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Creating Accessible Forms
In Microsoft Word and Adobe PDF
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Alternative Formats

In accordance with ADA requirements, this document can be made available
in Braille or large print as a reasonable accommodation for an individual with
a disability. To request a copy of alternative formats, please contact
Disability Access Services.

Equal Opportunity Employer/Program

A Note about Hyperlinks in This Document

All links in this document have been created with meaningful text. The
Uniform Resource Locator (URL) is also published to be available as a
resource for those persons who print the document. The URL addresses that
are spelled out in the document are not active links to avoid the confusion of
presenting duplicate links.



Introduction

It is estimated that up to 4% of the population relies on some sort of
Assistive Technology to access electronic documents, emails, Web pages
and forms. Assistive Technology includes; Screen Reading software,
Refreshable Braille displays, and Screen Magnifiers. In the United States
alone that equals 12.5 million people. If electronic forms are not created with
accessibility issues in mind, they become very difficult if not impossible to
complete for this large number of people.

Accessibility to electronic documents is a right that is protected by both
Federal and State law. Creating accessible electronic documents, including
forms, is important to ensure access to persons with disabilities through
effective methods of communication. Additionally, it is just good business,
when a very large segment of the population can equally participate and take
advantage of the products or services that the company or agency provides.

Disability Access Services of California Department of Rehabilitation
developed this document as an introduction to simple steps when creating
not just accessible forms in Microsoft Word and Adobe PDF, but also forms
that are usable. Take a few moments to get acquainted with these steps to
ensure that forms you create are fully accessible to everyone.

A Note about PDF Form Creation

There are many file formats you can choose to begin building forms. In this
document we will cover building simple Word forms, and building PDF forms
beginning with a Microsoft Word document. If you create forms from other
base file formats (InDesign, QuarkXPress, etc...) many of the principles for
the accessibility and usability of the final product that are covered in this
document will still apply.



Microsoft Word Forms

If you work in a company or department in which everyone has Microsoft
Office installed, and do not have access to a copy of Adobe Acrobat Pro
software, making Word forms can be a workable option in some
circumstances.

Add the Developer Tab to Word Ribbon

In order to create forms in Microsoft Word, the Developer tab needs to be
added to the ribbon.

To add the Developer tab to the ribbon, click on:
1. File
2. Options
3. Customize Ribbon
4. Check the Developer Tab checkbox

Keyboard; Alt, F, T, then Customize Ribbon and check Developer tab
Checkbox
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Figure 1: File and Options menus illustrating how to show the Developer tab



Add Form Elements

Elements for the form are located in the Controls Area of the Developer tab.
Click on the Legacy Tools icon, and then place form elements in the proper
spots on the document.

Steps for placing form elements:
1. Developer Tab
2. Control area
3. Legacy Tools
4. Choose form element (such as; Text Form Field, or Check Box. See
Page 6 for special instructions for adding Option Buttons)

Via Keyboard: Alt, L, N, then:
1. E for Text Form Field
2. H for Checkbox
3. O for Option Button (Radio Button)

Creating Accessible Forms in Word and PDF - Microsoft Word
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Figure 2: Screenshot of Legacy Tools dropdown.



Add ‘Help Text’

Once form elements have been placed into the form, ‘Help Text’ must be
added to each. Once a person that is using a Screen Reader begins filling
out the form fields, their assistive technology will automatically switch into
forms mode, and at that point the only thing they will hear is what has been
added to the ‘Help Text’ area. This means that if the intention of a form field
is to have the person filling the form supply an answer to a question, the
question itself should be in the ‘Help Text'.

In the following example question 2 is asking, ‘Please provide three
examples of how you successfully handled an angry customer’. It then
provides three text fields for examples. In the first screenshot shown below,
only the words, ‘Example #1’ are entered in the Form Field Help Text box.

