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Creating Section 508 Conformant PDFs
Notes:

e This document addresses the most common Section 508 checks and common Section 508 issues
encountered when remediating a PDF. This document may not cover all aspects of Section 508
and PDF remediation.

e This document provides one way, but not every way, to remediate a PDF for Section 508
conformance.

e Unless specified for a task, do not use the “Reading Order” tool found on the “Accessibility” tool,
or the “Order” or “Content” panes found on the “Navigation” pane, for tag order or logical
order. This document uses tags to confirm conformance with Section 508.

Working with a PDF

Discussed below are general common actions needed to remediate a PDF for Section 508 conformance.
This documentation is not a complete discussion on working with Adobe Acrobat. See
https://helpx.adobe.com/acrobat/user-guide.html for using Adobe Acrobat and find keyboard shortcuts
at https://helpx.adobe.com/acrobat/using/keyboard-shortcuts.html.

Navigation Pane Panes

The “Tags” pane found on the “Navigation” pane is used for the majority of remediation tasks covered in
this document. Other panes such as “Content” and “Order” are used for limited, specific tasks.

FHWA-HAD-21-001 January 2021, Updated February 2025 1
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Open a pane by selecting the “View” menu item, then select “Show/Hide,” then select “Navigation
Panes,” and then select the appropriate pane. The screen shot below shows these steps to select the
“Tags” pane in the “Navigation” pane.
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Creating Section 508 Conformant PDFs

The screen shot below shows the “Tags” pane open. Each pane contains an “Options” dropdown as
highlighted below. Some remediation tasks are found in the “Options” dropdown.
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Adobe Acrobat contains a number of tools. To access these tools, go to the “View” menu item, then

select “Tools,” then select the tool to use.

Edit PDF Tool

Using the “Edit PDF” tool to edit content may corrupt the tag structure of surrounding content. Recheck

the tags after editing any content.

Working with Tags

This section provides general instructions for working with tags in a PDF.
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Finding a Tag

Creating Section 508 Conformant PDFs

To find the tag for specific content in a document, activate the “Selection Tool.” Typically, this is found

on the “Quick Tools” bar.
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Highlight the content using the “Selection Tool” then select “Find Tag from Selection” from the
“Options” menu of the “Tags” pane as shown below. On selection of “Find Tag from Selection,” the
focus moves to the tag containing the highlighted content and the tag is expanded in the tag tree.
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Changing a Tag Label

If the tag label is not semantically correct, e.g., a “Paragraph” tag is a “Heading,” select the tag. Then go

Creating Section 508 Conformant PDFs

to the “Options” menu in the “Tags” pane and select “Properties.”

FHWA-HAD-21-001

Sthings.pdf - Adobe Acrobat Pro DC
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On the “Tag” tab, select the correct tag label type from the “Type” dropdown menu.

Object Properties n

Content Tag Color

Type: | Section ~
) Article A
Title! | Annotation

Biblicgraphy Entry
Actual Text: Block Quote
Caption
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Document

Figure
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Close
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Inserting a Tag

To insert a tag, select “New Tag...” from the “Options” menu as shown below.
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In the “New Tag” dialog box, select the tag type to insert from the “Type” dropdown menu as shown
below.

Sthings.pdf - Adobe Acrobat Pro DC
File Edit View Plug-Ins Window Help
Home  Tools Sthings.pdf
w B X Q
@ Tags x
~ @Tags
@ > 9 <P>
D s 4 <P New Tag
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) Article
? @d‘} e Annotation
Bibliography Entry
H1
> @ <H> Block Quote
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<> P
g @ Code
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by @<L> Figure
Form
& <11

Moving a Tag

Select the tag to move. Move the tag by dragging and dropping into the new location. Alternatively,
select “Cut” from the “Options” menu. Navigate to the tag before where the cut tag is to be pasted.
From the “Options” menu, select “Paste.” To nest the cut tag, select “Paste Child.”

Content in a Tag

To move content, expand the tag and navigate to the content. Follow the instructions above for
“Moving a Tag.”

Deleting a Tag

Select the tag to delete. From the “Options” menu select “Delete Tag.”

Tagged PDF

The first step to ensuring a PDF is Section 508 conformant is to confirm that the PDF is tagged. One way
to determine the logical structure of a PDF is through formatted headings and other visual cues.
However, some users cannot decipher the logical structure of a document using visual cues. “Tags” are

used to convey the document’s structure in a logical manner to those using assistive technology, e.g.,
the big bold font is a heading, the blue underlined text is a link, or the content is a list of four items. This
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Creating Section 508 Conformant PDFs

logical structure of the tags is called a “Tag Tree.” Tags allow a proper reading of a document regardless
of how the content is accessed by the user.

Check for tags by opening the “Tags” pane in the “Navigation” pane.

Sthings.pdf - Adobe Acrobat Pro DC
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Section 508 101 — 5 Things You Can Do to Start Right
Updatod 12/70/2015
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calor contrast.
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image of:
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Ensure each codumn and row has a heades{s].
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Avoid Fuk‘h‘rﬁkm or more tables tagether.
Avaid visusy dividing with o raw sp
Enzure table is reguler.

DO BN

EECEE R

g al

T

As shown above, in the “Tags” pane the location of the “Tag Tree” says “No Tags available.” This
document is not Section 508 conformant. The file needs tags to be remediated for accessibility. Always
create a tagged PDF from the source authoring tool.
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Creating Section 508 Conformant PDFs

If the “Tags” pane shows “Tags” but the arrow “>” is not found to the left of “Tags” as shown below, the
document does not actually contain tags and is not Section 508 conformant.

Home Tools

Tags

I
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M D © © 4
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File Edit View Plug-lns Window Help
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4 Graphics 4 &'

= Addalt text to images.
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®  Frovide alt text for equations and cther objects ina separate file.
®  Avaid text s graphics. This applies to content copiec from ancther source.
Calor
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Tables
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The cata in each columan or row is belongs to that headerjs].
Avoid putting two or mors tables together.
Avoid visuslly dividing @ table with a row spanning all the columns.
Ersure tabie is regular. b

FHWA-HAD-21-001
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SECTION Creating Section 508 Conformant PDFs

You are the key. <

If the tag tree is expandable by selecting the “>” and contains tags, as shown below, continue checking
the document for Section 508 conformance following the procedures outlined in this document.

Sthings.pdf - Adobe Acrobat Pro DC - O *

File Edit View Plug-lns Window Help

Home  Tools 5things.pdf x ‘

B X Q 1T /1 A M s - . f1 Share
|

Tags X @

I

@ - @ Dbcklmar: Finchisediggy [ICT) actaiaibie by mawting the i
D the 57, T b, remcurces, ertards e ofh e e prowide baren ane (+)
for internal wae by PV for IET it procares, develoss, sasiaatis, and etiie. The LS Severnment aumis o2 Dbty for the
Tags A Saction 508 101 —5 Things You Can Do to Start B
v B Teg Things Right =
Updated 11/20/2018 o=
o lETl <Sect> Structune Use built-in optians for strucuring your document.
= * Titke—used once, the it of the dosument. Sased on = normal paragraph.
- ings and Uil e5 in hizrarchal order. @
@ 2P ml‘rstmnrsednnls style with Heading 1 [HL]. These sactions are further chided by (+]
> 1] Hearing 2, Heading 3, through Heading & Use them in arder. Do not skip = bewel.
. Puruannn use the naemel paragrash.
. fie theze ang Enter, antar to crasts & bisnk paragrash.
> q‘l <P= .l erexte using the izt taol from the Home ritban, not by sdding & — or other symsol in front
s
B ®  Links ~ linked words are urigue. Do not use ‘Cick here’, ‘Tead mare”, stc., for the inks.
> q‘l =p> ®  Tables—use the insart tugle toal.
® Mot on Styles- pick the coMeCt style for the contant and update the loak. Do not pick 8 style
% because of the inak
b) @ <H1> Fontz
®  Use fonts that ane resdatle. San Sarif is recommended over Serif. "
4 Graphics 4 im'
. > @ <L *  Addalt text to images.
% o Right click on image - Formeet Pictune -» Layaut & Properties - Alt Text -» Description.

®  Frovide alt text for equations and cther objects ina separate file.

5 @ 2Hlx ®  Avaid text s graphics. This applies to content copiec from ancther source.
Calor
. coior alone ko yi
] % Use underines anly for finks.
> ¢ .

that information aiso nesds to be conveyed in a differsnt way.
<H1> % Ongraphs and charts, provide kabets [not the value of the point or segment], unigue
> @ markers ar fire styles or some gther non-color visual way ta distinguish ore line from
the gther or ane sEgment from ancther,
= Wihen changing font Colors or putting font on 8 backgraund, ENSUME MIRImUM Color contrast.
> § <L Calor combinations can be tested st Diigz /fwensn orgi oo Contaachecyer) This
inclutes praphics where an image of text is unavoidabie.
> @ <H1>

> @<L>
5 @<H‘|>
> @<L> ©

Tables
Awoid tables for lyout. if unavoidabie, tal through content to confirm correct resding order.
Ensure exch column and row has & hesder]s).

The cata in each columin or row is belongs to that headerjs).

Avoid putting two or mors tables together.

Avoid visuslly dividing @ table with a row spanning all the columns.

Ersure tabie is regular. b

If you are changing the oolar of the text for a reason, i.2., the green tet are up<ates, ﬁ
£
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SECTION 3 Creating Section 508 Conformant PDFs
From the “Tags” pane, select the “Options” menu. Confirm that the option “Document is Tagged PDF” is
checked on the dialog box as shown below. If not checked, select the phrase “Document is Tagged PDF”
to check.

New Tag...

Delete Tag

Delete Empty Tags
Reading Order (%)
Eind...

Edit Class Map...

Edit Rale Map...

Tag Annotations
&_ v Document is Tagged PDF =

v Apply Role Mapping to Tags

v Highlight Content

Properties...

References

e https://www.w3.0rg/TR/UNDERSTANDING-WCAG20/content-structure-separation-
programmatic.html.

e  https://www.w3.0rg/TR/UNDERSTANDING-WCAG20/content-structure-separation-
sequence.html.

Document Properties
Document properties provide additional information about the document allowing users to quickly

access important information about the document, such as the title, author(s), keywords, and default
language. This information is also called “metadata.”
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Creating Section 508 Conformant PDFs
SECTIY(QareN(he key. ‘Xx‘v

Access the “Document Properties” dialog box in Adobe Acrobat by selecting the “File” menu item, then
select “Properties” as shown below.

g8 Edit View Plug-Ins Window Help

B Open... Ctrl+0O
Open Recent File »

E?} Create 2
Save As.. Shift+Ctrl+5
Save as Other »
Export To »

= print.. Ctrl+P

ﬁ Reduce File Size

Protect Using Password

[T share File
Properties... Ctrl+D
Close File Ctrl+W
Exit Application Ctrl+Q

Description
As shown below, select the “Description” tab and ensure the fields are completed as follows:

e Titleis correct and complete.
e Author is FHWA (Agency guideline).
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Creating Section 508 Conformant PDFs
SECTIONBE: g

You are the key. <

Inspect all the fields to confirm they do not contain references to any vendor or contractor (Agency
guideline).

