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INDEsIGN

Image Alt-Text

Alt-text (alternative text) describes the content
of an image for screen readers.

e Select the image in your InDesign document.
¢ Right-click and choose “Object Export Options.”
¢ Navigate to the “Alt Text” tab.

e (Choose “Custom” and enter a descriptive
text in the box provided.

Ensure alt-text is concise and descriptive. Avoid redundant
information and focus on the image’s function and content.
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HTML Tags

Headings and styles provide structure and
hierarchy to documents, which translates to
HTML tags for accessibility.
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Hyphenation Emit €55
e Apply paragraph styles to all text. i o
e In the style settings, select Export Tagging (1). T o
e Choose the corresponding HTML (2) and PDF (3) tag for the e
specific paragraph style. — ) et Document (6908 eny)
e Use H tags for headers and P tags for body copy. s @ .
Use consistent and hierarchical styles. Be sure to apply ne i @
Export Tagging settings to Character Styles as well.
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Tag order determines how content is read by
some screen readers like JAWS and NVDA.

e Use the “Articles” panel (Window > Articles) to arrange
content.

¢ Add articles and establish the correct reading sequence from
TOP to BOTTOM.

e Make sure “Use for Tagging Order in Tagged PDF” is enabled
from the fly-out menu.

Review the tag order to ensure it matches the visual
sequence of your document.
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% Layers =
Reading Order o | v com 2 O
Reading order determines how content is read o« | =Tropical Flower, Marufish, 2010....> o
by some screen readers. & I O
= Zgroups
e Use the “Layers” panel (Window > Layers) to arrange G I cindesign_reading_order.png= O
content. |
. . . . @ Tag OrderTag order determines h... O
e Reading order is dictated by the order of items in =8 TTERTES oraRr SEEmn= A
the Layers panel. i I  =group: o
* The reading sequence is from BOTTOM to TOP. o | <parahraph_styles.png> o
Similar to Tag Order, both Tag and Reading Order must © I =zHTML TagsHeadings and skyles p...» O
be set. Layer orders may be limited by layout but can be & I O
adjusted later in the PDF settings. - =group=
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B k k Buttons and Forms & Bookmarks =
.. . . . . o ACCESSIELE INDESIGN
Navigational aids assist users in reading through &’
the document quickly. d, : o AR-Teoxt
e Window > Interactive > Bookmarks
e Highlight the text you want to create a bookmark from, ideally b HTML Tags
using a title or header. JJ Reading Order
e Select the + icon, or “New Bookmark” from the fly-out menu. J_,
o . Bookmarks
e Drag and drop your bookmarks, nesting if required. mar
INDESIGN fevw ’ fem |

PDF Export

Export your document to a PDF to include
accessibility features from InDesign.
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ACROBAT

PDF Accessibility

Run the Accessibility checker to see any errors
All Tools

Prepare for accessibility
Check for accessibility
Default options are fine

(% Prepare for accessibility

@ Check for accessibility

Accessibility Checker report will show any errors.
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PDF Reading Order

Logical Reading order is carried over from
InDesign layers, but can be further adjusted.

e Use the “Order” panel in Adobe Acrobat.

¢ Reading order can be manipulated by dragging-and-dropping
items in the order they should be read in.

¢ (Once reading order is confirmed, you can manually pass the
field by right-clicking and selecting “Pass”

The order of elements should be in a logical sequence for
screen readers to move through the document.
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ACROBAT

PDF Tab Order

Tab Order helps navigating through the
document via the keyboard.

¢ In the Pages panel, select all pages in the document.
¢ Right-click on a thumbnail and select “Page Properties”
e Select “Use Document Structure”

- neBERoe

Page Properties

Tab Order  Actions

(O Use Row Order

() Use Column Order

(®) Use Document Structure
(0) Unspecified

Choose one of the above options to set
the order for tabbing through items ona
page

Cancel
You may have to run the checker again to clear the error.
Acroeat .q;p. {nhrconhast— Meeds manual check
PDF Contrast
Fail
. . . Tagged cg
This should be done during the design stage to Skip Rule
ensure proper contrast has been used. Tagged ar Explain
e Check contrast for all text and important images using Tab order Check Again
an external contrast tool. Character Show Report
¢ Once contrast has been checked, you can manually pass the Taggedm Options
field by right-clicking and selecting “Pass”
AcRroBAT Set Alternate Text X
PDF Alt Text )

Alt Text can be further modified if needed.
e Add alternative text. Add alternate text

¢ Use the arrows to move through the images in the document
and check that alt-text has been set. Use the “Decorative
figure” check for decorative images.

Alternate text:

[ pecorative figure

Object Export Options menu in InDesign.

Save & Close Cancel

Final Steps

Review the Accessibility Checker panel for any additional issues that may need attention.
Typically, if the file is properly set up and made accessible in InDesign, there shouldn’t be much

to adjust in the PDF settings.
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