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Description

Adobe InDesign is a wonderful tool for producing creative documents; however, InDesign can be challenging
when it comes to creating a document that is attractive and accessible. This webinar will take you step by step
when it comes to making an accessible document in InDesign. Helpful tips and tools will also be shared along
the way to help you create an accessible PDF beginning in InDesign
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Jessica Cavazos Health Educator, Minnesota Department of Health



https://www.accessibilityonline.org/ada-tech/archives/110677

Document Properties

File>File Info

e Document Title

(should match the document’s title)
e Author

e Description

Turn Off Hyphenate (Ctrl+Alt+T or Type>Paragraph)

* Paragraph Window

Paragraph Styles (F11 or Type>Paragraph Styles)

A paragraph style is a collection of formatting attributes that
can be applied to a paragraph or range of paragraphs in a
single step. It includes both character and paragraph
formatting attributes.

e Creating Paragraph Styles
e Mapping to Export Tags

e When setting up

e Edit All Export Tags

Character Styles (Shift+F11 or Type>Character Styles)

Unlike paragraph styles, character styles do not include all
the formatting attributes of selected text. Instead, when you
create a character style, InDesign makes only those
attributes that are different from the formatting of the
selected text part of the style. That way, you can create a
character style that, when applied to text, changes only
some attributes, such as the font family and size, ignoring all
other character attributes. If you want other attributes to be
part of the style, add them when editing the style.
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Window > Layers (F7)

Create at least three layers:

1. Background
2. Images
3. Text
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Bullets and Lists Adding Content

Create bulleted/numbered list STYLES in the Bullets and Numbering Panel
e Paragraph Panel > Options Bar > Bullets and Numbering
* Apply a character style
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Insert Table. Ctrl+ Alt+Shift+ T

Tables created in InDesign will still require some remediation in Acrobat
* In Acrobat:
e Accessibility > Reading Order

Convert Text to Table...
Convert Table to Text...

Table Options
Cell Options » B

e Select table and then Table Editor (in Reading Order panel) = :

e Choose header cells, right-click and choose “Table Cell
Properties”

® Choose “Header Cell” and set scope to if it’s a header for row or column

Merge Cells

Unmerge Cells

Split Cell Horizontally

Split Cell Vertically

Paste Before

Paste After

Convert Cell to Graphic Cell
Convert Cell to Text Cell
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Navigation/ Interactive Elements Adding Content
e Hyperlinks

e Footnotes/endnotes

e Table of Contents

e Form elements

Ran into issues, no solutions (from video)

Flattened Image

e make sure images aren’t separate components so reading order can’t reorder elements and put image
pieces behind other pieces

https://helpx.adobe.com/indesign/using/flattening-transparent-artwork.html

Adding Alt Text (Object > Object Export Options)

e Alt-text is the descriptive text that is accessible to screenreaders
e Alt-text is contextual and needs to be less than 150 characters
e All images except those that are purely decorative require alt-text

Object Table V Vindow elp | 21.2 3 tf1 Publish
Trensform ’ ai B FIEE B &SP
Transform Again 3 _

Arrange » £ J . Auto " = [a
Select »

Group Ctrl+G

Ungroup Ctrl+Shift+G

Lock Ctrl+L

Unleck All on Spread Ctrl+Alt+L

Hide Ctrl+3

i Sl Alt Text | Tagaed PDF || EPUB and HTML

Insert HTML...

Generate QR Code...

Text Frame Options... Ctrl+B

Anchored Object »
Fitting 3
Content 3
Effects 3

Corner Options...

Object Layer Options...

Object Export Options...

Captions 3
Clipping Path 3
Image Color Settings...

Done

Interactive 3

Paths
Pathfinder
Coenvert Shape

Convert Point

Display Performance b
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Artifacting Images Adding Content

e Artifact graphic elements that are only for decorative purposes
- Background shading

- Lines/shapes used for visual breaks
* You can do all of your artifacting at once if you have put all those items into Background Layer first!
- Shift-select all of your items, and then Object > Object Export Options > Tagged PDF > Artifact
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Double Check Exporting Document

e Paragraph Styles are applied and have appropriate export tags
e Reading order (Layers and Articles Panels)
e Graphics are artifacted or have appropriate alt-text

Export to PDF Export to Interactive PDF
General General
General :
. ‘ages
e |nteractive PDF
e Pages - All

e View: Fit Page

e Layout: Single Page Continuous
e Forms and Media: Include All

e Embed Page Thumbnails

o Create Tagged PDF Presentation: Open in Full Screen Mode
e Use Structure for Tab Order

: | Single Page Continuous

Page Transitions: From Document

Options
nd Media: = Include All Appearance Only
v Embed Page Thumbnails v View After Exporting
Create Acrobat Layers

v Create Tagged PDF v Use Structure for Tab Order

Publi
Try 'Publish Online' after your PDF Export

Export Cancel

Compression - keep this High and 300 for people with low vision unless you absolutely have to have a small file
Export to Interactive PDF — e e o™ et

General Compression
‘Compression :
Image Compression
Advanced -
Compression: JPEG (Lo
Security

JPEG Quality: 'High

Resolution (ppi):|[S00)
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Check in Acrobat

Tools Sample Table.pdf

tools
Share & Review

il

Send & Track Send for Review

[(open [-] [Ada [-]