Document Properties =
[Deseription | Security Forts  Initisl View Custom  Advanced
Descrption

File  Sthingspadf

Tatle |5u:t'mn 508 101 = 5 Things You Can Do to Start Rsght

duthor:  [FHINA

Subject: |
Eeyworde

Created:  12/9/2019 11:42:35 AM Additional Metadata._.
Modified:  12/9/2019 11:42:39 AM
Applicatiore  Acrobat PDFMaker 19 for Woed

Advanced
POF Producer  Adobe POF Library 19.12.68

POF Verson: 1.8 (Acroba Tx)

Lecation
File Size:  166.56 KB (173,627 Bytes)
Page Size:  250x11.00mn Humber of Pagesz 1
Tagged POF: Yes Fast Wb Viea: Yes
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Creating Section 508 Conformant PDFs
SECTIY(QHreN(he key. w\*\v

Security

After the information in the “Description” tab is entered and confirmed correct, select the “Security” tab
as shown below and ensure the following:

e “Content Copying for Accessibility” is allowed.

Document Properties X

Descriptio onts  Initial View Custom  Advanced

Document Security

The document's Security Method restricts what can be done to the document, To remove
security restrictions, set the Security Method to Mo Security.

Security Method: | No Security w Change Settings...

Can be Opened by All versions of Acrobat Show Details...

Document Restrictions Summary
Printing:  Allowed
Changing the Document:  Allowed
Document Assembly:  Allowed
Content Copying:  Allowed
Content Copying for Accessibility:  Allowed
Page Extraction:  Allowed
Commenting:  Allowed
Filling of form fields:  Allowed
Signing:  Allowed

Creation of Template Pages:  Allowed

Fonts
No adjustments are necessary for the “Fonts” tab.
Initial View

In the “Initial View” tab, ensure the file opens to the first page of the file by setting the “Open to page”
under “Layout and Magnification” to match the page label of the first page. If the first page of the file is
blank, which is typical for cover pages, leave the “Open to page” as blank. When selecting ok with the
“Open to page” as blank, and Adobe Acrobat gives the error message “The page number cannot be left
blank,” as shown below, put a space in the “Open to page” field. If “The page number cannot be left

FHWA-HAD-21-001 January 2021, Updated February 2025 16



Creating Section 508 Conformant PDFs
SECTIY(QareN(he key. ‘Q\%v

blank” error message continues after adding the space, set the page label “Style” to a style not used in
the document such as “a” then put “a” in the “Open to page” field.

Description Security Fonts  Imitial View  Custom  Advanced

Layout and Magnification

Navigation tab: | Page Only ~
Page |layout: | Single Page Continuous b
Magnification: |Defau|t o
Open to page: of 6(10)
Window Options

[ Resize window to inilte el =0 ta s 12

] Center window on sq _
\  The page number cannot be left blank.

O Open in Full Screen
Show: | Document Titl

User Interface Options

[ Hide menu bar
[J Hide tool bars

[ Hide window controls

Help oK Cancel

Next, ensure the document title instead of the file name is shown when opening the PDF by going to the

“Windows Options” section then select “Document Title” from the “Show” dropdown menu as shown
below.
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SECTION 3 Creating Section 508 Conformant PDFs
Leave all the other settings for “Layout and Magnification,” “Windows Options,” and “User Interface
Options” as their default setting.

Document Properties

Description  Security Fonts  Initial View  Custom  Advanced

Layout and Magnification

Navigation tab: | Page Only w
Page layout: | Single Page Continuous ~
Magnification: |Defau|t bl
Open to page: |1 of 1
Window Options

[[]Resize window to initial page
[ Center window on screen

[JOpen in Full Screen mode

Show: | File Name ~

File Mame

[IHide menu bar
[JHide toel bars

[ Hide window centrels

Custom

No adjustments are necessary for the “Custom” tab.
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Creating Section 508 Conformant PDFs
SECTIY(QHreN(he key. w\*\v

Advanced

Select the “Advanced” tab and set the default language of the document to that matching the content
by going to the “Reading Options” section and select the appropriate language from the “Language”
dropdown menu as shown below.

Document Properties >

Description  Security  Fonts  Initial View  Custom

PDF Settings

Baze URL: |

Search Index: | Browse... Clear
Trapped: | Unknown w
Print Dialog Presets
Page 5caling: | Default ~

DuplexMode: | Simplex o
Paper Source by Page Size:  []

Print Page Range:

Mumber of Copies: | Default

Reading Opticns

Binding: | Left Edge w

Language: |English W

If the document contains content in more than one language, set the default to that of the language for
the majority of the content and manually set the language for the specific content using the instructions
in the Language of Parts section in this document.

References

e https://www.w3.org/TR/WCAG20-TECHS/PDF16.html.
e https://www.w3.org/TR/WCAG20-TECHS/PDF18.html.
e https://www.w3.org/TR/UNDERSTANDING-WCAG20/navigation-mechanisms-title.html.

Sensory Characteristics

Do not reference content solely by color, shape, size, sound, or location. Note: “above” and “below”
references are acceptable to discuss content before and after a point in the content when presented in
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SECTION 54 Creating Section 508 Conformant PDFs

logical order. Avoid statements like, “press the green button to continue,” “refer to the list to the right,”
“the top-left image shows...,” etc.

Use of Color

Color alone cannot convey information. This criterion applies to all content, including text, links, and
non-text content.

Text and Links

Where the font color changes or is highlighted for a reason (e.g., a color-coded table, “the green text are
updates,” “
uniquely, visually convey this information without color. This includes linked words among other text.
See further discussion on links under “Color Contrast.”

red form fields are required,” “see the highlighted information”), provide another way to

Non-text Content

Non-text content includes items such as graphs, charts, and figures. Ensure any information conveyed by
a color change is conveyed in another way to uniquely, visually convey this information without color.
For line graphs, provide a unique marker, line style, or a descriptor pointing to each line. For charts,
provide a unique pattern on each segment or the category label of each segment near the segment.
Adding the values of a point on a line or segment does not satisfy this criterion.

Color Contrast

All text color combinations must meet WCAG 2.0 AA minimum color contrast requirements. Large text
(i.e., 14 pt bolded and larger or 18 pt nonbolded and larger) must have a minimum color contrast of 3:1.
Text not meeting the minimum font size for large text must have a minimum color contrast of 4.5:1.
Minimum color contrast requirements apply to text—background combinations (e.g., black text on a
white background) and images of text where the image replaces the text to maintain a certain look such
as an infographic or flow chart.

The color contrast requirement does not apply to logos or where the text is incidental to a graphic.
Links

Minimum color contrast applies to linked words among other text where the only difference between
the linked words and surrounding text is color (e.g., the underline typically representing a link is
removed). In these cases, ensure minimum contrast of 3:1 or greater between the color of the linked
words and the color of the surrounding text. In addition, provide another visual indicator when tabbing
to or pointing to the link such as adding an underline or changing the font to bold. Link contrast
requirements are in addition to the contrast requirements of text against the background.

Several websites and tools are available to check color contrast, including the following:

e https://webaim.org/resources/contrastchecker.
e https://webaim.org/resources/linkcontrastchecker.
e https://developer.paciellogroup.com/color-contrast-checker/.
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References

e https://www.w3.org/TR/WCAG20-TECHS/G14.html.

e https://www.w3.org/TR/WCAG20-TECHS/G111.html.

e https://www.w3.org/TR/WCAG20-TECHS/G182.html.

e https://www.w3.org/TR/WCAG20-TECHS/G183.html.

e https://www.w3.org/TR/UNDERSTANDING-WCAG20/visual-audio-contrast-without-color.html.

e https://www.w3.org/TR/WCAG20-TECHS/G96.html.

e https://www.w3.org/WAI/WCAG21/Techniques/general/G111.html

e  https://www.w3.org/TR/UNDERSTANDING-WCAG20/content-structure-separation-
understanding.html.

e https://www.w3.org/TR/WCAG20-TECHS/G145.html.

e https://www.w3.org/TR/UNDERSTANDING-WCAG20/visual-audio-contrast-contrast.html.

Text as Text
Render text as text, not images of text. Exceptions to this rule include the following:

e When text is essential to a graphic (e.g., logo, flowchart, infographic, equation).
o The image of text is visually customizable to meet the users need.

References

e https://www.w3.org/TR/UNDERSTANDING-WCAG20/visual-audio-contrast-text-
presentation.html.

Bookmarks
Bookmarks allow users to navigate a document by providing a hierarchal outline of the document.
Documents with more than nine pages require bookmarks. To ensure a document has bookmarks, open

the “Bookmarks” pane on the “Navigation” pane, as shown below. Confirm the bookmarks are accurate
and are representative of the document structure. Rearrange and nest bookmarks as needed by

FHWA-HAD-21-001 January 2021, Updated February 2025 21


https://www.w3.org/TR/WCAG20-TECHS/G14.html
https://www.w3.org/TR/WCAG20-TECHS/G111.html
https://www.w3.org/TR/WCAG20-TECHS/G182.html
https://www.w3.org/TR/WCAG20-TECHS/G183.html
https://www.w3.org/TR/UNDERSTANDING-WCAG20/visual-audio-contrast-without-color.html
https://www.w3.org/TR/WCAG20-TECHS/G96.html
https://www.w3.org/WAI/WCAG21/Techniques/general/G111.html
https://www.w3.org/TR/UNDERSTANDING-WCAG20/content-structure-separation-understanding.html
https://www.w3.org/TR/UNDERSTANDING-WCAG20/content-structure-separation-understanding.html
https://www.w3.org/TR/WCAG20-TECHS/G145.html
https://www.w3.org/TR/UNDERSTANDING-WCAG20/visual-audio-contrast-contrast.html
https://www.w3.org/TR/UNDERSTANDING-WCAG20/visual-audio-contrast-text-presentation.html
https://www.w3.org/TR/UNDERSTANDING-WCAG20/visual-audio-contrast-text-presentation.html

Creating Section 508 Conformant PDFs
SECTIONEES g

You are the key. <

selecting the bookmark and using the “Cut” and “Paste under/after Selected Bookmark” commands
found in the “Options” menu.

Creating Accessible W Adobe Acrobat Pro

File Edit View E-Sign Plug-Ins Window Help
Home  Tools Creating Accessible... X E @

w e XM Q ©) aeizy | K M O @ w= - B FT B Z &

Bookmarks X

Discicimer: FHWA is itted to making it X icati eyl Ja by meating the
i /# Section 505 of tha ifitation Act of 1973. The tools, resources, criteria and othar items provided hersin are for
El - '@' Eb |‘3I intarnaf use by FHWA for ICT it procures, develiops, maintains, izes. The LS. o figbility for the use by

third partias of the information contained in this documant.

[1 Table of Contents
v [] Document Properties
[ Title and author
N Language Creating Accessible Word Files
[1 saving
2 v [ structure
> [ Styles

> D Formatting

W © & O

~ D Graphics 4
D Graphs and Charts
> D Equations

[1 Embedded Media

~ D Sensory Characteristics e

> D Use of Color
US.Department
[1 Color Contrast of Transportation FHWA
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Creating Section 508 Conformant PDFs
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You are the key. <

Generate bookmarks as needed. Select the “Options” menu item in the “Bookmarks” pane and select
“New Bookmarks from Structure,” as shown below.

