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ANGING TAGS
can modify incorrect tags in a PDF document by doing the following:

. Click the tag you want to modify.

. On the Navigation panel’s Option menu, click Properties and then click the Tag tab. " e

. On the Type menu, choose a new tag. 4 I?T 5]

. Click Close. .

DING ALTERNATE TEXT DESCRIPTIONS s

dd an alternate text description to images, links and figures, do the following: foraunas =
Right click the tag you want to modify. s e et

. On the Navigation panel’s Option menu, click Properties and then click the Tag tab.

In the Alternate Text box, type a description of the item.
. Click Close.

Viewing ToucHUP READING ORDER TOOL
Use the TouchUp Reading Order tool and the Order panel to review and correct the logical reading order and ensure easy navigation of your PDF.

Tov

iew the TouchUp Reading Order tool, do the following:

+ On the Advanced menu, point to Accessibility and then click TouchUp Reading Order.

VIEWING ORDER PANEL

You

Tov

can view and correct the reading order of a tagged PDF with the Order panel. —

iew the Order panel, do the following:

+ On the View menu, point to Navigation Panels and then click Order.

Tod

ock the Order panel in the Navigation Pane, do the following:

+ On the View menu, point to Navigation Panels and then click Dock All Panels.

CHANGING THE READING ORDER
To change the reading order of an element, do the following:

1.

In the Order panel, click an element. 4

2. Drag the element up or down and then release the ’—'

mouse at the desired position.

APPLYING TAGS WITH THE ToucHUP READING ORDER TOOL

Tags may also be applied to and removed from a PDF document using the TouchUp Reading Order tool. Sometimes errors occur when
Acrobat tags a PDF. For instance, the wrong tag may be assigned to an element, multiple elements may be grouped together as one, or
a tag may be unnecessarily applied to an image that is purely decorative.

To apply a tag to an element, do the following: —|_;| |

1. Click and drag a rectangle around text or an image you want to tag.

2.

The selection will be highlighted in blue. >

On the TouchUp Reading Order tool, click the desired tag button.

v

Notes:
-Use Heading tags to mark titles, the Text tag to mark paragraphs, and the Figure tag to mark
images, links and figures.
<Marking an element as Background will remove it’s tag so that screen-readers will skip over it.

A copy of this document, as well as other Quick Tips, can be found at http:/www.k-state.edu/dss/k-access




