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Creating Accessible PDFs  
 
Approximately 20% of the U.S. population has a disability, with 8.5% having a disability that impacts 
computer and internet usage. Often, the use of electronic documents acts as a barrier for those with 
disabilities. It is the responsibility of the document creator to ensure the document is accessible for all 
users (WebAIM,2020). Note: You will need Acrobat Pro DC from Adobe to make accessible 
PDFs. To obtain a free copy, follow the directions in the Getting Started tab.  
 
Purpose and Applications 

• Increase access to electronic documents. 
• Ensure screen readers can access and accurately read content in documents. 
• Allow for keyboard navigation of documents. 

 
Checklist for Creating Accessible PDFs 
 
Start with an Accessible Word document 

 
The fastest way to create an accessible PDF is to save an accessible Word document as a 
PDF.  

• In the ribbon above the document, select the File tab to see the Save options.  
• Select Save as Adobe PDF on the next screen. 

 

  
Figure 1: Save Opens 

https://www.uscupstate.edu/campus-services/information-technology/service-directory/adobe-creative-cloud/
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Update Title and Default Language (in Acrobat Pro DC) 
 

1. Open the PDF. 
2. Click on File to extend the submenu.  
3. Select Properties to open the Document Properties box. 

 

  
Figure 2: File Submenu 

4. On the Descriptions tab, enter the title of the document. This can be different than what the 
PDF is saved as.  

5. On the Advanced tab, from the Language dropdown box select English. Click OK to save 
the new title and language. 

6. Click OK to save. 
 
Edit Preferences (in Acrobat Pro DC) 
 

1. Click on Edit at the top of window to extend the menu. 
2. Click on Preferences to open the dialogue box. 

 

   
Figure 3: Edit submenu 
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3. Click on Accessibility in the left list (Step 1 in Figure 4). 
4. Click the Use High-Contrast colors radial button and select Black text on white from 

the High-contrast color combination dropdown box (Step 2 in Figure 4). 

 
Figure 4: Preference Dialogue Box           

5. Click OK to save selections. 
 

Run Accessibility Check (in Acrobat Pro DC) 
 

 
1. From the Accessibility menu, select Autotag Document. If it is already, tagged, you 

can retag or leave the current tags. (1 in Figure 5) 
2. After the PDF is tagged, select Accessibility Check (2 in Figure 5) 

 

   
Figure 5: Accessibility Submenu           
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3. Click on Start Checking on the Accessibility Checker Options box (leave default 
settings). 

4. The Accessibility Checker results will appear on the left. Click on the arrows to see 
issues.  

 Logical Reading Order and Color Contrast will always appear as they need a 
manual check. Right-click on the bold text and select pass. (Figure 6) 

 For other items, right-click on the text and click Fix. If you are not sure how to 
fix them, right-click on the bold text and then Explain. (Figure 7) 

              
                          Figure 6: Manual Passing                              Figure 7: Fixing Other Items           

 
 

Quick Tips for Use 
• Start with an accessible Word document. 
• Avoid using tables.  
• Use the Explain feature for a walkthrough of how to fix problems 

 
Additional Resources 

• Review Adobe’s Help page for Accessibility.  
• Explore Adobe’s User Guide for Adobe Acrobat Pro DC. 

https://www.adobe.com/accessibility/products/acrobat/using-acrobat-pro-accessibility-checker.html
https://helpx.adobe.com/acrobat/user-guide.html
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