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Introduction to InDesign and Accessible PDF Export

Objectives
InDesign is a professional page-layout software that enables developers to create printed collaterals
from flyers to publications. It also has the capability to export the collaterals as PDF files for
repurposing on the Internet, such as dissemination for mobile devices, web sites, or simply as email
attachments. PDF documents will contain all the layout formats as well as fonts from the InDesign
source file. In addition, the Acrobat Reader, a free plug-in to read PDF documents from Adobe, also
has a text-to-speech screen reader that reads the content.

To achieve this goal of repurposing your InDesign digitally, your ultimate goal is to prepare an
InDesign file is accessible that will also export as an accessible tagged PDF. Here are some major
reminders on creating an accessible file effectively:

1. In InDesign — create content

a. Specify a language

b. Create a Tag list corresponding to Acrobat Professional’s tagging convention

c. Use Styles for formatting Character and Paragraph assets.

d. Create content elements according to the reading order if possible.

e. Avoid using outlined type or outlined drop caps or stick-up caps because they are images.

2. In InDesign — tag content assets

a. Tag content elements to create a content structure tree.
b. Add Alt text to images.
3. In Acrobat Professional — validate and repair accessibility
a. Check language specification.
b. Run screen reader Read Out Loud on the reading order and Alt text.
c. Run Full Accessibility Check and repair according to the generated Accessibility Report.

Phasel
Create Content
in

l D Phase 2
ADOBE" INDESIGN Tag Elements and
Add Alt Text
in
InDesign

v

Phase 3
Check and
Repair
Accessibility in
Acrobat

ADOBE® ACROBAT W
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1. Select A language
1. After launching InDesign and BEFORE you create a
new document, go to the Type menu and select
Character. The Character panel appears on the right.
2. Inthe Character panel navigate to the Language
field. Select the appropriate language by opening the
drop down menu of the Language field.

Language: | English: US&
English: US2
English: US4 Legal
English: US4 Medical
Estanian

Finnizh

2. Create a new document

1. In the New Document window, select your Document Preset; | [Custom] v
document preferences such as number of Nubsr of Pages: [1 [lEacing Pages
pages, any facing spreads, folded size of LA
your document, orientation, etc. Pags e |Lotter M o : :

2. By default, the preference for number of Width: S 8.5 1n Orientation: | )| 8
column is 1 and .5 in for margins. You can oot 8 11 n
select the preferences for number of Colurms
columns and margins measurement here, blumber: |G 1 Gutter: |3 0.1667 n
however you can change them later. Margins

3. Click OK when done. Io:[Sosn | s [osn

Bottom: |2 0.5in — Qutside: (2 0.5in

3. Understand your pasteboard
1. Pasteboard is where you will place, create, and edit all your assets visible to printing. Here
are some examples of documents in the Pasteboard.
A

E
—F

Document and guides in Normal View Mode

A. Spread (black lines) B. Page (black lines) C. Margin guides
(magenta lines) D. Column guides (violet lines) E. Bleed area (red
lines) F. Slug area (biue lines)

L B "
4. Change the measurement unit & g
1. Go to the View menu and select Show Rulers. 1 v inches
2. Right click on the Rulers above your Pasteboard. The E inches Decine
drop down menu appears. Select your preference. tE Centimeters
3. Do this step for BOTH of the horizontal and vertical E P

rulers. The units change on the rulers accordingly.
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5. Create your grid system of margins and columns

1. Go to the Layout menu and select Margins and Column. The Margins and Columns window
appears.

2. Select the increments according to your layout requirements/sketch.

3. Click the Chain icon if you want the top and bottom margins locked to the same increment.
Select the number of columns in your grid. Select the Preview check box to preview results in
Pasteboard.

4. Note: If you are doing multiple pages with the same grid, you should prepare the margins and
columns in a Master. You can find the Master in the Pages panel. Click and drag the
appropriate Master to the corresponding Page to apply the elements of your Master.

Margins and Columns

T
Top: |# 6p0 . Insiche: “1in
0 .
Bottom: | & 6p0 — Quitsicle: =
[¥] Prewview
CZolurnns
Murmber: |5 3 Gutter: |3 01867 ir

6. Frequently used tools in the Toolbox
1. Notice the tools are in groups. Tool icons that have a black triangle at the lower right corners
have more than one tool. Click and pause for a second to see the group of tools window appear.