2. Please provide three examples of how you successfully handled an
angry customer. 2l x]

Status Bar | Help Key (F1) I

Example #1

" None
" AutoText entry: IEIank j

Example #2

% Type your own:

Example #3

K, Cancel

Figure 3: Example of a form question with insufficient Help Text

This means that the person using a screen reader in forms mode will hear
only ‘Example #1, edit’ when they reach Question 2. They won’'t know how to
answer this question as they have not heard what the form creators are
asking.




In the screen shot below, the entire question has been added to the Form
Field Help Text. When that same person who is using a screen reader
comes to this question they will hear, “2. Please provide three examples of
how you successfully handled an angry customer. Example 1, edit”.

Obviously hearing the question will make providing an answer much easier.

2. Please provide three examples of how you successfully handled an

angry customer.
Example #1
Example #2

Example #3

Status Bar | Help Key (F1) |

" None

" AutoText entry: IEIIank
{* Type your own:

2. Please provide three examples of how you successfully
handled an angry customer., Example #1|

[

Ok Cancel

Figure 4: Example of a form question with sufficient Help Text




To add Help Text:

1. Right Click on the form element (Shift+F10 via keyboard)
2. Click on Properties

3. Click on Add Help Text

4. Enter text in the box under, Type your own:
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Figure 5: Showing steps to create Help Text

NOTE: One significant limitation of creating forms in Microsoft Word is the
fact that the Help Text for form fields can only accept 138 characters. This
means that if there are instructions and/or questions that require more than
138 characters to accurately convey what is being asked, some very
important information will be lost. The only solution at this point may be to
switch directions and create the form in PDF rather than Word.




Adding Option Buttons (Radio Buttons)

If the respondents need to be limited to just one possible answer or choice
than an Option Button can be the best option. To add Option Buttons to a
Word form start with the Developer tab. Activate Design Mode, then choose
Option Button from the Legacy tools.

Via Keyboard: Alt, L, DM, N, O
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Figure 6: Steps to insert Option Buttons

Once all the Option Buttons are located on the form, edit them by Right
Clicking then choose, OptionButton Object, Edit.

| L | [ ]
“ Yes £ OptionButton2-
% Cut
43 Copy
4 Paste Options:

=

Properties

48

View Code

1 I OptionButton Object >I Edit 2 I|

Hyperlink... Conyert...

& @

Format Control...

Figure 7: How to Edit Option Button text



Next, in Option Button Properties provide a name in GroupName that
matches with the question. Only one Option Button within the same
GroupName will be able to be activated.

x|
| OptionButton1 CptionButton -]
Alphabetic ICategorized I
(Mame) OptionButton1 =
Accelerator
Alignment 1 - fmAlignmentRight
AutoSize Falze
BackColar [ ] aHOOFFFFFF&
BackStyle 1 - fmBackStyleOpaque
Caption Yes
Enabled True
Font Arial
ForeColar B =Hooo0o000&
GroupMame Question 1 |
Height 24
Locked Falze
Maouseloon (Mone)
MousePointer |0 - fmMousePointerDefault
Picture (Mone) -
PicturePosition | 7 - fmPicturePositionAboveCenter
SpedalEffect |2 - fmButtonEffectSunken
TextAlign 1 - fmTextAlignLeft
TripleState False ;I

Figure 8: Group Option Buttons by Question

Deactivate Design Mode to make buttons active.
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Figure 9: Deactivate Design Mode and Buttons will be active



Add Form Title

As with all documents, ensure the title of the form makes sense. When a
person has many files open at the same time, an appropriate title helps
make each form easier to find. This is especially true for a person who is

using Assistive Technologies.

In Word 2010, click on:
1. File tab of the ribbon
2. Properties
3. Advanced Properties
4. Summary Tab, add Title

Via Keyboard: Alt, F, I, QS
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Figure 10: Screenshot showing how to add a Title to a Word form



Restrict Editing

In order for a Word Form to work with assistive technology editing
restrictions must be set.

