
How to make a pdf accessible 
 

Open document in Adobe, then click on “Tools” 

 
 
 
 

When the Tools open up, look under “Protect & Standardize” and click on “accessibility” button: 

 



 

First thing to do is click on the “autotag document” 

 

 

After that is done, then click on “Full Check”: 

 

Click on the “Start Checking” 



 

After it’s done running – the report will show up on the left.- Called Accessibility Checker: 

 

Click on the items arrows > to expose the items that need to be fixed.  Each item will show a red “X” 
next to each item that has to be addressed: 



 

 

Right Click on each item  

 

 

Some items to fix: 

 



Primary Language – again right click on this and hit “Fix”. New window opens up, click on the drop down 
to select language. 

Set English as language: 

 

 

Then the item in the Accessibility Report – will turn to a green check mark. 

 

 

Title – right click and hit “Fix” to set the document’s title.  Please note it should be different than the file 
name.   or go to: File -> Properties: 



 

Add a Title, then hit “okay”. 

 

Or you can just right click on the issue and hit “Fix”: 

 

New Window opens up.  Uncheck the box and add your title: 



 

 

 

  



HEADERS 

Some other items that may come are Heading issues - > Appropriate nesting failed.  This is indicating 
that sometimes users tend to set up word documents with not following the appropriate structures of 
using the heading tags. 

Like <header one> follows with a <header two>… 

 

Note: 

<header one follows with a <header three>… then goes to a <header two> 

 

This doesn’t follow the correct order and can lead screen readers to jump over sections on your 
document.  So you may have to go back to the original word document to reset header styles. 

  



IMAGES 

Other Issues that come up may be due to alternative text missing in images.  If you have images – right 
click on them, a new window pop open and hit “fix” and put alternative text to describe those images. 

 

 



 

 

 

Please feel free to contact the CMS Help center if you need further help.  We’ll be glad to walk you 
through some of these items.  cmshelp@clarku.edu or http://www.clarku.edu/cmshelp or call us X7508. 
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