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Accessibility Best Practices – Adobe PDF documents 

Print and use the checklist below to use when preparing accessible Adobe PDF documents. 

File Setup 

 Does the document file name not contain spaces and/or special characters?

 Is the document file name concise, generally limited to 20–30 characters, and does it make the

contents of the file clear?

 Have you set your document language to English?

 Have track changes been accepted or rejected and turned off?

 Have comments been removed and formatting marks been turned off?

Text 

 Does the document utilize recommended fonts (i.e., Times New Roman, Verdana, Arial,

Tahoma, Helvetica, or Calibri)?

 Are heading styles organized in a hierarchal and logical fashion, with consecutive headings (i.e.,

no missing heading levels)?

 Is the list style being used in Word or InDesign, as opposed to manually typed characters (e.g.

Hyphens, numbers, or graphics)?

 Is content clear and concise?

 Is all text logical in the Reading Order View?

 Do all URLs contain descriptive hyperlinks (i.e., avoid generic phrases like “click here”; instead,

use phrases that let users know about the content of the linked page prior to selecting it)?

 Is the color contrast ratio between foreground text and background color sufficient?

Continued on page 2 → 

https://www.nist.gov/sites/default/files/documents/pml/wmd/labmetrology/ElectronicFileOrganizationTips-2016-03.pdf
https://www.nist.gov/sites/default/files/documents/pml/wmd/labmetrology/ElectronicFileOrganizationTips-2016-03.pdf
http://www.adobe.com/accessibility/products/acrobat/pdf-repair-set-document-language.html
https://helpx.adobe.com/acrobat/using/tracking-pdf-reviews.html
https://helpx.adobe.com/acrobat/using/comments.html
https://helpx.adobe.com/acrobat/using/edit-text-pdfs.html
http://www.adobe.com/accessibility/products/acrobat/pdf-repair-repair-tags.html
https://support.office.com/en-us/article/Create-a-bulleted-or-numbered-list-9ff81241-58a8-4d88-8d8c-acab3006a23e
https://helpx.adobe.com/indesign/using/bullets-numbering.html
https://www.w3.org/WAI/gettingstarted/tips/writing.html#keep-content-clear-and-concise
https://helpx.adobe.com/acrobat/using/touch-reading-order-tool-pdfs.html
https://www.w3.org/WAI/gettingstarted/tips/writing.html#make-link-text-meaningful
https://www.paciellogroup.com/resources/contrastanalyser/
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Images 

 Do all images, grouped images, and non-text elements that convey information have

meaningful alternative-text descriptions?

 Do complex images (i.e., charts and graphs) have descriptive text near the image (perhaps as a

caption or long description)?

 Is the document free of scanned text-heavy images (i.e., avoid text content contained in images

that disappear when images are not available)?

 If color is used to emphasize important text, is there is an alternate, compliant method used as

well?

 Have you provided alternatives for or avoided use of sensory information (e.g., shape, size,

color, visual location, orientation, sound, etc.)?

Tables 

 Do all data tables in the document have designated row and/or column headers in table

properties?

 Does the table header repeat at the top of the table as it goes from one page to another?

 Are data cells set so they do not split across pages?

Accessibility Check 

 Has a separate accessible version of the document been provided when there is no other way to

make the content accessible?

 Did you use the built-in Acrobat accessibility checker in the program used to create the PDF, or

in Adobe Acrobat, has that been run and does it pass?

 Did you visit the Accessibility for Adobe PDF KB article for more information?

 Did you contact the Accessibility Network if you are having trouble?

https://www.w3.org/WAI/tutorials/images/informative/
https://www.w3.org/WAI/tutorials/images/functional/
https://kb.uc.edu/KBArticles/Accessibility-Websites.aspx#_Image_Alt_Text
https://www.w3.org/WAI/tutorials/images/complex/
https://www.w3.org/WAI/tutorials/images/textual/
https://www.w3.org/WAI/gettingstarted/tips/designing.html#dont-use-color-alone-to-convey-information
https://www.w3.org/TR/WCAG20-TECHS/G96.html#G96-examples
https://www.w3.org/TR/WCAG20-TECHS/PDF20.html#PDF20-description
https://support.office.com/en-GB/article/repeat-a-table-heading-on-subsequent-pages-2ff677e0-3150-464a-a283-fa52794b4b41
https://support.office.com/en-us/article/Line-and-page-breaks-419441D0-0963-4CFE-A79F-57C83B92E5AE
https://www.section508.gov/content/build/create-accessible-documents
http://www.adobe.com/content/dam/Adobe/en/accessibility/products/acrobat/pdfs/acrobat-xi-accessibility-checker.pdf
https://kb.uc.edu/KBArticles/pdf-accessibility.aspx
mailto:accessibility.network@uc.edu

	Accessibility Best Practices – Adobe PDF documents
	File Setup
	Text
	Images
	Accessibility Check