To Restrict Editing:
1. Click, ‘Restrict Editing’
2. Check checkbox under, ‘Editing restrictions’
3. Choose ‘Filling in Form’
4. Click, ‘Yes, Start Enforcing Protection’
5. Enter a Password.

Via Keyboard: Alt, L, PE
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Figure 11: Screenshot showing how to add editing restrictions




Add Styles and Check Accessibility

As with the creation of any document or form built-in styles should be
applied. An appropriate heading structure, the correct application of lists,
alternative text added to all visual elements, etc. For questions about how to
appropriately apply built-in styles to your Word document, check out Seven
Steps to Creating an Accessible Microsoft Word document available on the
California Department of Rehabilitation website.

Beginning with Microsoft Office 2010, an Accessibility Checker tool is
included in Word, PowerPoint and Excel. To activate, click on File, Info,
Check for Issues, and Check Accessibility. Via Keyboard: Alt, F, I, |

@' = : | Pre-Test for Principles of Accessible Documents - Microsoft Wo
.ﬂ' Home Insert Page Layout References Mailings Rewview View Developer
H Save .
5 Information about Pre-Test fo...
P, Save As
G:\Central Office\ILEADNDAS\STAFF FOLDERS\Jo€\Pr...
.| Save as Adobe PDF
[ Open L
_ Permissions
' Close 5'9% ;-l Anyone can open, copy, and
change any part of this
Info Protect decument.
| -‘\1 Docurnent =
Recent
New - Prepare for Sharing
[ =) Before sharing this file, be aware
. = that it contains:
LA Check for Document properties,
Issues - author's name and related
Save & Send

Inspect Document
I'-_-_r ! Check the document for hidden properties

Help ar personal information,
=  Check Accessibility @
:1 Options _@ Check the document for content that petfe

@ with disabilities might find difficult to read.
Exit

@ Check Compatibility
% J Check for features not supported by earlier

versions of Word.
=4 TS U IO P T

Figure 12: How to find Accessibility Checker in Word

A full accessibility check of the form using automated and manual tools
should be performed to ensure that built-in styles have been applied
correctly, and also to hear how the form reads with a screen reader. There
are several screen readers available on the market, including some that are
free to download. Some of the most popular screen readers are; JAWS for
Windows, NVDA (open source), Window-Eyes and VoiceOver (for iOS).
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PDF Forms

Most PDF forms start in another file format, such as Microsoft Word,
QuarkXPress, or InDesign, etc. PDF forms can also be developed from
scratch within Adobe Designer. This document will focus on developing a
PDF form from an original Microsoft Word document. However, much of
what is covered in this section applies to all PDF forms, no matter in what file
format they were first created.

If creating a PDF form from an existing Word document, the first step is to

open Acrobat Professional and click on Create Form. Then choose, From
Existing Document. Find your document and hit Continue.

s B

Adobe” Acrobat’ XI Pro

Open a Recent File Select a Task
] DR148.T-Acquisition-Request-Form Adob...

A Create PDF

L,

] SERVICE ANIMAL LAWS.pdf

] DOR Document Accessibility Standards.paf

¥ ss.pdt 1
2 My Computer..
£ Awobat.com How would you like to create a form?
Easily Create Online Forms | T e e
’ b Quickly build fillsble PDF anc Create a form from scratch or using a template
o from fcratch

Learn How

o ¢l From Existing Document

Z| Createfrom a scanned paper form or an easting
Word, Excel, or PDF File

Mext > Cancel |

Figure 13: Screenshots showing Creating PDF file from an existing document
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Adobe Acrobat Pro will then scan the document adding form fields where it
thinks they belong, and will assign a name to the form field taken from
surrounding text on the document. The name it provides is also added as the
Tooltip for the form field. While this is a helpful step, the text that is used as
the name and also placed within the form fields is often either incorrect or
insufficient to make the form usable, and therefore not-accessible.