E word_detailed.pdf - Adobe Acrobat Pro DC
File Edit View Plug-ins Window Help
Home Tools This is an example ... Tagged PI
BRQOO /7| K
@ Bookmarks X
% o=
m 4 | af St |
e o
e
New Bookmarik Ctri+B
Format
Ul New Bookmarks from Structure... spasa s
Thes cocw
i
source ¥
@ =
—
« Highlight Current Bookmark Tewe
B Hide After Use E—
i Semw
Ga + Wrap Long Bookmarks
Text Sige »
D
[+ = -_

Select all the available headings, then select “OK.” The example document shown below has three
heading levels, (i.e., H1, H2, and H3) that are presented in the “Structure Elements” dialog box.

Structure Elements *

Structure

Artifact ~
Figure

Hi

H2

H3

Inline5Shape

L

LBody w

Select All Clear All

Once the bookmarks are generated, ensure they are correctly nested. Rearrange bookmarks as needed
using the “Cut” and “Paste under/after Selected Bookmark” commands found in the “Options” menu.

References

e https://www.w3.org/TR/WCAG20-TECHS/PDF2.html
e https://www.w3.org/WAI/WCAG21/Technigues/pdf/PDF2.
e https://www.w3.org/TR/UNDERSTANDING-WCAG20/navigation-mechanisms-mult-loc.html.
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Page Numbering

Creating Section 508 Conformant PDFs

Ensure the page numbering found in the PDF viewer matches the page numbering in the document. As

shown below, the page number in the screen shot is

oa:n
|

as is the page number in the PDF viewer.

Files - Adobe Acrobat Pro DC
Plug-Ins Window Help

Creating Accessible.. *
Q ® @

Table of Contents,

Links .....

Movement.............
Language of Parts......
Text as Text ..o
Text boXes .o,
Background Information......
Logical Order........ccocevvveennee.
Graphics .oovvvveiiiieneins
Graphs and Charts.....

Equations

FHWA-HAD-20-001

September, 2020

To change the page number displayed in the PDF viewer, navigate to the “Page Thumbnails” pane in the
“Navigation” pane. Select the page(s) to be renumbered then select “Page Labels” from the “Options”
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Creating Section 508 Conformant PDFs
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menu. In the “Page labels” dialog box, select “Begin new section” then set the “Style,” “Prefix,” and
“Start” as needed found under “Numbering” to match the number(s) in the document.

Page labels

() Selected
() From: |i To: i of 23

Mumbering

(@ Begin new section

Styler |0, i, iii, ... w

Prefi |

Start: |1

Extend numbering used in preceding section to selected pages

Sample: i, i, i, ..

QK Cancel

References

e https://www.w3.0rg/TR/WCAG20-TECHS/PDF17.html.

e http://www.w3.0rg/TR/2008/REC-WCAG20-20081211/#consistent-behavior-consistent-
locations.

e http://www.w3.0org/TR/2008/REC-WCAG20-20081211/#content-structure-separation-

programmatic.

Logical Tab Order

Specify the tab order for each document to ensure content is read in a meaningful and understandable
order. To do this, access the “Page Thumbnails” pane. Select all the pages by selecting one thumbnail
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Creating Section 508 Conformant PDFs

and selecting Ctrl + A on the keyboard. Navigate to the “Page Thumbnails” “Options” menu and select

“Page Properties” as shown below.

iz 2 =

Sthings.pdf - Adobe Acrobat Pro DC
File Edit View Plug-Ins Window Help
Home

Tools Sthings.pdf x

BEQ @ 12

@ Page Thumbnails X
g B2 #REOQ - -
Insert Pages »
u Extract Pages... =
Replace Pages...
Delete Pages... Shift+Ctrl+D
@ Crop Pages...
Rotate Pages... Shift+Ctrl+R
B Page Transitions...
% Page Labels... P
D Print Pages... Ctrl+P
E Embed All Page Thumbnails

Remoye Embedded Page Thumbnails

Reduce Page Thumbnails
Enlarge Page Thumbnails

Page Properties..

- [m] X
o o (o] é, @ 1-
54.1% m T B 7 4 & 1] Share
A @
v
i 2
Section 508 101 — Five Things Anyone Can Do to Get Started Right =
Updotod D5/28/20 5
ares pich iy include W emeil or
e B
SHTUERUTE: Use buitin options for structuring the product
Tite - Use the Tree” sryle ance. This 2 bazed on the Normsl Paragrash
Headings ~Style allvisual headings and subheading Start with “Heacing 1° and work down n bierarchal
order.
Parsgrash —Use the “Narmsl Paragragh’.
* Litz-Create wsing the Lt Toal
+ Links—Linked wards sre unique and descriptive. Do ot write ik here, read more’.etc
i e Do )
ot cremme = biank parsgraph by prescing emtes twic. L
Graphics 4
. s g age fully O
ot
fil confrman version.
* Do nctrepest the caption sz sk sert.
- 4
eraphicinduce logos. infograshics, ane fow chares
racteristics
rsing o
information alzo needs to be coreyeE i a Eifierent iy, (5]
orline sty
image of text i unavordatie ®
- ~
* Ensure exch column and row has 3 hesger(s].
I»
v

In the “Tab Order” tab of the “Page Properties” dialog box, select “Use Document Structure,” and then

select “OK,” as shown below.

Page Properties

Tab Order  Actions

(O) Use Row Order
(D) Use Column Order
:U se Document Structur

(O Unspecified

iterns on a page.

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

Cancel

References

e https://www.w3.org/TR/WCAG20-TECHS/PDF3.html

e https://www.w3.org/TR/UNDERSTANDING-WCAG20/content-structure-separation-

sequence.html.

e https://www.w3.org/TR/UNDERSTANDING-WCAG20/keyboard-operation-keyboard-

operable.html

e https://www.w3.org/TR/UNDERSTANDING-WCAG20/navigation-mechanisms-focus-order.html.
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Tags
Tagging Meaningful Content

Confirm all content conveying meaningful information is tagged. Remove any tags for content not
conveying meaningful information using the steps in the “Deleting a Tag” section. Content not conveying
meaningful information includes:

e Blank/empty tags (except empty table data (TD) tags that are needed to keep the table
structure).

e Extra hard returns.

e Page numbers.

e Redundant content (e.g., repeating header and/or footer content is tagged once).

e Decorative or background images used only as design elements.

Content Order Within Tags

Confirm the content within each tag is in logical order, especially with tags containing links, footnotes,
endnotes, and object elements. The screen shot below shows a paragraph with various elements inside
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a paragraph tag out of logical order. The links for the footnotes and the second equation are not in
logical order because they appear after all the other content.

This is an example paragraph to demonstrate reading order within a paragraph that has links.pdf - Adobe Acrobat Pre DC
File Edit View Plug-lns Window Help

Home  Tools This is an example ... X

B & B Q R MO @ - BT OB Z & D

Tags x
E-O
This is an example paragraph to demonstrate reading order within a paragraph that has links,

— @ Tags footfendnotes and objects. Also watch the content in tags that have links, foot/endnotes and/or
objects. It is not uncommaon for the tags for the link, foot/endnote, and/or object to be out of logical
order with respect to the rest of the content. demo link A and demo link 3%. When

v 4§ <Document> images or objects are placed in line with text, like they can be images in the pdf. The
image tag floats to the end of the content.

I

® 4D

—or

vq]<P>

=1 This is an example par

- ! Tast footnate 1
o @ <Link= "Test footnote 2
™ Test footnote 3

I B

= Demo link 1

@ Link - OBJR

&

5 @ <Link=
5 @ <Link>
=1 they can be images in
~ @ <Link>
H 1
 Link- OBR
-
> @ <Link>
=1 . and

5 @ <Links
=1 . When PathPathPathi

e Rearrange the content within the tags to be in logical reading order.
e Reading order also applies to tables with figures (e.g., images, equations, logos) in cells.
Commonly, Figure tags are outside of table tags. Reorder any out-of-order elements using the

technique discussed above.

FHWA-HAD-21-001 January 2021, Updated February 2025 28



Creating Section 508 Conformant PDFs
SECTIY(?HreN(he key. w\*\\h

Tag Order
Ensure tags are in logical reading order. Logical order is checked by inspecting the tags manually.

Check the tag order by expanding the tag tree and going through each tag one-by-one from the start of
the tag tree to the end. To highlight the content associated with each tag, select “Highlight content”
from the “Options” drop down in the “Tags” pane as shown below.

Untag Delete

Expand all Ctrl+Plus
Collapse all Ctrl+Minus
Cut Ctrl+X

Paste 3
Create tag 3
Cleanup 3

v Highlight content

Level up Ctrl+P

Level up children of tag Ctrl+Shift+P
Change tag order 3
Copy contents ... »

Place any out-of-order tags in their correct, logical reading order.

Logical reading order does not have to match identically the order in which content appears on a page.
For example, some prefer a figure caption reads before the figure itself. In this case, the Caption tag is
moved before the Figure tag, where in print the caption appears after the figure. Another example,
footnotes are placed at the bottom of a page in print, but the tags associated with each footnote
typically are placed directly after they are introduced in a paragraph, which reflects the logical order in
which content is read as opposed to the literal order as it appears on the page.

References

e https://www.w3.org/TR/UNDERSTANDING-WCAG20/content-structure-separation-
sequence.html.

Split Content

Be mindful of content spanning more than one page. In some cases, the content on the first page is
tagged separately from succeeding pages. As shown below, one paragraph spans two pages and is
tagged in two P tags instead of one. Merge the separate tags into one tag. Content spanning more than
one page is common for paragraphs, tables, tables of contents, and lists.
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To merge split content, expand the applicable tags. Move the content from all applicable tags into one
tag and ensure the content is in the proper reading order.

e pe
> 9 <P> against primary modm ofdlstress (1 e. dmblhtye’c:mckmg a.nd mﬂmg) ﬂ.ms avmdmg the demgn
and production of dry asphalt mixtures.

Mccordingly, a number of SHAs and asphalt paving contractors have examined the possible use
bf asphalt mixture performance tests in design and acceptance. Agencies and the industry are
onlcmg for performance tests to more accurately relate to expected field pavement performance
than trics alone, to improve the performance of all asphalt mixtures. Consequently, there

> q]<P>

~ q‘|<P>

S Accordingly, ar
1

= have been man:

> O <Hl=
~ lE?l <Sect»
> q <P have been many recent research efforts toward the development and advancement of
implementable and reliable asphalt mixture performance tests that could be adopted for more
5 O <L> routine use, depending on the respective project and roadway characteristics. The availability of]
buch performance tests is also important to asphalt paving contractors involved in alternative
> q <P broject delivery methods (e.g., design-build-maintain, public-private partnership) for highway
Fonstruction projects. In such cases, the contractors could benefit from having reliable
> q <P> ber e prediction capabilities as more risks shaft from SHAs to private sector.

Semantically Correct Tag Usage

Tag all meaningful content in semantically correct tags. Become familiar with the standard PDF tags.
Inspect all tags to confirm they are used correctly (e.g., lists are tagged as lists and not paragraphs,
headings are properly defined and provide hierarchal structure to the document, etc.). Specific tags are
discussed in more detail in the following sections.

