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Agenda

01
Review of Part 1: “How to Make Accessible PDFs”

02
Creating accessible fillable PDF forms

03
Using Guided Actions to automate accessibility tasks

04
Fireside chat on government trends, compliance, 
and automation strategies
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Prepare for accessibility tools

• Automatically tag PDF

• Automatically tag form fields

• Change reading order

• Check for accessibility

• Open accessibility report

• Identify form fields

• Add alternate text

• Use setup assistant

• Fix reading order
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Steps to creating 
accessible fillable 
PDF forms
1. Make sure your PDF template is accessible.

2. Add form fields to your PDF template.

3. Review and edit field types.

4. Check field names and tool tips.

5. Check the tab order.

6. Add <Form> tags for each field.

7. Move <Form> tags to corresponding <P> tag.
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Preferences: Use cloud-based 
auto-tagging for best results
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Summary

01
Review of Part 1: “How to Make Accessible PDFs”

02
Creating accessible fillable PDF forms

03
Using Guided Actions to automate accessibility tasks

04
Fireside chat on government trends, compliance, 
and automation strategies
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[Webinar] How to Make Accessible PDFs

PDF Accessibility overview 

Acrobat Accessibility Series

Adobe Acrobat Learn & Support

Adobe Acrobat Plans & Pricing

Adobe Trust Center

Adobe Acrobat Webinar Hub

Helpful resources

https://business.adobe.com/resources/webinars/how-to-make-accessible-pdfs.html
https://helpx.adobe.com/acrobat/using/accessibility-features-pdfs.html
https://experienceleague.adobe.com/docs/document-cloud-learn/acrobat-learning/advanced-tasks/accessibility-series/accessibility-series.html?lang=en
https://learn.adobe.com/support/acrobat.html
https://www.adobe.com/acrobat/pricing/business.html
https://www.adobe.com/trust.html
https://www.adobe.com/acrobat/business/webinars.html
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Session summary 

This webinar, hosted by Lori DeFurio, focuses on creating accessible PDFs using Adobe Acrobat Pro. The 
session covers essential tools and techniques for making fillable PDF forms accessible, including using the 
Prepare Form tool, managing the tag tree, and setting tab order. Lori also demonstrates how to create a 
Guided Action to streamline the accessibility process and shares a special tip for handling complex pages. 
The session concludes with insights from Tony DiCuffa on government trends, compliance deadlines, and 
automation strategies for accessibility, especially in light of the April 2026 deadline for Web Content 
Accessibility Guidelines compliance.   

Key takeaways 

• Accessibility tools in Adobe Acrobat Pro, such as Prepare Form and tag trees, are essential for creating 

compliant fillable PDF forms.   

• Guided Actions can be used to automate and streamline the accessibility process, saving time and  

ensuring consistency.   

• The cloud-based auto-tagging feature in Acrobat Pro provides the most accurate tagging results, reducing 

manual work.   

• Extracting complex pages using the Organize Pages tool simplifies remediation and minimizes disruption  

to accessible pages.   

• Government entities serving over 50,000 citizens must comply with accessibility standards by April 2026. 

Automation tools like Acrobat Services APIs offer scalable solutions for large document sets.   
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Step-by-step demo tutorials 

Demo 1: Creating accessible fillable PDF forms 

1. Open Adobe Acrobat Pro.  

2. Select the Prepare a Form tool.  

3. Ensure Auto Detect Form Fields is enabled.  

4. Click Create Form to scan the file and add form fields automatically.  

5. Review the Fields panel to identify and delete unnecessary fields.  

6. Add missing fields manually using the tools provided.  

7. Edit field types (e.g., change checkboxes to radio buttons or text fields to dropdown lists).  

8. Right-click on each field in the Fields panel and select Properties.  

9. Update field names and tooltips to match the label or provide additional information.  

10. Select the three dots in the Fields panel and choose Show Tab Numbers.  

11. Adjust tab order by dragging fields manually or selecting the funnel icon and choosing Order by Row.  

12. Open the Accessibility Tags panel.  

13. Click the root of the tag tree.  

14. Select the three dots and choose Find and Select Unmarked Annotations.   

15. Tag each unmarked annotation as Form.  

16. Move Form tags to their corresponding P tags by cutting and pasting them into the correct location in  

the tag tree. 

 

 

 

 

 

 

 

 

 



 

© 2025 Adobe. All rights reserved. Adobe, the Adobe logo, and Acrobat are either registered trademark s or trademark s of Adobe in the United States and/or other countries.  

Demo 2: Using Guided Actions to automate accessibility tasks  

1. Open Adobe Acrobat Pro.  

2. Select Use Guided Actions.  

3. Click New Action.  

4. Add Detect Form Fields command and uncheck Prompt User.  

5. Add Prepare a Form tool and insert instructions reminding users to check field types, names, and tooltips.  

6. Select Pause to allow users time to read instructions.  

7. Add Set Tab Order Property command and choose Use Row Order.  

8. Add a panel titled Create Tags and include instructions for tagging unmarked annotations and moving 

Form tags to P tags.  

9. Add Save As command and add “Accessible” to the beginning of the file name.  

10. Name the action Create Accessible Forms and add a description.  

11. Click Start to execute the action and follow the steps displayed in the left panel.  

 

Demo 3: Remediating complex pages using Organize Pages tool  

1. Open Adobe Acrobat Pro.  

2. Select Organize Pages tool.  

3. Extract the problematic page from the document.  

4. Open the extracted page and remove incorrect tags using the Accessibility Tags panel.  

5. Re-tag the page using the cloud-based auto-tagging feature.  

6. Adjust table rows to table headings if necessary.  

7. Use Organize Pages tool to reinsert the remediated page into the original document.  

8. Verify that the tags for the reinserted page are correctly placed in the tag tree. 
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What is an accessible PDF?  

An accessible PDF is a document that can be used and read by all users, including those who rely on 
assistive technologies like screen readers.   

 

Can I create accessible PDFs from Microsoft Word?   

Yes, you can create accessible PDFs from Microsoft Word by using styles, adding alt text to images, and 
checking for accessibility issues before converting the document to PDF. 

How can I check accessibility in Reader and Standard?  

You will need Acrobat Pro for these tools — they are not available in Reader or Standard.  

I cannot find the Prepare for the Accessibility menu in my version on Acrobat. How do I find it? 

You will need an Acrobat Pro to see the tools. 

Can Acrobat help me with color contrast? 

Yes, but it is not recommended. It is better to fix it in the original InDesign or Word doc. 

How do I export from Excel to Adobe and make it accessible? 

Use the PDFMaker Add-on (Windows) to do this. In the Preferences of the Add-on, there is a setting to 
Enable Accessibility and Reflow with tagged Adobe PDF. 
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Is there a way to standardize the sizing and alignment of fillable boxes?  

In the Prepare a Form tool, you can use the match size tools to do this. You can select all the fields and 
use the match size tool to make them all consistent and aligned. 

Do I need the Pro version of Adobe Acrobat for all these functions (including creating forms), or can I 
do all of this with DC? 

For the Accessibility and Action tools, you will need Acrobat Pro. For forms, you only need  
Acrobat Standard. 
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Thank you



BEYOND THE BASICS — CREATING ACCESSIBLE PDFS


	7.16_ODW_PPT
	7.16_Made by AIA
	07.16_Acrobat_Skill Builder_Frequently Asked Questions