Below is a screenshot of part of a Word form that was imported into Adobe
Acrobat Professional XI. You can see some of the Text Field names are
accurately named, some are insufficiently named, and some are misnamed.

Examples from the form shown below;
1. Last Name is accurately named, ‘Last Name’.
2. Birth Date: Month is insufficiently named, ‘Month’.
3. Home Phone Number is misnamed, ‘undefined_3'.

. Personal Information

Last Name

Last Name

Male

Middle
s

Female

Mailing Address

Mailing Address City
{m undefined_2 { 3

(Area Code) Cell Phone Number (Area Cg@de) Home Phone Number

e coa

(Area Code) Business Phone Number

Email Address

(E-mail Address)

Figure 14: Part of a Word form imported into Adobe Professional

I will explain how to improve the names and corresponding Tooltips of these
form fields in the upcoming section on Ensure the Tooltip is Helpful.
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Activate ‘Tag Annotations’

An accessible structure in the Word document prior to creating the PDF form
automatically creates tags in Adobe. To ensure that any new tags created
are assigned and therefore included in the Tag tree, and in the correct order,
choose to activate Tag Annotations from the Options menu.

From the Tags menu, click on the Options button located at the top of the
page under the word ‘Tags’, then check ‘Tag Annotations’.

Paste Child
:'Z-" Delete Tag
== Find Tag from Selection
Q Create Tag from Selection

Find...

Change Tag to Artifact...
Copy Contents to Clipboard

Edit Class Map...
Edit Role Map...

—
v Document is Tagged PDF

Show in Content Panel
v Highlight Content

Show Metadata...

Broperties...

Figure 15: Tags Options menu
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Create New Form Elements

Once a Word document has been imported, new form elements can be

created and existing ones can be edited.

'_'.'\-.Create" ‘@%

‘ ] ‘Q-‘ o B I Keep tool selected

eI

| (=) (o) [ 523%

]llﬁa\@

I

Ll !2 I3

e

|I1Idllr Ll .

l6

=

=

FIRST MIDDLE

Address (please incude zZip code)

LAST

ss please include zip code

Phone number:  (Laieiad)

E-mail address:
Gender:
Ethnicity (optio

Hispanic

erican Indian or Alaskan Native

=

Pacific Islander White

Asian

Other (Specify)

Disability (optional);

Occupation/Specialization:

OccupationSpecialization 1

I OccupationSpecialization 2

In the example below, Check Box
form fields need to be created for both the Gender and Ethnicity options.

¢85 Close Form Editing

B2l Add New Field -

[TL] Text Field

;IF"

Q Radio Button
List Box
Dropdown

(ox] Button

[E=] Digital Signature

Barcode

Field Type Help

TR CEADT

=t 2 s

Figure 16: Showing where Check Box form fields need to be added

In Edit Forms new form fields can be added, such as; Text Fields, Check

Boxes, Radio Buttons, List Boxes, Dropdown lists, Buttons, Digital
Signatures and Barcodes.
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Once placed on the form right click on the new or existing form element and
choose Properties. Within Properties the form element name and Tooltip can
be edited. The text entered as a Tooltip is what will be read by assistive
technology when the software arrives at the form element.

Ndlle '5?@‘, Add New Field -
FIRST MIDDLE LAST s
- ' it Fielde -
FIRST MIDDL x|
Address (please include Zip O General |Appearance] Positionl Optionsl Actionsl
[ Name: ale
Phone number: ) E
E-mail address:
Gender: Male [ F A screen reader will f
_ i read, "Gender, Male,
Ethnicity (optional): Amen‘c check box unchecked" ]

Black  [lHispanic

 Common Properties

Figure 17: Check Box form field properties box
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Ensure the Tooltip is Helpful

Once someone who uses a screen reader understands that they are in a
form they will switch to Forms Mode by hitting the Tab key. Once in forms
mode a screen reader user will easily travel through the form from one form
element to another using the Tab key. While in forms mode the screen
reader will no longer be reading the text that can be seen on the form, rather
it will only read what has been added in the ‘Tooltips’.