Some files may contain tags that are not a standard PDF tag. These tags are called “Nonstandard PDF
tags.” See the discussion on “Role maps” in the “Nonstandard PDF Tags” section for more information
on nonstandard PDF tags.

References

e https://www.w3.org/TR/WCAG20-TECHS/G115.html.
e https://www.w3.org/TR/UNDERSTANDING-WCAG20/content-structure-separation-
programmatic.html

Container Tags
Document tag

The “Document” tag is the main container tag. Nest all PDF tags under the “Document” tag so the tag
tree will appear as:

e Tags

o <Document>
= {All tags}
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This is also shown in the screen shot below.

Sthings.pdf - Adobe Acrobat Pro DC
File Edit View Plug-Ins Window Help

Home  Tools Sthings.pdf
B w8 X Q
@ Tags

El-®

~ @ Tags

o OEA:Document ]

b3 q‘l <P
> @ <HP
> § <L
> § <Hi
> @<L
> @ <M

&

Other Container Tags

The following are other container tags used to group tags under the <Document> tag.

e Part.
e Art(icle).
e Sect(ion).

e Div(ision).

Use none, one, two, or all the above other container tags in a file, typically in the order listed, to
subdivide large content into semantically smaller sections. Use of container tags other than the
Document tag is not required. When used, use consistently (e.g., if a chapter is put in a container tag
such as a Part, all are put in their own Part container tag).

References

e https://www.pdfa.org/resource/tagged-pdf-best-practice-guide-syntax.
e https://helpx.adobe.com/acrobat/using/editing-document-structure-content-
tags.html#standard pdf tags.

Title

Tag the title and subtitle of a document, as applicable, as paragraph tags.
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Headings

Confirm all visual headings are tagged with heading tags, the headings are used in hierarchal order, and
the content within the heading is text. The main division, such as a chapter title, is tagged as H(eading)1.
The next major grouping under H1 is H2, and so on.

Heading tags H2—H6 are used as needed in descending order to structure the document. Do not skip a
heading level. Do not use the H tag (i.e., H with no number after it).

References

e https://www.w3.org/TR/WCAG20-TECHS/PDF9.html.

e https://www.w3.0rg/TR/UNDERSTANDING-WCAG20/content-structure-separation-
programmatic.html.

e https://www.w3.0rg/TR/UNDERSTANDING-WCAG20/navigation-mechanisms-descriptive.html.

Paragraph

One paragraph is contained in a single paragraph tag. If more than one paragraph is contained in a single
paragraph tag, extract the additional elements, and nest the content under a separate paragraph tag. Do
this as many times as necessary so every paragraph has its own paragraph tag.

Table of Contents

Confirm tags for tables of contents (i.e., table of contents, list of figures, and list of tables) are tagged
and nested correctly. Properly nested table of contents tags match the outline or heading structure of
the document.

Properly nested tables of contents are as follows:

e <TOC> This is the root (main) level under which all TOCI tags are nested.
o <TOCI>Thisis level 1 (e.g., chapter 1 or a main heading).
o <TOCI> This is another level 1 (e.g., chapter 2 or a main heading).
= <TOC> This is the entire table of contents for the subsections under the above level 1.
O <TOCI> This is the first subsection of level 1 (e.g., Chapter 2.1).
O <TOCI> This is the second subsection of level 1 (e.g., Chapter 2.2).
o ...
o <TOCI>This is level 1.
o

Every level of content in a table of contents is nested under its own TOC tag, i.e., each heading level is a
TOCI child tag nested under a TOC parent tag, which is the child of the previous TOCI tag.

Nest each table of contents item in a single TOCI. Each TOCI contains a Reference tag, a Link tag

(optional, use when the item is a link), the text of the TOCI, and a Link-OBJR (optional, use when the
item is a link). This information is nested as follows:
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e TOCI
o Reference
= Link (optional, use when the item is a link)
o Text of the TOCI
e Link-OBIJR (optional, use when the item is a link)

When the Link tag is omitted, nest the text of the TOCI under the Reference tag.

The screen shot below shows the tag tree for the TOCI “Structure.” “Structure” is an H1 in the
document. “Structure” contains two subheadings, “Styles” and “Formatting” tagged as H2 in the
document. These two subheadings are further divided into subsections, “Style Use, “Headings,” etc.,
tagged as an H3 in the document. These items from the table of contents are tagged as described above
with TOCI, Reference, Link, Link-OBJR, and the text of the TOCI.

iles - Adobe Acrobat Pro (64-bit)

File Edit View E-Sign Plug-lns Window Help
Home Tools Creating Accessible.. ¥ E ® ; EEE .
ar y =
B EQO®O® iy R MO @ v - A FT B L & D WQ
@ Accessibility tags X = @
SEC T|[)N@ Creating Accessible Word Files
H Table of Contents
> § <Toc> ~ -
" EN
~ @ <TOCI> Table of Content:
Document Propertie: 1 =
@ > 4 <Reference> Title and author. 1 a=
Language 2
B v § <C Saving. 2 ﬁ'
Structure 2
~ <TOCI>
% v Styles. 3 Exa’
~ @ <Reference> Style use N
Headin 3 .-‘-D
% v @ <t Modifying style: 4
§F Link- 0BR Spacing between el lements .
Line breaks 3
| SEYIES ouvmrrressrensirsrnsnsssssnessasrns Page Breaks 5
New or Custom Styles 5
v 4§ <ToC J Formatting 5 4
<TOCI> Built-in tool 5 L
v g Use built-in tooks to create: 9
N <Reference> Table of Contents, Endnotes, Footnotes 10 O
Links 11
~ @ <Link> Font " @
1
§f Link - OBIR
Language of Parts. 11
[= T —— Text as Text 12 4’
Text boxes 12
> @ <TOCI> -
Logical Order 13
TOCI
> @ <o Graphics 13
> § <Toc Graphs and Chart: 1
Equations 14
> @ <TOCI> Equation ait text notes:. 14
> @ <TOCI>
FHWA-HAD-20-001 September 2020, Updated April 2024
> @ <TOCI> ) I-'

References

e https://www.w3.org/TR/WCAG20-TECHS/G64.html.
e https://www.w3.org/TR/UNDERSTANDING-WCAG20/navigation-mechanisms-mult-loc.html.
e https://www.levelaccess.com/blog/pdf-table-of-contents/.
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Lists

Confirm all lists are tagged and nested correctly.

Creating Section 508 Conformant PDFs

e <L>Thisis the root (main) level under which all LI tags are nested.
e <LI>This is a list item containing all list elements, including the label and list body.

o <Lbl>This is the list label containing the bullet point or ordered-list number/letter. Use of
the Lbl tag is optional. In the case a bullet does not convert to the correct symbol in a PDF, it
can be placed in an Lbl tag to remediate. Do not put alt or actual text on the Lbl.

o <LBody> This is the list body containing all the content of a bullet item. If other elements
(e.g., paragraphs, tables, images, properly tagged sublists) appear between items in a list,

nest them under this tag.

Be mindful of lists breaking over pages. They may be tagged as multiple L tags or content incorrectly

tagged.

Tag each list in only one L tag. Tag each bullet item in only one LI tag. For example, a list of five items is

tagged as discussed above in the screen shot below.

@ Ground Modification Methods Reference Manual - VolumeI - Adobe Acrobat Pro
File Edit View Plug-Ins Window Help

Rete- | OB O H| 2R B B %L

@[] NG| =

Tags W[
2 &
E@Tags
EO <Document>
FF <HL>
FF <H2»
1 <p>
EO <L>
B |
=7 <Lbl>
= <LBody>
O <LI»
O <LI»
O <LI»
O <LI»
FF <H2»
1 <p>
1 <p>
B «Tables
1 <p>
1 <p>

MY N © & =3 O

R
iy

<

L0 DESCRIPTION AND HISTORY
1.1 Description

The uvnit density of most compacted soil fills, consisting of sands. silts. or clays, generally
ranges from about 115 to 140 pounds force per cubic foot (pef). The use of such conventional
earth fill material can result in significant settlement or decreased stability on some projects.
On some projects, it is desirable to use an alternate fill material with a lower unit density to
reduce the magnitude of applied earth loads.

In such simations, the use of a lightweight fill material can result in reduced settlement
and/or increased stability. The large variety of lightweight fill materials provides a large
range in densities, ranging from less than 1 to about 90 pef. Lightweight fills are most often
used to reduce the applied loads to (after Caltrans 2014):

» Eliminate or significantly reduce itude of embankment sett]

+ Eliminate or significantly reduce time required to achieve embankment settlement.
+ Reduce lateral pressure behind retaining walls. abutments, and other structures.
+ Reduce driving force in landslide repair.

+ Increase embankment resistance to seismic loads (low vait weight (density) results in
lower seismic inertial forces).
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The screen shot below shows the tags for a list of seven items, the first of which contains a sublist of
four items. The parent L tag has seven LI tags. The first LI tag has a nested LBody tag. Nested in the
LBody is the text of the bullet, an L tag, and the nested LI tags for the sublist of four items.

= 9 <p>
B <L>
=4 B

B <LBody>

B <L>
B <>
B <>
B <>
B <>
B <>
B <>
B <>
B <>
B <>
B <>
1 <p>
H 47 <H3»
1 <p>
H 47 <H3»
1 <p>
1 <p>
H 47 <H3»
1 <p>
H 47 <H3»
1 <p>
H 47 <H2»
1 <p>
1 <p>
1 <p>
1 <p>

00 R €

==

o]

% 1. Identify project conditi

w |

non-technical issues that affect the utilization of ground improvement and geoconstruction
technologies. A generalized summary of the evaluation process for use with the technologies
1n this reference manual can be summarized as:

1. Identify project conditions which could require ground modification or
geoconstruction technologies, such as projects that encounter:

a. Poor ground conditions which will not provide adequate support for the
transportation related structure. Poor ground conditions are typically
characterized by soft or loose foundation soils, which, under load. would
cause long-term vertical and/or lateral deformations, or cause construction or
post-construction instability.

b. Project constraints which require retaining walls or steep slopes.

c. Pavement foundations which require improvement.

d. Need for of a working platform or access road.

=

. Identify or establish performance requirements.
3. Identify and assess any time. space or environmental constraints.

. Assess the site conditions.

[P

. Assess project constraints.

=

. Identify limitations on the use of ground modification technologies.
7. Consider alternatives to the use of ground modification technologies.

These items are discussed i more detail below.
2.3.1 Project Constraints

Project constraints are generally such items as the project schedule and time. phasing

The screen shot below shows a common issue of lists containing sublists and other elements, such as
paragraphs, figures, and tables. This list is a list of three items. The first bullet contains a sublist of two
items, the second bullet contains a paragraph, and the third bullet has the bullet text only.

As shown in the screen shot below, this is tagged incorrectly as a list of two items, a paragraph, then a

list of one item.

Accessibility tags
E-®
s @Tags

v §f <Document>
> § <L
5 € <P>
y § <L

b Listitem 1
o Sublist item 1
o Sublist item 2
s Listitem 2
Paragraph in a list
e Listitem 3
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Tag this correctly as a list of three items as shown below by moving the LI tag for the third bullet to be
the third LI under the first L tag. Delete the now empty, second L tag.

