[image: Logo for CUNY SLU]Accessibility Tags for PDFs 
Using Adobe Acrobat Pro
Adding accessibility tags allows accessibility tools to access the visually apparent structure in a PDF. Headings, subheadings, bullet points, indentation, tables and more provide context and meaning to the textual information in the document. Unless these visual cues are tagged, accessibility tools like screen readers are unable to detect them.
Step 1: A well-styled document
Using the styling tools provided in a rich text editor like Word creates a seamless transition from .docx to .pdf. 
· Use the built-in heading styles instead of simply increasing font size. Tip: you can choose different themes in the Design tab.
· Use bullets and numbering tools to create lists.
· Insert footnotes, citations and a table of contents from the References tab.
Step 2: Adding tags
[image: Screenshot of a list of adobe acrobat tools, with 'Prepare for accessibility outlined.][image: Screenshot of accessibility tool bar with "Automatically tag PDF" outlined.]After exporting your document, open the PDF in Adobe Acrobat Pro. To add tags, choose the accessibility tool labeled ‘Prepare for accessibility’ then ‘Automatically tag PDF’. 

This opens your documents accessibility tags on the side panel.
If you were able to follow step 1, then your tags should be close to 100% accurate, but a manual check is always best practice.
What to look for:

Everything is tagged: make sure no part of the document is untagged. You can visualize this by hovering over the <document> tag and ensuring that every line and figure is highlighted.
Tags are correctly labeled: It is important that headings, lists elements, figures etc. are correctly identified. Refer to the table below for some common associations.
	Tag
	Usage
	Details

	<p>
	Paragraph
	For many documents this is the most common tag because it indicates body text.

	<H>, <H1>, <H2>…
	Heading
	A heading tag means that the content following it is directly related to the topic up until the next heading of equal or greater level. It is not good practice to use <H> simply because text is large.

	<L>
	List
	For unordered (bulleted) and ordered (numbered) lists.

	<LI>
	List item
	A list tag should contain at least 1 list item. A list with 4 bullet points would contain 4 <LI> tags.

	<Figure>
	Self-contained content
	Any images, diagrams, graphs etc. 






Step 3: edit tags
After reviewing the tagged document, you may notice some sections are incorrectly tagged. 
[image: Screenshot of the tag type dropdown menu in Properties.]Change tag type: right-click on the tag and select “Properties”. Choose the appropriate tag type from the dropdown menu.

Change tag location: You can drag the tag to the appropriate location. This is necessary when tags are incorrectly nested.
[image: Screenshot of a menu with "Create Tag from Selection" highlighted.]Change tag contents: To add certain content to a tag, highlight the content on the page, right-click on the tag you wish to alter and select “Create tag from selection”.

Create new tag: Sometimes it may be necessary to create a new tag entirely. Right-click on any of the tags in the document and select “New tag”, then follow the previous methods in step 3.
Add alt text: If your document contains any images, diagrams, graphs, etc. you can add/edit the alt text through the tag. Open the Accessibility tags side bar and look for <Figure>. Right-click on the tag and select “Properties”, from there you have the option to add text to the “Alternate text for images” section.
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