Forms & Signatures

4

Fill & Sign

B

Prepare Form

‘Open‘vl ‘Open‘vl

Protect & Standardize

O L

Comment Stamp
[(open [ -] [Ad [-]
[ raew |

o %
Send for Signature Certificates
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[ new ]
i:h
Compare Files

(G 7]

Measure

(sa [-]

®

h Attach report to document

Page Range

@) All pages in document

| Checking Options (30 of 32 in all categories)

() Pages from |1 to 1

Category: l Document

[¥] Accessibility permission flag is set

Document is not image-only PDF

Document is tagged PDF

Document structure provides a logical reading order
[¥] Text language is specified

Document title is showing in title bar

Bookmarks are present in large documents

Document has appropriate color contrast

Show this dialog when the Checker starts

[StartChecking] [ Cancel

gading Options
Full Check
Accessibility Report
=4, [dentify Form Fields
Set Alternate Text
Setup Assistant

Reading Order

For more help with this, see ‘Fillable Access Instructions.docx’

Protect Redact PDF Standards Optimize PDF Print Production Accessibility
[open [ -] (e [-] (g [-] (g [-] [Aa ]-]
[ eer Ay e s =) N o
1 D‘ Autotag Document
Report Options
_ I
[T Create accessibility report Choose...
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Errors to fix in InDesign

o Alt-text (unless it doesn’t export)
* Reading order

* Heading - Nesting

Errors to fix in Acrobat

* Table Regularity

¢ Table Headers Failed

* Tagged Annotations Failed

e Master Pages are great for repeated elements across several pages
e Master Pages should only include elements that are not intended to be

read by a screenreader

e Choose “Override All Master Page Items” before exporting

Master Pages

To override specific master items on a document page, press Ctrl+Shift (Windows) or
Command+Shift (Mac OS) and click the item (or drag to select multiple items). Change the
selected master items as desired. The item can now be selected like any other page item,
but retains its association with the master page.

To override all master page items on a document spread, target the spread, and then choose
Override All Master Page Items in the Pages panel menu. You can now select and modify any
and all master items as you wish.

& Pages

e Master pages are great for page numbering! e

Type>Insert Special C.>Markers>Current Page Number

Ctrl+Alt+Shift+N

ype Object  lal Windo
Add Fonts from Typeki
Font »

Size »

Character CtrlsT
Paragraph Ctrl+AltsT

A-Master

Insert Pages...

Move Pages...

Tebs Ctrl+ShiftT
Glyphs Alt+Shift+ F11
Story

Character Styles Shift+F11
Paragraph Styles F11

Create Outlines Ctrl+Shift+0
Find Font..
Change Case

Type on a Path

Motes

Track Changes

Insert Footnote

Document Footnate Options...

Hyperlinks & Cross-References
Text Variables

Bulleted & Numbered Lists

Insert Special Character Symbols

Duplicate Spread

Print Spread...

Markers

Insert White Space
Insert Break Character Hyphens and Dashes
Fill with Placeholder Text Quotation Marks

Other

Show Hidden Characters. CtrlAlt+]
— 1,

Current Page Number Crl+Alt+Shift+N

Next Page Number .
Page Attributes

Previous Page Number

Section Marker

Footnote Number

View Pages

Panel Options...

Apply Master to Pages...
Override All Master Page Items

Create Alternate Layout...

Ctrl+ Alt+Shift+L

Numbering & Section Options...

v Allow Document Pages to Shuffle
v Allow Selected Spread to Shuffle




* Make templates if you are making the
same document again and again

* Creates consistent look between s
documents e _

e el e o s e

* Speeds up document creation and T T R

accessibility e e

Free
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File > Save As > Template In Drop Down

.
I Save As - _——
OG [+ Computer » rtcS (Nsiberie.ge.umtedu) (R) » KT » Websites & Social Media Search Websites & Social Media
Organize v New folder o
% Dropbox *  Name B Date modified Type Size
] Recent Places ]
Ji Accessibility Training and Tips 416/2019607PM  File falder
) |1 Analytic Reports 7/20/2018 1047 AM  File folder
o8 e )l ARCHNVE 12/13/2016 354 P File folder
B Poctments || Consumer Resource Library Website 4/15/2019953 AM  File folder
o Music |1 LWD-WWD Website 1243/2016 354 PM  File folder
(] Pictures | i Map Monday 2019 4/15/20191252 P File folder
H videos S| g RTC website 3/27/201810:08 AM  File folder
— |1 Rural_Disability_Experience 9/21/2017128PM  File folder
11 Social Media 3/28/2019948 AM  File folder
&, LocalDisk () B Disability Awsreness Days.indd 3/28/2019940 AM  InDesign Document 1,252 KB
58, rtch (siberia gyt edu) (R} B InDesign Accessibility Guide.indd 4/16/20196:26 PM  InDesign Document 141,212 KB

(g% shareds (Vsiberia.gs.umt.edu) (V)

File name: InDesign Accessibility Guide.indd

Save a5 types [InDesign CC 2017 document (".indd) |
InDesign CC 2017 document (*indd)
InDesign C54 o later (IDML) (*.idml)
Aaisys Save Preview
Images with

Documents

= Hide Folders Save

The benefit of the template format is tha when you double-click a template file,
it opens as a new document

This can help you prevent any accidental changes to the template
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