Accessibility tags X
E-®
e @ Tags
v § <Dncument:~ e Listitem1
........ <L:} O Subl.lst item 1
v & o Sublist item 2
> @ <L e Listitem 2
Paragraph in a list
<] >
> ¢ o Listitem 3
b G <[>
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Next, nest the P tag for the paragraph in the LBody for the second list item. The sublist of two items was
correctly tagged originally as a list two items nested in the LBody of the first list item as shown below.

Accessibility tags x
E-®
s @ Tags
v §f <Document> o Listitem 1
. o Sublistitem 1
v & o Sublist item 2
v <> s Listitem 2
LBody> Paragraph in a list
<L Body:
v & ! e Listitem 3

= List itern 1

v § L
> <L
> § <L
v § <>
v § <LBody>
W - Listitem 2
5 ) <P
> @ <L

References

e https://www.w3.org/TR/WCAG20-TECHS/PDF21.html.

Tables
Properly tag tables.

Do not add alt text to tables.

If a table breaks over two or more pages, ensure column header rows for the second and subsequent
pages are untagged. Tag as one table without regard to the page breaks.
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Properly structure tables are tagged as follows:

e <Table> This is the root (main) level under which all TR tags are nested.
o <TR>This is the table row tag, which defines all cells in a horizontal row. <TR> is a child of

<Table>.
= <TH> This is the table header tag, which defines table cells that are column or row

headers. TH is a child of TR.
=  <TD> This is the table data tag, which define table cells that contains data. TD is a child

of TR.

Table Editor Initial Setup

A user needs to set up the “Table Editor” options in the “Reading Order” tool once; the settings will
remain each time a new PDF is opened. In the “Reading Order” tool under the “Options” menu, confirm
the following are checked:

e “Show page content groups” and “Page content order.”
e “Show table cells.”
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e “Display like elements in a single block.”
e  “Show tables and figures.”

FHWA-HAD-21-001

Reading Order

Draw a rectangle around the centent then click one of

the buttons below: EEJ
Text/Paragraph Figure
Form Field Figure/Caption
Heading 1 Heading 4 Table
Heading 2 Heading 5 Cell
Heading 3 Heading & Formula
Reference (g) Mote (z) Background/Artifact
Table Editor
Show page content groups ]

(O] Page content order

() Structure types

[+ Show table cells ]

[ Display like elements in a single block

[ Show tables and figures | ]
Clear Page Structure... Show Order Panel
Help Close
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Navigate to a table tag in the “Tags” pane and select “Table Editor” from the “Options” menu. When the
“Table Editor” is selected, the table is highlighted.

example.pdf - Adobe Acrobat Pro DC — m] x
File Edit View Sign Plug-Ins Window Help

Home  Tools example.pdf x ‘
B8 QO s e MO = -5 TIB L2 48R L

Tags X ]

g0 - A

E& Create PDF

w
it
h

New Tag...

- &2 editPor

® & 4
&J

Export PDF

Delete Tag Comment

Delete Empty Tags
Organize Pages
Reading Order (x)

¢ W D S

o
Table Editor (q) » k=1 Scan & OCR
Simple Table
State Cats Dogs Rabbits
Alabama 7101 6064 3167 O Protect
Arizona 9030 9410 4003
o Alaska 15009 16380 1075 N .
B Eind.. Ariansas 267 67 31 ﬁ Fill & Sign
Complex Table #1
Location Domestic wikd Ia Prepare Form
State. County Cats Dogs. Rabbits Bears Deer Moose
Copy Contents to Cliphoard Aabama | Ealdwin 7101 eoet e e owose | soest
Bibh 6735 367 a7 7473 36346 63456 N q
Alaska ‘Anchorage 15008 16980 1075 1970 o838 14178 Compare Files
Edit Class Map... Juneau 638 5585 3 3266 13983 36546
X sitka. 6862 a8z 9456 Bas7 6798 | 26787 o
Edit Role Map... ‘Arizona Gila 8030 8410 a003 | 3z 6700 &0 @ Accessibility v
waricopa 5252 732 077 | s7sse 3796 | 21658
Fima 7356 634 963 23255 346346 2523
+ Tag Annotations Aransas | Ashley 267 457 131 ] swee 85 as7 Store and share files in the
Boane s67z 7832 5633 | 6155 FEFE) 2622 Document Cloud
+ Document is Tagged PDF Clay 152 6416 1259 1185 736 | es23
v Learn More
x11.00in < >

Continue to set up the “Table Editor” by selecting the context menu of a cell by right clicking on it or
selecting Shift + F10 then select “Table Editor Options...”

| stat~ ! Fate I Rabbits

Alabama Table Cell Properties... 6064 3167
Arizona _ _ 9410 4003
hlaska Table Editor Options... 16930 1075

Nrkansas 467 131
Auto Generate Header Cell 1Ds
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Under the “Label Option” section, confirm “Show cell type (TH or TD)” is checked.

Alabar  Table Editor Options

Arizon
Alashd i
Arkan Color Options
Border color
M = Header cell color
1 ima

Data cell color

Selection color

Show cells that span multiple rows or columns

Show cells with missing header

H B 08 N =

LT Label Option
Show cell type (TH or TD)
Loca
Baldw|
Bibb

Cancel

>

EEEEEEEEEEREI |

With this setting checked, the table header (TH) and table data (TD) cells are identified.

Simple Table
TH| State | ITHl cCats TH| Dogs TH|Rabbits
Hjama D 7101 D s064 | |l 3167
Hpna in 9030 in 9410 in 4003
Hlia D 13009 m 16380 | k)l 1075
Hinsas in 267 TDH 457 in 131

Table Remediation

For all tables, confirm all column and row headers are tagged as TH with their appropriate scope, there

are no blank column or row headers, and all data cells are tagged as TD.

The screen shot below shows a table where the row headers are identified as TD instead of a TH.

Simple Table
| JTH state [FHl cats TH| Dogs TH[ Rabbits
 [TDbama | [TD 7101 D 6064 | [tD 3167
TDlona D 9030 TD 9410 D 4003
TDska D 19009 D 16980 D 1075
TDjansas TD 267 TD 467 TD 131
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To changea THto a TD or a TD to a TH, navigate to the cell and select “Table Cell Properties...” from the
context menu.

Simple Table
[TH| state [lTHl  cats TH| Dogs TH| Rabbits
Tnbama [ o 7101 ins 6064 | |TD 3167
Table Cell Properties... e 1D Lt
16980 TD 1075
Table Editor Options... A67 D 131
Auto Generate Header Cell [Ds % Table #1
T — : wremestic [ Wil

In the “Table Cell Properties” under the “Type” section, select “Header Cell” to change the cell to a TH.
Select “Data Cell” to change the cell to a TD.

Table Cell Properties *

Type
() Header Cell Scope: | None
@®Data Cell

Attributes
Row Span: I'I
Column Span: |1

ID: |

Associated Header Cell IDs: o
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For all TH cells, identify the “Scope.” The “Scope” specifies if the TH is a header for a column “Scope:
Column” or a header for a row “Scope: Row.” The “Scope” is found in the “Type” section of the “Table
Cell Properties” dialog box. It becomes active when “Header Cell” is selected.

Table Cell Properties s
Type
(®) Header Cell Scoper |MNone v
(O Data Cell Row
Colurmn

Attributes Both
Row Span: |1
Column Span: |1

D |

Associated Header Cell IDs: li%

Cancel

Select “OK” when edits are completed.

Simple Tables

Below is an example of a simple table. A simple table is one that has one level of column and/or one
level of row headers and no cells that span multiple rows and/or columns. In the screen shot below, the
column headers are the first row of cells; “State,” “Cats,” “Dogs,” and “Rabbits.” The row headers are
the cells in the first column, excluding the first cell in the first row which is the column header “State.” In
this case, the row headers are “Alabama,” “Arizona,” “Alaska,” and “Arkansas.”

State Cats Dogs Rabbits
Alabama 7101 6064 3167
Arizona 9030 9410 4003
Alaska 19009 16980 1075
Arkansas 267 467 131

First cell Column Headers
‘( "_:Iiif]‘ Farka
N State Cats ! Dogs | Rabbits
labama 7101 | (I 3167 |

' Arizona 9030 | 9410 | 4003 1

| Alaska 19009 | 16980 | 1075

| Arkansas 267 | a67 | 131 ]

\ Row Headers
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Inspect each table to identify row and column headers. Ensure each column header is identified with a
TH tag and the “Scope” is “Column.” Ensure each row header is identified with a TH and the “Scope” is
“Row.” For each TH with the “Scope” of “Column,” ensure all the data in a column is associated with its
header. Do the same for TH with the “Scope” of “Row.” Ensure all the data in a row is associated with its
header. In the screen shot below, all TH tags are identified for the sample simple table.

Simple Table
TH State TH] Cats TH Dogs TH Rabbits
THibama TD 7101 TD 6064 TD 3167
THizona TD 9030 TD 9410 TD 4003
THiska 1D 19009 TD 16980 TD 1075
THtansas TD)| 267 1D 467 1D 131

Complex Tables

Complex tables have more than one header row for each column header, and/or vice versa, and often
have merged cells. Below is an example of a complex table. It has two levels of column headers:
“Location” spanning two columns, then under “Location” are the headers “State” and “County” for
example.

It has two levels of row headers. For example, under the column header “Location” and “State” is the
row header “Alabama” which spans two rows. Under “Location” and “County” for the row header
“Alabama” are the row headers “Baldwin” and “Bibb.”

Location Domestic Wild
State County Cats Dogs Rabbits Bears Deer Moose
Alabama Baldwin 7101 6064 3167 654 91096 30654
Bibb 6735 367 47 7473 36346 63456
Alaska Anchorage 19009 16980 1075 1970 9838 14179
Juneau 634 8585 86 4266 13984 36546
Sitka 6864 4782 9456 8457 6798 26747
Arizona Gila 9030 9410 4003 3712 6700 60
Maricopa 8252 732 3077 37834 3796 21656
Pima 7356 634 963 23255 346346 2523
Arkansas Ashley 267 467 131 5764 585 897
Boone 9672 7832 5633 6155 2323 2622
Clay 1534 6416 1259 1145 736 63623

Use “Scope” to markup complex tables when everything in the column or row is associated with its
header as discussed in the “Simple Table” section. For example, all the data in the columns under
“Domestic” is related to that header and all the data in the rows for “Alabama” are related to that

header. Set the TH for each column and row header along with its scope, as discussed above. Adjust
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each cell spanning more than one row or column by typing the appropriate values into the “Row Span”
and/or “Column Span” fields in the “Attributes” section of the “Table Cell Properties” dialog box.

Table Cell Properties =

Type TH Location [TH Domesti

© Hesster ot Scope: [Mene = THState County TDCats ogs
D Cel THabama [Ddaldwin | 'O 7101 | 'O 606
Attributes u Bibb 10 6735 36.
Rowspan: [I THaska  [TOAnchorage | [T 19009 1698(
Cloumasoan: JI 3 i Juneau 10 634 | 10 858
o | i Sitka 10 6864 478,
Associsted Header Cell Ds: | @ THizona  [TDsila 10 9030 941(
- U Maricopa | |10 8252 73.
i Pima 10 7356 63¢
- THkansas [TOAshley 100 267 | 'O 46
E] e E Boone 10 9672 783.
: : U Clay 10 1534 641(

Shown above is the “Table Cell Properties” for the cell “Location” in the table. The default shows the
“Column Span” is set to “1.” Update that field to match the actual number of columns the cell is
spanning, 2 as shown below.