This means that if there is a question that offers Check Boxes for either a
Yes or No response, either the question should be added to the Check Box
Tooltip, or the screen reader user will be required to constantly switch in and
out of forms mode to read questions. This is not an efficient way to navigate
through the form.

A Helpful Tooltip in this example will include the question, in addition to the
Yes or No response. Below are examples of an ‘unhelpful tooltip’, and a
‘helpful one’.

Section lll: Status of Request

Has this request been reviewed by your supervisor?: Yes [ No

Unhelpful Tooltip: "Yes'

Figure 18: A Check Box with an unhelpful Tooltip.

Section lll: Status of Request

Has this request been reviewed by your supervisor?: Yes [] No

Helpful Tooltip: 'Section 3, Status of Request.
Has this request been reviewed by your
supervisor? Yes'

Figure 19: A Check Box with a helpful Tooltip
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In the same way, if the form has several instances of asking for phone
numbers, instead of simply having each Tooltip say Phone, a more helpful
Tooltip might include which phone number it is requiring, such as; Client
Phone Number, Employer Phone Number, etc. A visual person can use a
visual cue to know which number to enter by seeing where the phone field is
in relation to Client or Employer on the form. Adding a more helpful Tooltip
will provide a screen reader user an auditory cue.

Control Text Field Appearance

For Text Fields to be visible to everyone, Borders, Underline, or Fill Color
can be added. Otherwise Text Field boxes will only be visible on screen to
individuals using Assistive Technologies.

Right Click on the Text Field, choose Properties. Click on the Appearance
tab and choose to add a border, an underline, background color, as well as
control the way the border appears.

Also ensure that the font style and size meets department or agency
requirements.

Text Field Properties x|

Genera osition] Options] Actionsl Formatl Validate| Calculate|

— Borders and Colors Choose how

text fields will
Border Color:  [ll| ljLine Thickness: Ad appear.
EI Line Style: | Underlined With borders?

Underlined?
‘Tart/—""
Font Size: ]14 'I Text Color: !

Q [ Arial |

|

o W

Ensure font style and size match
agency's requirements

[™ Locked Close I

Figure 20: Text Field Properties box
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Use the Read Only Option

The Read Only option for Text Fields ensures that important information,
long descriptions, or legal explanations are not missed.

When in Forms Mode it is not uncommon to miss information that is
presented in text on the form, but not listed in a Form Field Tooltip. This
happens most often when the text appears in between two form field
elements. Below is an example of such an occurrence. In forms mode when
entering a new section of the form, | did not hear the explanation about why
they were collecting information about my ethnicity nor how it would be used
in the determination of my eligibility. (Line item number 6 in the example
below is not read).

LIST FAMILY MEMBERS IN HOUSEHOLD BIRTHDATE *SOCIAL SECURITY NUMBER

NAME OF SPOUSE NAME OF PARENT

CHILDYOTHER RELATIVE

CHILVOTHER RELATIVE

. The law requires that information on ethnic origin and primary language be collected. If you do not complete this section, social service

staff will make a determination. The information will not affect your eligibility for service.
. y ethnic ongin is

R
" My primary language is
(see reverse side for corract coae): m (see reverse s:gfe for comrect code:)

Figure 21: Showing how a person can miss important text when in forms mode
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Missing important information on the form when in forms mode is a common
problem with both Word and PDF Forms. Luckily in Acrobat Professional X
and beyond, Adobe incorporated the option of adding a Read Only option to
Text Fields.

To take advantage of this feature, place a new Text Field where the text
begins. In the previous example, it would be where Section 6 begins. Place
the text in the Tooltip and check the Read Only box.