| @ Selection tools @ Transformation tools m
m = & Selection (V) = 2™ Rotate (R}
i A m [} Direct Selection (A) u 5} scale (S) N
%, Tﬁ Positions (Shift+A) 0% Shear (0} k.
o, . u W1 Free Transform (E) ':')
T @ Drawing and Type T
= tools u [ Gradient (G} -
2. wad Gradient Feather 2.
N =& Pen (P) (Shift+G) N
sa B {* Add Anchor Point =
; " Delete Anchor ; " L
= Q Paint @MOI'.!IﬁCE.ItIOI"I and |£J [] Rectangle Tool
el Navigation tools
M Convert Anchor \ﬁ = () Ellipse Tool L
o< Point = 5J Note
=— o< O Polygon Tool
*y 'gWPe m = ¥ Eyedropper () -
Type On a Path & (K)
% c e :/Measure (K
" =3 Hand (H
= w7 Pencil (N) £ Hand ) 5
— & Smooth * Q Zoom (2) N
E) & Erase
1;‘ D =\ Line (1} 5
N
Q ® 3¢ Rectangle Frame (F) ’Tf
P ) Ellipse Frame o
é% 2@ Polygon Frame Q
=2z = ] Rectangle {M) %‘
1) QD Ellipse (L)
O Polygon ik
" Button (B) =)
"< Scissors (C) |E
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7. Create Layers
1. Go to the Window menu to find all your Panels.

Each Panel will appear as a floating window. You [ & Layers x | P
can dock all the Panels on the right-hand side. =

2. Open the Layers panel.

3. Create three layers: background; image; text | Layer g

8. Create and manipulate text assets

1. Select the Type tool in the Toolbox to create a text frame. E AN

2. Click and drag a text frame with your cursor, align your text iy TNl
frame with your column if necessary. < “ca

3. Input the headline or body text in the text frame. g ext‘

4. When you select the Type tool in the Toolbox, the o,
Character/Paragraph Formatting Controls Panel appearson | g9

top of the pasteboard.

|E| Times Mew Romnan ~ 4T &z “||TT T™ T

9 | |Regular
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5. To change the attributes of your text, highlight the text to be changed, go to the Controls

Panel as shown in the above figure. You will find similar features between the Character

Formatting Controls | that is the top layer, and the Paragraph Formatting Controls -
9 that is the bottom layer. Activate the layers by clicking on the two icons of Character!*
or Paragraph .

9. Flow text manually
1. For headline or quote

a.

If you see the red box with a plus sign appear at the end of
your text frame that means you have hidden overflowing
text.

Click on the lower right or lower middle anchor point of the
text frame and extend the frame to show all the text until the
red box turns into a blue empty box.

2. For Body copy

a.

If you are flowing text for body copy in a multi-column
layout, you should click on the red box and load the hidden

text to your cursor ™, and then click and unload to reflow
the text in the next column. If you have created columns
with the Margins and Columns feature, the reflowed text
will fill up the next column automatically.

10. Create Styles for text
1. Open the Character Styles panel under Types and Tables. The Character and Paragraph

Styles window appears.
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2. Click on the Create New Style icon =l to set your font attributes. The Character Style
Options window appears. To start, select the layer of Basic Character Formats to enter your
preferences for font attributes. Click OK when done with defining your options.

Character, Style Options

General
Basic Character Formats

Adwvanced Character Formats
Character Calar

DpenType Features
Undetine Cptions
Strikethrough Options

O Breview

Style Mame: |Headline

Location:
Basic Character Formats

Font, Family: || v|
Font Style: | v|
[E] underline [E] Ligatures [E]Mo Break
[E] strikethrough
[ Ok ] Cancel |

J & Paragraph Styles =

Headline 17pti22pt

EARTES

Bullets - 12pt/20pt

Subhead 12pt/16pt

Captions Sptf10pt

Dizplay - 45ptidapt

Body - 9ptfi2pt \_p
O " B F

3. To apply the Style, first highlight your text in the pasteboard then select your preferred Style
in the Character/Paragraph panel. Change of the Style appears in your text frame.

11.

Place and manipulate image assets

1. Select the Image layer in the Layer panel under the Window menu.
2. Go to the File menu and select Place. The file directory window appears. Locate your image
file and click Open.

3. Your cursor will change to a paint brush’

s

K

4 indicating it has been loaded with your selected
image. Click to place your image in your pasteboard. Your image appears in full size.

-

4. If you need to fit a certain part of the image to a pre-determined content frame size that is
smaller than your image, first create the content frame with the Frame tool®. in the Toolbox.

Place the image.

Center for Faculty Development and Support



5. Use the Directional Selection Tool X in the Toolbox to select the entire image that might
extend beyond the blue content frame. Your selected image appears in the brown outlined
image frame but only the part appears within the blue outlined content frame will be visible
therefore you need to drag the image around to determine your visible area of the image.

# Blue frame is the
cantent frame

Browin frarme
isthe image
frame

6. To scale the size of image: First select the blue content frame with the image with your

Selection Tool | & . Then select the Scale tool =2 in the Toolbox and click on the image to
resize.