[ Table CetProperties =

Type hLHJ Location {TH Domesti

O HeaderCll  scope: [None -] THstate [0 County | [TOcats | [TDogs
R THabama |Daldwin | 'O 7101 | [0 606
Atributes u Bibb 10 6735 | 'O 36
Rowspan: [1 THaska  [TOAnchorage | [10/19009 | |10 1698
10 Juneau 0 634 | 0 ss8
o | i Sitka 1D 6864 | 'O 478:
Associated Header Cell D5 | @ THizona [TD5ila 10 9030 | [T 941
- u Maricopa | |'® 8252 | 'O  73:
T Pima 10 7356 | [ 63«
THkansas [[DAshley 10 267 | [I0 46
| [ u Boone 10 9672 | 1D 783;
: T Clay 10 1534 | ['TD  641¢

If a column or row contains data not associated with its header, it is a complex table needing “Headers”
and “ID” to make the associations between the data cell and its headers. The screen shot below shows
an alternate format of the complex table example. The row headers of “Alabama,” “Alaska,” “Arizona,”
and “Arkansas” are in a separate row with merged cells spanning all columns. The county rows for each
state follow. This layout separates the data visually. In this case, all the cells in a column are not
associated with the column headers (e.g., “Alabama” is not data for “Domestic” “Dogs”). Also, reading
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across a row beginning with the counties, the states are missing. “Scope” cannot be used. “Headers” and
“ID” are needed to make the associations between data cell and its headers. Adding “Headers” and “ID"”
to the TH and TD cells is beyond the scope of this documentation.

Complex Table #2
Location Domestic Wild
Cats Dogs Rabbits Bears Deer Moose
Alabama
Baldwin 7101 6064 3167 654 91096 30654
Bibb 6735 367 47 7473 36346 63456
Alaska
Anchorage 19009 16980 1075 1970 9838 14179
Juneau 634 8585 86 4266 13984 36546
Sitka 6864 4782 9456 8457 6798 26747
Arizona
Gila 9030 9410 4003 3712 6700 60
Maricopa 8252 732 3077 37834 3796 21656
Pima 7356 634 963 23255 346346 2523
Arkansas
Ashley 267 167 131 5764 585 897
Boone 9672 7832 5633 6155 2323 2622
Clay 1534 6416 1259 1145 736 63623

Irregular Tables

The tables in the examples above are regular tables. Each row has the same number of columns, and

each column has the same number of rows, including row and column spans. Irregular tables have cells

missing in row(s) or column(s). Avoid irregular tables. An example of an irregular table is shown below
since the first cell in the first row is missing. Remediating such tables is beyond the scope of this

documentation.

Cats Dogs Rabbhits
Alabama 7101 6064 3167
Arizona 8030 5410 4003
Alaska 15009 16980 1075
Arkansas 2687 467 131
Layout Tables

When tables are used for layout, remove the table structure tags as discussed in the “Working with
Tags” section, leaving only the properly tagged content. The screenshots below show a form using a

table for layout. In the first screen shot, the content is tagged as a table. The second screen shot shows
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the same content after removing the table tags, leaving the P tags. While both tables appear visually
identical, they have different tag structure.

File Edit View Plug-Ins Window Help

3 /440

Home  Tools HEC-25 3rd Edition... %
8 XN Q60 O
Tags X

BE-®

®©@ &§ OB

> B8 <TR»

S S C I " B

y =5 <TR>
> EH <TR>

OO - B T B -

File Edit View Plug-lns Window Help

Tools

Home

B X QO O 3

Tags

=] 1.Report No.

©@ & OB

~ q‘| P>
=] FHWA HIF-18-053

vq]<P>

~ q‘| <P
£} 3.Recipient's Catalog No.

vq]<P>

W g M D

=} 4.Title and Subtitle

Vq‘|<P>

HEC-25 3rd Edition...

= 2.Government Accession Ne.

x

/40

X

£} HIGHWAY'S IN THE COASTAL ENVIF

GO @ ==-pn ¥ 8-~ E

sonmloal Repor Dogumentation Fage |
1. Reporiba. 2. Govemment Accession No. 3. Reciplents Cataiog No.
FHWVA HIF-18-058
4. Tite and SubStie 5. FReport Date
HIGHWAYS IN THE COASTAL ENVIRONMENT anuary 2020
Hydraulic Engineering Circular Number 25 €. Perlorming Croanization Code
Third Edition

Authoriz] B, Perfoming Organization Repert No.
Scott L. Douglass and Bret M. Webb

= Peromming Oganizton hame and Aaaess 70, icrs Urit Ro. (TRAIG]
South Coast Engineers.
s A T B et e
Fahope. AL DTFHB1-18-D-00023

= o Name and A T3 Tyee of Reoort and Period Caversd
Oﬁoeufandgesald Structures Technical
Federal Highway Administration Movember 2017-December 2018
1200 New Jersey Averus. SE. D T
Washing‘bm. D.C. 20560 o Ageney Geds

[T

H'qentManagr Brian Beucler, FHWA Office dﬂndges and Structures.
Technical Reviewers: Joe Krolak, Tina Hodges, Rob Kafalenos, Komel Kerenyi, Rob Hyman, Paul Sharp,

Eric Browm, Jia-Dzan {Jerry) Shen, Steghanie Smallegan, Thomas (Beau) Buhring
Technical Editor: Valarie Arms

Aberac
This manual presents tools for the planning, design. and operation of highways in the coastal envircament. it
focuses on roads near the coast that are influenced by coastal tdes and wawves constantly, or occasionally
during storms. FHWA estimates that there are more than 60,000 miles of these "coastal highways" in the US. A
primary goal is the integration of coastal engineering principles and practices in the planning and design of these:
roads and bridges to make them more resfent.

The manual summarizes coastal science concepts and modeling tools that have been deulopedbymemastal
engineering community, and are applicable to highways. This ncludes engineering tools for estimating water
lewels, waves, and sand movement.

Coastal highway applications include coastal revetment design: planning and alternatives for highways that are
threatened by coastal erosion, including nature-based solutions: roads that owerwash in siorms; roads that are
mm.nmmmmmmmmse coastal bridge issues inchuding wave loads on bridge
decks; and coastal scour. The manual presents technical information and methods for assessing the
wulnerabifity of coastal transportation facilites to extreme events with techniques to improve resilience.

Some coastal transportation infrastructure is highly exposed to extreme events and that exposure will increase
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Artifacts

The outlines of cells in a table are artifacts. While cells on the page are outlined visually, it is
unnecessary to have their artifacts in the table tag tree. To remove artifact tags, expand the tag tree
under the table tag. Navigate to the artifact tag and delete by selecting “Delete Tag” from the “Options”
menu.

example.pdf - Adobe Acrobat Pro DC
File Edit View Sign Plug-Ins Window Help
Home Tools example.pdf X
w B N Q @® 3073 AR MO ® =
@ Tags x
n 20
'R ’
> “<L>
V18
> 9 <P>
State Cats
> F<& Alabama 7101
& 5 4 <P> Arizona 9030
- Alaska 19009
B > 9 Arkansas 267
5> [ <Table>
% > q <P Ca
[TH Location [TH
v [ <Table> TH| State  [TD| County TD| Cats T
v B <TR> THbama  [TDBaldwin TD| 7101 | |1
2 — : TD | Bibb ol 6735 | 1
> ¥ e THiska [Tolanchorage [ fTD| 19009 | |t
1 TD Sitka TD 6864 | T
> B <TH> THezona DGila TD| 9030 | [T
= <TH> TD Maricopa TD 8232 | T
’ D Pima ol 7356 | [
> EH <TR» THiansas DiAshley TD 267 | |1
. TD) Boone TD) 9672 T|
- >
> = i Clay TDl 1534 | [
5 EH <TR>
References

e https://www.w3.0rg/TR/WCAG20-TECHS/PDF6.html.
e https://www.w3.0rg/TR/WCAG20-TECHS/PDF20.html.
e https://www.w3.0rg/TR/WCAG20-TECHS/H51.html.

e https://www.w3.0rg/TR/WCAG20-TECHS/H43.html.

e https://www.w3.0rg/TR/WCAG20-TECHS/H63.html.
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Figures

Non-text content includes, but is not limited to, images, figures, and equations. Typically, these are
tagged in a Figure tag.

Alternate Text

All non-text content conveying information needs “Alternate Text,” also known as “alt text,” which is a
description stating the meaning of that content. To check the alternate text of the non-text content, go
to “Properties” on the “Options” menu for the tag. Alternate text is entered in the fourth field,
“Alternate Text for Images,” under the “Tag” tab of the “Object Properties” dialog box, as shown in the
screen shot below.

Content Tag Color

Bpe |G /]
Title: |
Actual Text: |

FHWA Section 302, You are the key,

Alternate Text for Images:

ID: |

Language: | "

Edit Tag... Edit Attribute Objects... Edit Attribute Classes...

Close

If the non-text content is redundant (e.g., a logo repeated on the front and back cover), tag it once and
include the appropriate alternate text. Set any redundant non-text content or non-text content not
conveying information as decorative (i.e., remove the tag).
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Best practices for alternate text include the following:

e Confirm the alternate text does not repeat the caption or surrounding text or contain
information not in the non-text content.

e Do not start alternate text with wording like “This is an image of...,” “This is a photo of...,” etc.

e Use alternate text to describe the non-text content in a level of detail matching the level of
detail the figure is conveying in context.

e Alternative text needs to describe the meaning, not the look. For example, “The road test
segment started at the intersection of Main and First streets and continued 1-mile to the
intersection of Main and Fifth street” vs “The road test segment is highlighted in blue with red
arrows pointing to the starting and ending locations.”

o Remove the image an replace with words to keep the same meaning in the document.
Those words are the alternative text.

e Be concise and describe the purpose in as few words as possible.

e If an acronym or abbreviation is already defined, put the acronym or abbreviation in the
alternative text, it does not need to be redefined. Do not add spaces between the letters of an
acronym or abbreviation.

e When one graphic is tagged with multiple Figure tags, e.g., arrows were inserted onto an image
to point out a location, merge them into a single Figure tag. Add the alternate text to the single
Figure tag.

e Complex graphics, like a flow chart, can be broken up into smaller images and tag each in a
Figure with its own alternative text.

Actual Text

Use Actual text on the rare occasion where text is a graphic (e.g., text not recognized in a scanned
document). Do not use both actual text and alternate text in the same tag.

Equations and Symbols

How equations and symbols are tagged in a PDF varies widely and depends on how they are entered in
the source document, the software version of the source document, and how the PDF is created.
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If the equation or symbol is correct as text (i.e., the proper Unicode symbol was used for each symbol)
and in the proper reading order within the tag, as shown below, no further remediation is needed.