To add a Read Only Text Field:

Right Click

Choose Properties

Under General Tab, place text in Tooltip
Check the Read Only box

Close

=l

General |Appearanl:e| Pos'ilionl Optionsl Actionsl Forma%l Validctel Ca!cufctel

akrwnNE

4, Havo you recened MName: |Sectmn 6
If *YES", complete

DATE AND COUNTY WHE

Tooltip: lStcticn 6. The law requires that information «

5. LISTF:

NAMN OF SO

CHELPOTHE R RELATIVE

The law o ] E
2 .m gty - Common Properties

A. My athnc ong : .
Bod RSO 4 Form Field: I‘-‘l;lb!t ﬂ [¥ Read Only

1 affirm that the Orientation: |u v| degrees I™ Required
tully it verificatio .

| also understan

[ Locked Close

Figure 22: Making a Read Only Text Field

NOTE: Modify the text to remove all hard returns when copying and pasting
into the Tooltip area. Pasting will cease when the first hard return appears.
[Several thousand characters of text can fit in a Tooltip. However, limit the
amount as prescribed by your department, agency or company]. The text in
the tooltip is not tagged, and therefore would be impossible to navigate by
assistive technology users.
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Check Reading Order

The form is to be considered accessible when all on-screen navigation can
be accomplished via the keyboard only. The Tab button moves focus, and so

the Tabbing Order of the form must make sense.

Once all form fields have been added, and the names and tooltips entered,
check the tabbing order. At the bottom of the Edit Form menu is a view of the
order in which your form fields appear. Corrections to the order in which form
fields are read can be made simply by dragging items to their proper spot in

the Tab Order of the Edit Form menu.

hrr‘llt r:llrr'lplv.-_'t:leFv:quv: tlfllrrr'lv.-_'rl DMC FItuIn’rurrr‘latlun T

kKing £ yraz ycs oo
IT Tracking ITSD Use Onl
Contact Person
I:|u: tDat:I |"]r5|' In:|'--.'| -Dl /is |ur1_.v.-_-ct|ur1Ur1|t- Il Contact Personfili]
acnnahle Accommodatinn ReouEoiks w N¢-. Yes (include R/A documentation))

rrhace Tane checl all that 2k Eee————

Campute.:::.ﬂ Nev.===.. Replacement:}-- Desktop B Laptop

Monitar A new Replacement
Printer N tew Replacement
Printer Type Desktop Metwork (801 Drintar Tima Mthar Funl
Software B Standard 8 Upgrade B Special Softwarc| RIS
Telecom DSsL Cell phone T2 Tlernrn Pthar Evnlain
Peripheral Camera, flash drive, projector, scanner, RAM, headset, etc.
omer erT— .
L ___._]
Total Equipment 3 Trtal FAaninment!
Total Software 3
Mthar T

Figure 23: Showing a correct Tab Reading order
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Fields

Sort By ~ Tab Order =

‘<||§||§||§| X X F ®

Yes include RA du:ucumentatio;l
Purchase Type, check all that_l
Mew Computer

Replacement Computer

Mew or Replacernent Desktop

Mew or Replacement Laptop !
Mew Monitor
Replacement Monitar ‘;l




Set the Title of the Form

As with all types of documents, a PDF form must be given a title that makes
sense. When a person has many files open at the same time, an
appropriate document title helps make each form easier to find. This is
especially true for a person using assistive technologies.

By default a screen reader will identify a document by the file name rather
than the title. After giving the PDF Form a title, set the document preferences
to show assistive technology users the document title rather than the file
name.

