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AMAC Accessibility Solutions
• AMAC Accessibility is a social
change organization on a mission
to create affordable services for
governmental, private and nonprofit organizations working with
individuals with disabilities.
Services include e-text, braille,
captioning, assistive technology,
office management software and
consulting.

AMAC Services
AMAC creates practical solutions that work, with a focus on utility, ease of use, and
high quality.
• Accessibility Consulting focuses on organizational accessibility needs with
evaluation, technical assistance, customer support, and website accessibility
solutions.
• Braille Services produces customized projects from both print materials and
electronic text including partial books and chapters, or graphics only, using cuttingedge technology.
• Captioning Services makes classrooms, meetings, labs, and other audio
environments fully accessible for the deaf or hard-of-hearing.

Additional AMAC Services
AMAC creates practical solutions that work, with a focus on utility, ease of use, and
high quality.
• Audio Description Services makes visual information present in multimedia
accessible to persons who are blind or low vision.
• Professional E-Text Producers provide high-quality e-text in many formats such as
PDF, DOC, DAISY, and HTML.
• AMAC’s Certified Assistive Technology team provides on-site and remote
assessments, demonstrations, training, and technical assistance for education, work,
and daily living environments.

AccessGA

AccessGA represents a joint initiative of the Georgia
ADA Coordinator’s Office, AMAC, and GTA. The
objective is to support Georgia’s state agencies with
ICT accessibility, and promote equal and timely
access for employees and customers with a wide
range of disabilities.
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AccessGA Offerings
• Webinar Offerings
• Technical Assistance and Hands-On Training
• Newsletters
• Up-to-Date Wiki of ICT Accessibility Resources
and Information
• Web Accessibility Audits
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Hierarchy of Tasks
• Adobe Systems Hierarchy of Tasks for creating accessible PDF
documents.
• Is the document a scanned image?
• If yes, perform OCR (either using the on-board OCR or another one).

• Does the document have links?
• If yes, add them using the Edit PDF tools (auto-find links and add them
manually).

• Is the document a fillable form?
• If yes, then add the form controls using the Prepare Form tools.

• THEN Tag the document! You must start a form with an untagged PDF
document.
8

Form Design
• Just as you think about what types of styles you are going to use for a
document, you must think about the layout of the form you are
creating.
• Avoid using symbols to represent check boxes or radio buttons.
• These can be confusing to the PDF remediators.