Nt q Cy = overburden comection factor = [0.7710g.(40/",)], ani
£3] P>
& B <p> €0, = vertical effective stress (kips per square foot, ki
I
E [+ \35 <H3> ER = Enengy Ratio, of hammer afficiency, expressed as a
- ® ql p delivered by the hammer system actually uaed. If specific
|4}'f <P ER can be taken as 0% for safety hammer using rope an
@9 <p> and 40% for a donut hammer using rope and cathead
|_, @ 4] <p> N = uncomected or field SPT N-value (blows per foot, bpf)
B {| “Ps
] The vertical effective stress can be estmated USing an approx
L‘j;r" ] ql <P> Section 3.4.3, and groundwater obaervations, discussed in Se
(€]
= <ps The corrected N1g values are used 1o comrelate parameters fo
<> # 4] «px with corrected N values are presented in subsequent sections
appropriate for use in the LRFD design platform. Other comels
However, caré must be exercised when using other published
may be inherently mone conservative or more favorable than
AASHTO LRFD bridge design specifications

To find the equation or symbol within the tags, navigate to the “Content” pane of the “Navigation”
pane. Use the same instructions as “Finding a Tag” except select “Find Content from Selection” on the
“Options” menu.

If the equation is non-text (e.g., tagged as a <Figure>), ensure it is in the proper reading order within the
tag. As discussed previously, some content within a tag can be out of order which is especially true for
non-text equations and symbols. In the screen shot below, the Figure tag for the equation a + b = cis out
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of order since it is the last item nested under the paragraph tag. To fix this, select the Figure tag and
move it to the correct location as discussed in the “Moving a Tag” section.

This is an example paragraph to demonstrate reading erder within a paragraph that has links.pdf - Adobe Acrobat Pre DC
Eile Edit View Plug-Ins Window Help
Home  Tools This is an example .. X
O o J (] 4
B e Q A DO @ - pFT B2 &R P
@ Tags X
E-©
u This is an example paragraph to demonstrate reading order within a paragraph that has links,
- @ Tags foot/endnotes and objects. Also watch the content in tags that have links, foot/endnotes and/or
objects. It is not uncommon for the tags for the link, foot/endnote, and/or object to be out of logical
order with respect to the rest of the content. Demo link 12, demo link 22, and demo link 33 When
b et images or objects are placed in line with text, like \% or the'y can be images in the pdf. The
@ q] o image tag floats to the end of the content.
v <P
B thhisisan example pa
3 6 <Link=
% > @ <Link=
v
3 6 <Link=
3 e <Link=
EE and
b @ <Link>
3 a <Link=
EE When PathPathPath
= they can be images ir
> @ i<Figure> |

After the proper reading order is determined, confirm the alternate or actual text for the equation is
correct. Appropriate alternate text for an equation is a verbal representation of the elements making up
the equation. Do not add extra information or explanations, such as definitions of variables or qualifying
statements. For the equation a + b = ¢, the alternate text reads “a plus b equals c.” Do not define the
variables in the alternate text. Ensure the case of the symbols in alternate text is correct (e.g., the
alternate or actual text for “y” is “gamma”, the alternate or actual text for “I” is “Gamma.”) Using the
wrong case for symbols can change the meaning of an equation. When a lowercase symbol (i.e., a letter
from the English alphabet or a spelled-out Greek symbol) starts the alternate or actual text, do not

capitalize it.

If an equation or symbol is text and the proper Unicode symbol was not used in the source document,
the symbols may not carry over when converted to PDF. Sometimes, symbols are replaced with an
empty box or another incorrect character.
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As shown below the i symbol does not display in the “Content” pane of the “Navigation” pane.
Although it visually appears correct in the “Document” Pane, a screen reader or other assistive
technology will read this as “square root of two” instead of “square root of pi divided by two.”

<

order with respect to the rest of the content. Degsebigk 1°, ¢
images or ohjects are placed in line with text, li

image tag floats to the end of the content.

g M @

Document Pane

To correct an issue like the symbol not displaying correctly, highlight the content. On the “Tags” pane
navigate to the “Options” menu and select “ New Tag.”

example.pdf - Adobe Acrobat Pro DC
File Edit View Sign Plug-Ins Window Help

Home  Tools example.pdf x
B w8 EQ @ " KM MO = KT B LA D P
Tags x
[
| EB-® This is an example paragraph to demonstrate reading order within a paragraph that has links,
New Tag.. foot/endnotes and objects. Also watch the content in tags that have links, foot/endnotes and/or
128 objects. It is not uncommon for the tags for the link, foot/endnote, and/or object to be out of logical
St order with respect to the rest of the content. Demo link 1%, demo link 22, and demo link 3%. When
images or objects are placed in line with text, like \/';r or a+b = c they can be images in the pdf. The
- image tag floats to the end of the content.
@ Delete Tag
Delete Empty Tags
B
Reading Order (x)
Eg Table @]
Q Find Tag from Selection
Create Tag from Selection
E Find...

Copy Contents to Clipboard

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

Tag Annotations

+ Document is Tagged PDF

v Apply Role Mapping to Tags
+ Highlight Content

Properties...
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A “New Tag” dialog box will pop up. Select “Span” from the “Type” dropdown.

Mew Tag *
Type: v
Title: |

OK Cancel

Move the Span tag to the correct reading order and move the content that did not convert into the new
tag as discussed in the “Working with Tags” section. Add alternate or actual text as previously discussed.

References

e https://www.w3.0rg/TR/WCAG20-TECHS/PDF1.html.

e  https://www.w3.0rg/TR/UNDERSTANDING-WCAG20/text-equiv-all.html.

e https://www.w3.0rg/TR/UNDERSTANDING-WCAG20/visual-audio-contrast-text-
presentation.html.

Caption

Tag table and figure titles in Caption tags. Limit content in the Caption tag to the text that describes the
table or figure. Do not include other content, such as an image source. Do not nest Caption tags under
the parent table or Figure tag. Instead, place captions at the same hierarchy level as the table or Figure
tags in the tag tree. Captions can come before or after their respective tables or figures, depending on
the style of the document and the reading order in which they are placed.

References

e https://www.w3.org/TR/WCAG20-TECHS/H39.html.
e https://helpx.adobe.com/acrobat/using/editing-document-structure-content-tags.html.

Links

Ensure the text color of links meet contrast requirements as needed.
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Nested under the link tag are the words in the document associated with the link and a Link-OBIJR, as
shown in the screen shot below.

= ) L=

ncommon for the tags for the link, foot/endng
: t to the rest of the content. [Demo link 1H, der
&g Demo link | are placed in line with text, like *JE ora+bs=

_ 1 the end of the content.
§ Link - OBIR

If no Link-OBJR is present, add it. Navigate to the link tag missing the Link-OBJR, then from the “Tags”
pane “Options” menu, select “Find.” Then, from the “Find Element” dialog box, select “Unmarked Links
from the “Find” dropdown menu, as shown below. Then, select “Find” and then select “Tag Element.”
The Link-OBJR is then nested under the appropriate link tag. Repeat as necessary by page or for the
entire document by selecting the “Search Page” or “Search Document” radio buttons, respectively.

”

B 5 O <Figure>
&

> 9 <P
> 9 <P Find: | Unmarked Links v

Find Element

5 q‘l P
> 1 <P= Type: Link

- ﬂ Ps (® Search Page () Search Decument

| Find Mext | | Tag Element |

v O <Link>

B hitpsi//highways.c _

> q'|<.|3>

Ensure one link tag is used per link. When a link spans two or more lines, each line may be tagged
separately. When one link is tagged in two or more link tags, merge the link tags by moving the
elements from under the extra link tags to the first link tag in proper reading order. Each line the link
spans can contain one Link-OBJR, for example, a link spanning two lines can contain two Link-OBJRs.
Remove the empty, extra link tags.

Avoid nesting figures under link tags. When a figure is nested in a link, ensure the description of the
image is the same as the link destination.

Alternate text is not needed for links where the text nested in the link tag is descriptive of the link
location, destination, or purpose. While ambiguous or repetitive links, e.g., “Click here for more
information” should be avoided in the source, if they are included in the PDF, add alternate text to
describe the destination, function, or purpose of the link. Include alternate text on link tags containing
only a nested Figure tag without nested text.

References

e https://www.w3.org/TR/WCAG20-TECHS/PDF11.html.
e https://www.w3.org/TR/WCAG20-TECHS/PDF13.html.
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e https://www.w3.org/TR/UNDERSTANDING-WCAG20/keyboard-operation-keyboard-

operable.html.
e https://www.w3.org/TR/UNDERSTANDING-WCAG20/navigation-mechanisms-refs.html.

Acronyms and Abbreviations

Acronyms and abbreviations do not need alternate text. When using acronyms and abbreviations in
alternate text, do not add spaces between the letters (e.g., use FHWA, not FH W A).

Footnotes and Endnotes

Tag footnotes and endnotes using Reference and Note tags. The cross-reference in the body text is
nested in a Reference tag, while the footnote/endnote itself is nested in a Note tag.

Do not tag something as a Note because it says “note” in the text. Similarly, do not tag something as a
Reference because it provides additional information about a topic. See the “Semantically Correct Tag
Usage” section.

There is no standard placement for the Note tag as long as it is in logical reading order. Place the Note
tag directly after the parent tag containing the footnote/endnote, e.g., a P tag with the footnote in a
nested Note tag, immediately following the Reference tag, or in the case of endnotes, at the end of the
document. Do what makes sense for the content, which is usually the former. Wherever the Note tag is
placed, do so consistently throughout the document.

Header/Footer/Watermark Content

Do not tag page numbers. Untag/delete any tagged page numbers. Tag any meaningful header, footer,
and watermark content, aside from page numbers, such as “Draft,” publication date, etc., not tagged in
the body of the document, once. Do not tag every use on every page.

Nonstandard PDF Tags

Ensure nonstandard tags are mapped to the correct PDF tag in the “Role Map” so they are semantically
correct.

To access the “Role Map” select “Edit Role Map” from the “Tags” “Options” menu. In the “Role Map”
dialog box, expand “Document Roles” as shown in the screen shot below. Word objects such as an
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equation are often tagged as InlineShape, so ensure they are mapped to a Figure tag so screen readers
or other assistive technology will treat them like a figure.

Role Map

Path:

Type:

Document Roles\Annotation

MName

= Document Roles

/Annotation  /Span

/Artifact /P
/Bibliography  /BibEntry
/Chart  /Figure
/Diagram  /Figure
/DropCap  /Figure
JEndnote  /Mote
/Footnote  /Note
/InlineShape  /Figure
/Outline  /Span
/Strikeout  /Span
/Subscript  /Span
/Superscript  /Span
/TextBox  fArt
/Underline  /Span

i Lhange Item ] ’ Delete tem MNew Itemn

/My Changes to a role affect all elements referencing the role.

OK

| [ canea
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If any tag is incorrectly mapped, highlight it, and select “Change Item” from the “Role Map” dialog box
Then, type the correct value into the Value field on the “Change Value” dialog box, as shown in the

screen shot below.

Language of Parts

|
|
! Path: Decoment Roled\inkneShape
Type: Mame
i = Dacument Roles lad
fAnnotstien  [Span
fhrtifact P
MBibhography /BibEntry
fChart  /Figure T
d Change Value X
/Diagram  (Figure
MDroplap  Figure Value: |r|g|.-!
(Endnate  Mote [
Cancel
Feotnote  /Maoke :
findineShape _-'Figun:
w
Change [tem Dedete tem
[ . i
/My Changes to & role affect all ddements referencing the role.
|
) Options QK Cancel
)

When using a word or phrase from a language different from the default human language of the
document, confirm the language of the word or phrase is tagged as the correct human language. To
change the language for an entire tag, navigate to the tag and select “Properties” from the “Tags” pane
on the “Options” menu. In the “Object Properties” dialog box, under the “Tag” tab, select the
appropriate language in the “Language” dropdown menu.