To give a PDF Form a title, go to:

File

Properties

Description Tab, enter Title

Then go to Initial View tab

Under Window Options, set ‘Show’ to Document Title

akrwnE

Document Properties _ﬁl

Description | Security | Fonts | Initial View | Custom | Advanced |
1 Description
File: TEIRFA Appendix B

Title: ITraumatic Brain Injury, Request for Admission, Appendix B

Author: |"Krack, Joseph@DOR®

x

Subject: r -Mﬁption| sﬁuﬁwl Fonts Initial View |[us:tom | Advancedl

Keywords: 1~ Layout and Magnification

Mavigation tab: |Pag: Only j

Page layout: | Single Page Continuous j

Created: 6/
Modified: &/

Magnification: |D:fau|t j
Open to page: |l of 2

Application: A |
1~ Window Options

 Advanced
™ Resize window to initial page

PDF Producer

e T After setting the Title in Description tab,

[ Open in Full Screen mode go to Initial View tab and set, 'Show’ to
ﬁ Document Title rather than File Name
Show: | File Name -

L File Name
rfUser Inte

™ Hide menu bar
M Hids tenl hare

Figure 24: Give the PDF a Title and ensure it is displayed rather than the file name

AR
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Set the Language

A default language for the document must be set in order to ensure assistive
technologies, visual browsers and captioning software will read the
document accurately.

When a default language is set screen readers can load the correct
pronunciation rules. Visual browsers can display characters and scripts
correctly. Media players can show captions correctly. This results in a better
understanding of the document’s content.

To set the default language in PDF, go to:
1. File
2. Properties
3. Advanced tab
4. Set the Language from the drop down menu

Document Properties

.Descriptionl Securityl Fonts I Initial‘u’iewl Custorn | Advanced !

— PDF Settings

Base URL: I

Search Index I

Trapped: I Unknown v|
—Print Dialog Presets

Page Scaling: I Default vl

DuplexMode: ISimplex -

Paper Source by Page Size: [

Print Page Range: I

Mumber of Copies: IDEFauIt VI
~ Reading Options

Binding: ILef't Edge vl

Language: IEninsh j

e —

English with Arabic support

Enalizh with Hebrew support

Figure 25: Showing how to set the default language
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Reader Extended Version

The PDF form must be saved as a Reader Extended PDF to allow people to
fill out the form, save and print.

To save as a Reader Extended PDF:
1. File
2. Save As Other
3. Reader Extended PDF
4. Enable More Tools

g TBI RFA Appendix B.pdf - Adobe Acrobat Pro =101 x| =B il

[l Edit View Window Help * o 9 |
% Open... oo EP Customize ~ > I
¢ - /

Open From Acrobat.com... - - L AaBbC %. # u
7 ! = ! Editi Edit
% Create S ] m JoesToolSet | Sign | Comment Heading4 - g;::su'e ting lm;"

Ve Lork =1l

Save As... Shift+Ctrls  pnt of Assurances Form 2y |

Save As Other... Microsoft Word 3 u

Save To Acrobat.com... Spreadsheet f,:’:ﬁ
=] Send Fie... Microsoft PowerPoint Presentation |

A " fi—
[ Get Documents Signed... i '[ bE
HTML Web Page =

s sy Beduced Sze POF... ;

s ertified PDF... Il
s il | Reader Extended PDF Enable Adding Text in PDFs (that are not PDF forms)...
& Print... CulP  pptimized PDF... nable Commenting & Measuring...

1 H:\My Documents)...\TBI RFA Appendix B.pdf Archivable PDF (PDF/A) Enable More Tools (includes form fill-in & save) ...

2 H:\My Documents\...\TBI RFA Appendix A.pdf Press-Ready PDF (PDF/X) —

H:\...\S PLACEMENT PLUS PLACEMENT REPORT.pdf

2 Ha\...\ P More Options

4 C:\Users\JKRACK\Desktop)SOC295.pdf T ~mereTrr

5 H:...\DRD148 IT Acquisi...quest Form (5).pdf hiave Been MEL or are in process.
m and sub-contract with only licensed

Exit Ctr+Q  Yision of all services that require such

Figure 26: Showing how to save as an Extended Version PDF

NOTE: Once saved as an Extended Reader PDF, changes or edits will no
longer be possible. | would recommend keeping a copy of the final PDF form
in a separate file. Save the Extended Reader version with a slightly different
file name. If small changes or updates to the form are needed at a later date
having the original PDF to work from will be a real time saver.
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Accessibility Testing