7. You can also use the Free Transform %+ tool to resize or rotate your assets. Press the Shift
key at the same time if the resizing needs to be proportional with this tool.

12. Apply effects to assets of image or text
1. Select the frame of your asset, such as the text frame of your headline.
2. Right click on the frame and the Options menu appears. Navigate to Effects.. and select from
the list of options in Effects. The Effects window appears and you can access all effects here.

Text goes here »lext goes here :

Sattings for: | Clgect * Crop Shackow

[ ee— Blencing
Moda: | Mikly <l Cooen 5

] v s
] Ot s

] oo Gikoewe

] vl aned Bt
L] e

[ i Fach
] Cirmstionall Fasihar
[] Grwdan Fasthar

[l Otrect knocks Cut Shaow
> [Ishacow Honors Other Effects

CRIECT: Mewrral 100 Do Shusdow
FTECHIE | hiprnl 1009 (rer fe1n)
FILL Hornal F0% (e alenis)
FENT: Hormal 350%: (re alfwcti)

e

13. Create background graphics or Master

1. Select the Background layer.

2. Place the logo lockup PS file from PA.

3. Position it according to your layout. Resize if necessary with the Scale tool from the Toolbox.

4. NOTE: If you have more than one page that requires the logo, or any other assets, to appear
consistently in the pages, you should create a new Master in the Pages panel for these assets.

5. To create the Master, right click on the None Master icon and select New Master in the
pop-up options window.

Center for Faculty Development and Support 8



6.

Name your Master with Prefix and Name, such as L for prefix and Logo Master for the name.
A new pasteboard for the Master appears with the same
dimension as your page. QP oo < [k |
Place the logo, or any assets in this pasteboard. You have
to apply your Master to the desired page in order to make
the content visible in printing.

To apply the Master, drag the icon of your new Master
and drop it over your desired page in the Page section of
your panel. The Master’s content will appear in your
selected page. Repeat this drag and drop step for the
pages that need this Master.

SAN JOSE STATE
UNIWFRSITY

B. Tag Assets

14. Create and apply Tags
1.

2.

3.

~

In order to export your document successfully in an accessible @ Tags x| .
format you will need to create a structure tree for your content.
Go to the Window menu and select Tags. The Tags panel

Mbackground L
Ofiqure

appears. Blfigurecaption

Select New Tag from the Tags panel. Wheadingt

Click on the New Tag &licon and enter a name for that tag. Use  Dheadinge

lower cases and no more than one word. b

Click on the color swatch on the left to select a color for this Mhyperink

tag. = R

To apply a tag, drag and drop the tag to your asset and the
frame of the asset will assume a tint of the same tag color.
For example drag and drop the dark blue headingl tag to your text frame of your headline, the
background of your text frame will have a tint of dark blue.

Make sure all assets are tagged.

NOTE: If you want to create a tag list for PDF exporting purpose, then you would want to
create tags with the same names as they are in Acrobat Professional.

15. Add Alt text to tags of image assets

1.

no

In order to export successfully as an accessible document you need to add descriptions to your
image assets because this will benefit readers using a text-to-speech software, a screen reader,
to understand your content since images are not text.

Make sure you already have tagged all your assets, especially the image assets.

Go to the View menu and navigate to Structure and select Show structure if not already
selected.

In the Structure window all the tagged items that you created earlier appear in an ordered list.
Select and right click on the figure tag of your
asset and select New attribute... The New

New Attribute

Attribute
Attribute window appears. A —
In the New Attribute window enter Alt for walus: [Logo of San Jos Shio [ Cancel ]

name (case sensitive) and provide a text
equivalent description of your image in the
Value text box. Click OK when done.

Center for Faculty Development and Support 9



6. The Alt text appears below your figure tag.
F e Gl # Structure =
- Roat
L figure

@ Al = Logo of San Jose State

1} =

| & Tags = |

i -4
-Llntag -
AN JOSE STAT
O Atifact i
Wbackground =
[E figurecaption ht
i @l i

16. Export to PDF
1. Save document.
2. Go to the File menu and select Export.
3. Inthe Export PDF window, check the selection of Create Tagged PDF. If you prefer your
facing pages appear as one page (spread) you would want to select Spreads.
Export Adobe PDF

Adobe PDF Preget: | [High Qulity Print] (modified) V|
Standard: |N0ne v| Cormpatibility: |Acr0bat 5 (POF 1.4} v|
General General
Compression o
Marks and Eleeds Description: | [Based on '[High Quality Print]'] Use these settings to create Adobe
Outout PCF documents for quality printing on desktop printers and
g proofers, Created POF docurnents can be opened with Acrobat
Advanced and Adobe Reader 5.0 and later,
Secutity
Surnmary
Pages
o
(ORange: |2
Spreads
Options
[¥]Embed Page Thurmbnails [¥]4iew POF after Exparting
[¥] Optimize for Fast Web Wiew
! Create Tagged POE —»
Export Layers: | Wisihle Layers - |
Include
Bookrnarks [JWon-Printing Objects
Hyperlinks Interactive Elements
[wisible Guides and Baseline Grids
[ Bport ] [ cancel |
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C. Validate and Repair Accessibility

17. Manual checks before Full Accessibility check

1.
2.