If only some of the content in a tag needs the default language changed, insert a Span tag and nest the
content in the different language in this Span tag. Change the language on the Span tag as discussed

above.

References

e https://www.w3.org/TR/WCAG20-TECHS/PDF19.html.

e https://www.w3.org/TR/UNDERSTANDING-WCAG20/meaning-other-lang-id.html.

General Tag References

e https://www.w3.org/TR/WCAG20-TECHS/G115.html.

e https://www.w3.org/TR/UNDERSTANDING-WCAG20/content-structure-separation-

programmatic.html.

e https://www.pdfa.org/resource/tagged-pdf-best-practice-guide-syntax.

e https://helpx.adobe.com/acrobat/using/editing-document-structure-content-tags.html.
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Flashing
Ensure the document is free from any blinking or flashing content.
References

e https://www.w3.org/TR/UNDERSTANDING-WCAG20/seizure-does-not-violate.html.
e https://www.w3.org/TR/UNDERSTANDING-WCAG20/seizure-three-times.html.

Zoom

Except for images of text (if included) and captions, ensure all content is readable when zoomed to 200
percent.

References

e https://www.w3.org/TR/WCAG20-TECHS/G179.html.
e https://www.w3.org/TR/UNDERSTANDING-WCAG20/visual-audio-contrast-scale.html.

Optical Character Recognition (OCR)

If a document was scanned and converted to text using an optical character recognition (OCR), ensure
the content is recognized correctly. To correct, go to the tag with the error and select “Copy Contents to
Clipboard” from the “Tags” pane on the “Options” menu. Return to the same tag. Select “Properties”
from the “Tags” pane on the “Options” menu. Paste into “Actual Text” and correct the errors.

References

e https://www.w3.org/TR/WCAG20-TECHS/PDF7.html.
e https://www.w3.org/TR/UNDERSTANDING-WCAG20/visual-audio-contrast-text-
presentation.html.

Validators

A variety of accessibility validators are available. Some are for Section 508, while others are for different
accessibility requirements. Any validator finds less than 40 percent of Section 508 problems in a
document, so a clean validator report does not mean the document is Section 508 conformant.

Validators are good at some things, like determining if a figure has alternate text. However, they cannot
tell if the figure has appropriate alternate text. While validator results provide a good baseline of Section
508 conformance and often point out items requiring additional remediation, the majority of validating
for Section 508 conformance requires manual checks.
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Forms

Added 2/7/2025.

Adding Form Fields

Using the “Prepare Form” Tool

If needed, add form fields. Open the PDF and in the “Find Tools” search field, enter “Prepare Form” and
select the “Prepare Form” tool as shown in the screenshot below.
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The “Single File” option will be active. Select “Start” as shown in the screenshot below.

Distress Survey Sheet 3 (Distress |dentification Manual 2024 revision) - Adobe Acrobat Pro (64-bit)
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Save changes if prompted.

Distress Survey Sheet 3 (Distress |dentification Manual 2024 revision) - Adobe Acrobat Pro (64-bit — O
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Adobe Acrobat *

Si ng le| &% Before creating the form, the changes you made need to be saved. If you would like
Y to save your changes and continue to create the form, please click Save. Otherwise,
please click Cancel to cancel the operation.

Scar

Create b Save Cancel

DIM_Sheet_03_v04_...
Change File

Form field auto detection is ON. Change
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Form fields that can be identified will be added. In the screenshot below, two form fields were identified
automatically, “State Code” and “SHRP Section ID.”
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Manually

As shown in the screenshot above, most of the form fields were not automatically created such as “Date
of Distress Survey (Month/Day/Year),” “Surveyors,” and all “Rut Depth (mm)” fields in the “Wheel Path”
tables.

Manually add the missing form fields by selecting the appropriate field from the “Prepare Form” toolbar
as shown in the screenshot below.
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Select the location of the field and select “Enter.” The form field will be added with a placeholder name
or “Text1” as shown in the screenshot below. Rename the field to be descriptive of the field and unique
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to the file, typically the form label or “Date of Distress Survey” in this example. Select enter to update
the form field name.
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As shown in the screenshot below, the form field name is now “Date of Distress Survey” and is also
added to the “Fields” portion of the “Prepare Form” tool.

Distress Survey Sheet 3 (Distress Identification Manual 2024 revision) - Adobe Acrobat Pro (84-bit) — O >
File Edit View E-Sign Plug-Ins Window Help
Home Tools Distress Survey She.. X I.E @ ! Bei .

B w8 X Q @ © /1 A M © @ sm v e
Prepare Form R f% T ® B & [E -

=

ALIGN CENTER

)
= & 5 = E B, ]
=
L.

on O+ O [

Revised May 29, 1992; March 2017 MATCH SIZE DISTRIBUTE

e STRTE CODE [ | I]i E HE U* E

DISTRESE SURVEY
SHRP SECTION ID

0 » )
DATE OF DISTRESS JURVEY (MONTH/DRY/YEAR} l-:‘| ate I—.f []i.—.h-':r_,-. I:__u i
(pittatibelllt o el

1‘" More >

= |
nrsweess sonver pes | 1210 NBme: i
| Date of Distress Survey FIELDS == é -
3. ROTTING (FOR =pE-3 |
(] Required field All Properties DE
v [3 Page 1 L
IHNER WHEELFATH
PolBt point Distance ' RUb Tepth TEIRL puint Dlatamee @ RGb Deplh
] e Ers) () Mo (HEtaEs) (E]
1 o o 1 o o [ZI] undefined E
z 15,25 SR z 15,25 e
: 0.5 —— i 30.5 ——
45.75 I 45.75 ——
: s - M e - [zl SHRP SECTION 1D s
[ 3 & T6.25 —— & TE.25 —— » —
: 1.5 ——— ; 51.5 —— Dat £ Di 5 Sk
106,75 I 106.75 ——
: 5. 7 - : 057 ——= | e of Distress Survey
1o 137.25 S 10 137.25 e
11 11

152.5 [ 152.5 e

14, LANE-TO=-SHOOLDER DROPOFF == Hot Recorded .

Wote 1: “Point Distance” is the distance in meters for the start of
the LEst S&ctisn Lo the point whers the BEASUTEBENT Wad made.
The valusa shown are approxinate I egulvalents of the 50 ft ’
spacing oaed in previcus sorveys. o

Distnbute...

( )
C . )|

FHWA-HAD-21-001 January 2021, Updated February 2025 66



SECTION 53 Creating Section 508 Conformant PDFs
You are the key. <

Repeat the above steps until all form fields are added as shown in the screenshot below.
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From the context menu of a field in the “Fields” section of the “Prepare Form” select “Properties” as
shown in the screenshot below.

B Distress Survey Sheet 3 (Distress Identification Manual 2024 revision) - Adobe Acrobat Pro (84-bit)

File Edit View E-Sign Plug-Ins Window Help

Home Tools Distress Survey She... % @

*EEQ®@1H *@GG‘)
r D TEHEHO©@EF -

Prepare Form

ALIGN

= & S

o o+ Do

MATCH SIZE
Feviasd May IP, 1990: March 2017 Ui E l.l;

sEET 3

DISTRESS SURVEY

M DS & O [

TRTE OF CISTRESS SURVEY (HONTIL/TAY/YRRR| = e
smmeces: [T ]
DISTHESS SURVEY FOR FRVEMISTS WITH ASPIGLT OONCRETE SURFACES FIELDS

CONTTRRD|

. RUTTING IFOR SFS-1 SURVETS)

Y]
<
@
3
"

THMER: WHERLEATI CRFTER WIEEL FRATH

Polnb pojot Distamce 1 Rut Dapth Folot  goint Distance @ Fob Dwpth
LS IMataza) Lt na. Mataral L m
1 0.0 —_— T 0.8 —
2 1538 I 2 15.3% I
3 0.5 — 3 0% — SHR
4 ; 1 4 ; '
45,78 45,78 m
3 E1.0 1 3 B1.0 I
4 € T6.28 [ € 78,28 I »
7 91.5 1 T 91.% i
8 10875 8 s 108,75 I m SUMy
9 122.0 1 * 122,60 i
0 137,25 I 0 137,28 | B
1 182.5 L 1 182.5 |
[T Surv
14.  LANE-TO-SHOULDER DROPOFT Nob Rmczroed
] Inne
Wotm 1@ “Point Distance® im the distance in smtwrs for the stast of
mscticn to ths point whscs the mSssucessnt Wes Sacs.
a ahown acs sppicaimate 57 sguivelents of the 50 f% m Inne
spacing umed in prvious mireeys.
[T Inne
] Inne
[x] Inne

44.4%

Preview Close

@ A i

- (XY

CENTER

f=] [#]
L2

DISTRIBUTE

1] R

Properties...

Bename

Move Down in Tab Order

Set as Reguired Field

Add New Field

Delete

Create Multiple Copies...

Show Tab Numbers

Use Current Properties as

[@] Inner wheel path poin

<

W

>

( Distribute...

( Track...

FHWA-HAD-21-001 January 2021, Updated February 2025

)
)

68



SECTION 3 Creating Section 508 Conformant PDFs
In the “Text Field Properties” box, go to the “General” tab, then add a descriptive tooltip in the “Tooltip”
field to provide help to the user when completing the field. “2-digit FIPS code for the state” is added for
the “State Code” field as shown in the screenshot below.

Text Field Properties

General Appearance Position Options Actions Format  Validate Calculate

Marne: |5tate Code

Tooltip:  [2-dligit FIPS code for the state

Common Properties

Form Field: | Visible e []Read Only

Cnentation: | 0 ~ | degrees [] Required

[ ]Locked Close

Repeat the above step for all form fields until they all have a descriptive tooltip.
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Tab Order

Ensure the fields are in logical reading order by going to the “Fields” section of the “Prepare Form” tool
and confirming the fields are in logical order generally from left to right, top to bottom.
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Use the context menu of a field to "move the field up or down in the tab order by using the “Move Up in
Tab Order” or “Move Down in Tab Order” option as needed as shown in the screenshot below.
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Tagging

Creating Section 508 Conformant PDFs

See the “Working with Tags” section for information including navigating to the “Tags” pane, moving
tags, and finding untagged annotations (OBJR).

Confirm correct tagging of each form field by going to the “Tags” pane. Ensure there is one Form tag for
each form field. Ensure the text label of the field if available and the Form tag is nested in the Parent

tag, e.g., P or TD, for each field. Ensure each Form tag contains a nested annotation (OBJR). The

screenshot below shows the P tag containing the text label “State Code” then the Form tag. Within the

Form tag is the OBIR.
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If the Form annotation (OBJR) is missing and cannot be found in a search, manually recreate the field.
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Note on the Text Label Placement

The text label can be listed in parallel with the Form tag in the tag tree as shown above or it can be
nested in the Form tag as shown in the screenshot below. Whichever placement is used, place it
consistently.
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