An accessibility check of the form must be performed to ensure that the built-
in styles have been converted correctly, the tab order makes sense and to
hear how the Tooltips sound to assistive technology. Many people believe
the best and most effective tool to use in testing a PDF for accessibility is a
screen reader. There are several screen readers available on the market,
including some that are free to download. Some of the most popular screen
readers are; JAWS for Windows, NVDA (open source), Window-Eyes and
VoiceOver (for iOS).

In addition to using a screen reader there are some additional tools to test a
document’s accessibility, including the ‘Accessibility Checker’ that is included
in Adobe Acrobat Professional X and XI. It is always best to use more than
one tool to ensure accessibility. Do not rely solely on automated tools to
check accessibility.

While screen readers and other tools can help you in the testing process,
there is no substitute for the human element. Testing tools can tell you if
Tooltips are present, but they cannot determine if they make logical sense,
and/or include all the relevant information that is visible on the form. In
addition to ensuring that all information is presented to persons using
assistive technologies and that the form makes logical sense, most tools are
not able to test for the appropriate use of color. Some web based tools can
check for contrast levels, but most tools can’t. Additionally there may be
some graphics in the form that contain important information for the user.
Graphics need a human eye to evaluate their accessibility.
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References/More Resources

How do | create accessible forms?
http://dor.ca.gov/DisabilityAccessIinfo/How-do-I-Create-Accessible-
Forms.html

How do | construct accessible documents?
http://dor.ca.gov/DisabilityAccessInfo/How-do-I-Construct-Accessible-
Documents.html

Social Security Administration (SSA) Guide: Producing Accessible Word and
PDFE Documents
http://www.ssa.gov/accessibility/files/The_Social _Security Administration_A
ccessible_Document_Authoring_Guide_2.1.2.pdf\

Creating Accessible Forms in Microsoft Word
http://doccenter.freedomscientific.com/doccenter/archives/training/accessible
-forms-in-word.htm

Creating Accessible Word Documents
http://office.microsoft.com/en-us/word-help/creating-accessible-word-
documents-HA101999993.aspx

Using the Acrobat X1 Pro Accessibility Checker
http://www.adobe.com/content/dam/Adobe/en/accessibility/products/acrobat/
pdfs/acrobat-xi-accessibility-checker.pdf

Creating Accessible PDF and Word Forms Training
Offered by the Disability Access Services unit of the California Department of
Rehabilitation

For more information and technical assistance
contact the Disability Access Services

This document may be reproduced without change and in its entirety for
redistribution purposes without prior permission from
Disability Access Services. (November 2014)

DEPARTMENT of
REHABILITATION

Employment, Independence & Eq uallty'
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http://www.ssa.gov/accessibility/files/The_Social_Security_Administration_Accessible_Document_Authoring_Guide_2.1.2.pdf
http://www.ssa.gov/accessibility/files/The_Social_Security_Administration_Accessible_Document_Authoring_Guide_2.1.2.pdf
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http://www.dor.ca.gov/disabilityaccessinfo/

	About Disability Access Services
	Alternative Formats
	A Note about Hyperlinks in This Document
	Introduction
	A Note about PDF Form Creation

	Microsoft Word Forms
	Add the Developer Tab to Word Ribbon
	Add Form Elements
	Add ‘Help Text’
	Adding Option Buttons (Radio Buttons)
	Add Form Title
	Restrict Editing
	Add Styles and Check Accessibility

	PDF Forms
	Activate ‘Tag Annotations’
	Create New Form Elements
	Ensure the Tooltip is Helpful
	Control Text Field Appearance
	Use the Read Only Option
	Check Reading Order
	Set the Title of the Form
	Set the Language
	Reader Extended Version
	Accessibility Testing

	References/More Resources