Running these checks manually will expedite your Full Accessibility check later.

Language

a. Go to the File menu and select Properties or Document Properties. The Properties
window appears.

b. Select the Advanced tab and navigate to the bottom Reading Options and select English,
or other preferred language as your language specification in the pop down menu.

Tags

a. Go to the Advanced menu and navigate to Accessibility and select Add Tags to
Document if it is highlighted.

Alt text

a. Move your cursor over an image to check if the Alt text that you entered is popping up in
a tooltip like text box above the image.

18. Run the Full Accessibility check

1.

2.

3.

o

19. Fix wrong tags
1.

Go to the Advanced menu and navigate to Accessibility and select Full check. The
Accessibility Full Check window appears.

In the Checking Options select Adobe PDF as the name and select all the check boxes for
general requirements and click the Start Checking button.

If Adobe Acrobat found any possible problems, a message dialog box would appear to ask you
to view a report. Click OK. The Accessibility Report appears on your left. (If you pass the
Accessibility check, a message of congratulations will appear.)

In the Accessibility Report you are likely to encounter the following kinds of problem solving.
IMPORTANT: There is no Undo or Save in this the Touchup Reading Order process.
Remember to close the Touchup Reading Order window and save your steps.

Sometimes assets are wrongly tagged Tag button [CHeur| Tab number
or recognized (during the conversion
. acﬁground Information

from InDesign to Acrobat) such as a eutons eow: sl | AR
figure recognized as text, or vice versa, | L =" lpee ) S ———
etC [ Earm Field ] [ I]gurefcaptlon ] ’;igd S = -

. 5 ress
Go to the Advanced menu and { Peska H v : s 2o

. ey g Heading 2 el
navigate to Accessibility. s — PRl Enai
Select the Touchup Reading Order e T

. - ~HHEAL ubscription Information
option. The Touchup Reading Order

- Previous Subscription

window appears on the left. -
Click and drag a blue rectangle with e Lo o
yOUf CrOSS-halr Cursor tO SeleCt the [#] shogs tabie cels L} If yes, which semester did you s ur last subscripfipa?
ObjeCt/S With the Wrong Tag. The Tag [#] Show tables and figures ] Please select the semester from the com
buttons In the Touchup Reading lc\ga,paggst@(mgm ] [Shnwgrdgrpang|l Which journal/s did se in your last subscription?
Order window become active. Lo J[ o= ] R L) vumap [ dowmac

Click on an appropriate Tag button
and the Tag of the selected object/s will change accordingly.
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If you do not want an object to be recognized, you can select the Background tag for that
object. As a result the object will no longer be highlighted.

Close the Touchup Reading Order window and save. Run the Accessibility Full Check
again.

20. Add missing alternative text

1.

Examples for this problem could be multiple: an image in your document did not have
alternative text embedded in the authoring application or certain text assets were mistakenly
recognized as a figure/image during the conversion process.

Go to the Advanced menu and navigate to Accessibility. Select the Touchup Reading Order
option in the options list. The Touchup Reading Order window appears on the left. Elements
of your documents appear highlighted with tags and reading order number.

If you see a figure tag says “Figure — No alternate text exists.” right click on the Figure
object and select Edit Alternative Text...Enter the description in the text box and click OK.
Close the Touchup Reading Order window and save. Run the Accessibility Full Check
again.

21. Fix wrong tab (reading) order

1.

2.

3.

Go to the View menu and navigate to Navigation Panels and select Order in the expanded
list. The floating Order panel appears.

In the Order panel, click on the Plus sign next to a label to collapse the list of reading order.
The Plus sign now is a Minus sign.

Click and drag the Box icon up or down to correct the reading order. While dragging, you will
see a black arrow followed by a horizontal line adhered to your cursor, indicating a possible
location for insertion. Release and drop your dragged icon at that location. The reading order
number of that object will change accordingly.

Close the Touchup Reading Order window and save. Run the Accessibility Full Check

= E apphication Formic, pdf
=[] Page1
+p'1 [1] Journal Subscription Foem
| [2] First Name Last Name Addre
& [4] Subscription Information
&4 [5] Oid you subscribe before?

[Pournal

Eatkgmnnd Information
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