not, select No, Skip this Step.

@0k |s this document intended to be used as a fillable form? If so, choose yes to detect
W form fields.

E Yes, Detect Form Fields ; Ma, Skip this Step Cancel
Figure 46

The next box will ask you to Set the Reading
Language as seen in Figure 47. Set Reading Language
If your document is in English, select OK. If your Language: | English >
manuscript is in another language for fulfillment of a
foreign language degree, select that language from the OK Cancel
Document Language drop-down menu then click OK.

Figure 47
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The next box that appears (Figure Adobe Acrobat «
48) informs you that it is going to go
through and identify figures that do
not have alternate text already set.

@ Acrobat will detect all figures in this document and display any figures with missing
"W alternate text.

[[]:Do not show this message again:

Click OK. Cancel

Figure 48

Refer to page 17 of this document for instructions regarding how to add appropriate
alternate text to your figures.

After adding all of your alternate text to your figures, Acrobat will then prompt you
to perform an Accessibility Check. Refer to page 12 onward of this document for a
walk through of the Accessibility Check and how to work through any errors.

You will also need to identify each of your 1st level headings. Refer
to the next section on how to assign components of a page.

To fix your equations, please try this link
https://demo.wiris.com/mathtype/en/developers.php#mathml-latex

24
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Screen readers need to be told how to read documents.
BGSU requires that your figures, tables, and 15t level
headings in your PDF are identified as such. While
Acrobat may read translate these details without error, it
may make errors that you need to correct. If you receive

a Tagged content error on your Accessibility Check
(Figure 49), Acrobat recognizes that there are unlabeled
elements on a page. You will need to label them manually.

First open the PDF to a page in the document you
would like to look at the settings on.

After selecting Tools > Accessibility, choose Reading
Order from the menu that appears on the right-hand side
of your document (Figure 50).
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The pop-up menu is movable by dragging it around on the screen. You will
need to be able to see the page of your document and the pop-up. It may
be beneficial for you to move it to the side, as seen in the example below

in Figure 51.
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Figure 51

Behind the pop-up menu, you can see how Acrobat is currently reading that
page of the document. All text should be contained within a gray box with a
number above. Figures and tables should be in a similar gray box with an X
going across them. If the figure or table has had alternate text assigned, you
can see the beginning of the alternate text, as well.

If you need to assign/reassign a portion of the page, click and hold at the corner
of the area you wish to highlight. While holding the click, pull the mouse to draw
a box around that section of the page.
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Figure 52

Once you release the mouse, this will put purple boxes around everything that has
been selected (Figure 52).
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This selection feature can choose anything visible on the page, even if it is
already labeled something else. You will then need to select what you want to
identify this as from the pop-up menu, seen in Figure 53.
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Figure 53

Everything on the page should be identified as one of these items, with the
exception of page numbers. They may be left blank or identified as Background/
Artifact. This is the only time you should select this option.

If you would like to remove all tags from a page and to label all of the elements
manually, you can also choose Clear Page Structure.
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Setting 15t level headings
If your headings were identified in Microsoft Word, it is likely they will
carry over to your PDF. If you use LaTeX or did not properly identify them

in Word, you may need to set them manually.

By ®8

| Accessibility

Figure 54

] e NG T Ve OF T AN (RING GRS
MANAGEMENT TO] R ANLLUSON oF LiBERAL FROIGRESN 199¢kors] |

within the organization.

In order to provid of Tanalyzed

the Academy’s archives of y rule books in tandem to

W voting habits. My between the

this is i Targue that

he Academy’s statements are incongruous with their track record, which suggests that instead of

As described above, find a page that needs to be adjusted. Draw a
box around the text by hold-clicking and pulling the box around the text
you want to identify. After letting go, verify that the text you wish to

label is surrounded by purple boxes (Figure 54).

Click Heading 1 in the pop-up menu as seen in Figure 55.
You can keep the pop-up menu open and scroll to the next

page you need to fix.
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Reading Order

Draw a rectangle around the content then click one of the

buttons below:
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Figure 55
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This will put a new box around the text you just identified as a
heading, seen in Figure 56.
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Reading Order
E.:::;:;:Z:::fle around the content then click one of the I%]
Text/Paragraph Figure
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Heading 1 Heading 4 Table
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tlevel headi : '
Once you have made sure all 1%t level headings are
. Reference Note Background/Artifact
labeled properly, select Close (Figure 57).
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Figure 57

BGSU only requires that you label your first level headings (ABSTRACT,
ACKNOWLEDGMENTS, TABLE OF CONTENTS, each LIST, each CHAPTER or their
equivelant (e.g. INTRODUCTION, METHODS RESULTS, DISCUSSION,
CONCLUSION), REFERENCES/WORKS CITED/BIBLIOGRAPHY, and each
APPENDIX). If you do choose to label other headings, 2" level headings should be
labeled Heading 2, 3 level headings should be labeled Heading 3, etc.
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