• Make sure you ask for information in a logical order and don’t fit the
information to the space available.
• Avoid using lines and slashes to “help” guide people.
• They can be confusing once the form controls are added and present barriers
to accessibility.
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Order of Information Requested
• In the following image, the apartment number is asked for after the
street number.
• Many people read forms and content literally and when asked for a
street address or simply address, type the entire address.
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Arrangement of Radio Buttons
• It is important to consider the layout of Yes/No questions.
• In this example, although radio buttons should be used because there
is a singular choice, there is no way to do this because the form
author has put the Y/N text in a position where it can’t be separated
for individual radio buttons.
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Confusing Date Layout
• The following example is from a form created in Excel (just say NO).
• Even if you were to fill this out in Excel using the keyboard, think of
the information you come across.
• This text was “at the end of a line” so it is in effect at the end of 3
lines.
• The other image DOES have faint indications of MM/DD/YY.
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Two Part Answers
• Sometimes there is a need to have further details for an answer.
• For example, if you are asking if someone has attended an event
before and then you want to know when and/or where.
• Using a symbol to represent a form control is confusing to everyone
but means that you have to cover it up when you add the form
controls in Adobe Acrobat.
• There are some people without disabilities who wouldn’t know what
to do with the form area to the right of the blue dot.
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Symbols for Form Controls
• Avoid using symbols or cute images to indicate check boxes or radio
buttons.
• They are confusing to everyone!
• They also need to be covered up by the form controls in Acrobat and may
appear in the Tags Tree/Accessibility Full Check as images requiring Alt Text
which means more time spent on remediation.
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More Symbolism!
• This example is from a form created in Excel and all of this information is in
ONE CELL!
• To remediate, zoom in Acrobat had to be set at about 800 times
• The check boxes were so tiny that you could barely target them to fill them
out…unless you used the Zoom tool in Acrobat or Reader as well.
• Always consider spacing. Preview your form in Acrobat before you sign off
on it or think about adding form controls.
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Symbols for Check Boxes/Radio Buttons
• Another example of when not to use symbols for check boxes or radio
buttons.
• Leave enough space for the form control at normal zoom levels.
• This helps you if you have to provide the form in alternate
format…you don’t have to go back and delete all of these.
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Use Columns for Layout
• Taken from a real form example, if you have a wide range of choices,
use columns to format the answers so that they are all together.
• Do not use a table for this type of question!
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Leave Space for Answers
• While we’re talking about space, tell people how many characters
they have to work with AND leave enough space for them to provide
the answer!
• Use the technique in Word to provide random text and then get a
word/character count. =rand(10) followed by the Enter key will give
you 10 paragraphs of randomly generated text with each paragraph
having 3 sentences (default). Then press Alt + R, W for the Word
Count dialog.
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Multilevel Text Form Controls
• When designing your form note that if you add lines for handwritten
answers, you will need to remediate the form control if auto-detect
form controls is turned on.
• Also note that people can be confused when the words they are
typing do not fit “on the line.”
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Correct Way to Layout Multiline Answers
• Whether you do add the writing guides or not (preferable), you use
one form control that spans the entire answer range.
• Set the form control to auto-size with the amount of content.
• Barrier = have to write, interrupt thoughts, press Tab, write, interrupt
thoughts, press Tab….
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Word Count Dialog in Word
• Alt + R, W for Review Ribbon, Word Count dialog.
• Acrobat text form controls work with characters
not words so take note of the two character
counts:
• With spaces.
• Without spaces.

• Let the user know which one you are using.
• This image shows the character count for the 10
paragraphs of text or about one page of text..
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Long Answers - 1
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Long Answers – 2
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Leave Enough Space for the Form Control
Space for answers is not only height, but space between information
you are asking for.
Use the Ruler in Word to line up questions.
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Adjust the Row Hight of Table Rows
If you absolutely have to use a table for design layout, make sure that
you adjust the row height so that someone can add a form control but
also so that someone can target the form control and review what they
have entered without having to zoom the form and lose their place and
their ability comprehension the general flow of the form.
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Avoid Tables for Layout!
• The information in the image on this
slide could have easily been
reproduced in Word using Styles.
• This is information in a table.
• When this gets tagged, you will have
to remediate the entire page to
remove it from the table, make sure
that paragraphs have a <P> Tag and
lists are constructed correctly.
• Right now this is a series of blobs of
text.
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Don’t Format for Phone Numbers
• As wit dates, don’t provide hints for how you want the phone number
to be written. This should be done in the text of the question.
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Underline and Slashes Create More Work
• One of the problems with using underline and slashes for visual
formatting cues is that they often end up in the Tags Tree and
Accessibility Full Checks.
• The remediation is to go to the Content Panel and make them
Artifacts…without making any of the text Artifacts.
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Signature Lines
• If you use a Digital Signature/Digital ID, people will need to purchase
these certificates and not everyone can afford them.
• The “free” Digital ID’s are regional and may not be acceptable as a
real Digital Signature.
• Many people do not have printers!
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Fourth Edition of PDF Book!
Finally! The fourth edition of Accessible and
Usable PDF Documents: Techniques for
Document Authors is available!
Contact PubCom.com to purchase using a credit
card or me directly if you can purchase with
invoice or purchase order.
http://www.pubcom.com/about/contactus.html

It is tagged PDF with option to print entire book
or pages, sections, chapters.

Contact!
Karen McCall, M.Ed.
Karlen Communications
info@karlencommunications.com
http://www.karlencommunications.com
@KarlenInfo
Consulting and training on accessible
document design (Word, PowerPoint, Excel
and PDF).
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