Accessibility Checks: PDFs A

In accordance with Title Il of the Americans with Disabilities Act (ADA), all digital content must be

carefully reviewed to ensure compliance with digital accessibility guidelines. When creating a
resource in an authoring program (e.g., Microsoft Word), it should be checked for compliance
using the program's built-in accessibility features. (See Accessibility checklists and instructions for
running accessibility checks on our Customer Support and Internal Training webpage.)

After ensuring compliance within the authoring program, if the resource is saved as a PDF for
electronic distribution, the PDF must also be reviewed for compliance.

The following steps outline how to use Adobe Acrobat’s built-in tools to complete an automated
accessibility check and note the accessibility standards that must be reviewed manually.

Automated Accessibility Checker

Adobe Acrobat includes integrated tools that flag common accessibility barriers.

Acrobat Reader (i.e., the free version) can perform the needed accessibility
checks. However, Acrobat Pro is required to correct issues in the PDF that may be
flagged for compliance concerns. Employees can email mdenet@mdeki2.org to
request access to Acrobat Pro.

Step 1: Open a PDF file using Adobe Acrobat Pro.

Step 2: Click "All tools". Click "View More" to see all tools.
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Step 3: Click "Prepare for accessibility” to open the accessibility tools.
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Step 4: PDF tags are hidden markers that define the structure and meaning of the content within a
document. They identify headings, paragraphs, lists, tables, and images, making PDFs accessible
to screen readers and easier to navigate across different devices.

Click "Automatically tag PDF" to have Acrobat automatically tag elements in the document to help
determine document structure and reading order.

NOTE: Depending on the authoring tool used to create the original document, the
PDF may already be tagged. A warning message will appear if the PDF already
contains tags. Click "View Accessibility Tags” to view the tags.

Update accessibility tags?

ged. Would you like to re-tag the document?

) Do not show this message again

=

For larger documents, a status bar will be displayed in the right panel to track
tagging status, as it can take a few minutes. Shorter documents may not display
the status bar.
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Tags are being added to this PDF. When =
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E————

To change other accessibility preferences, go to Preferences >

Accessibilty.
Cancel
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When the tagging process is complete, an expandable list of document tags will be displayed on

the right panel of the document window.
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Document
(< Document> )

Heading
(<H1>, <H2>,
<H3>..)

Paragraph
(<P>)

Figure
(<Figure>)

Table
(<Table>, <TR>,
<TH>, <TD>)

List
(<L>, <LI>, <LBL>,
<LBody>)

Serves as the first element that contains all other tags
in the PDF.

Organizes content structure, allowing screen reader
users to navigate by heading levels.

Identifies standard body text.

Tags images, which must include alternative text to
describe the image content.

Identifies a table and structures data within the table.
<TH> identifies table headers, <TR> identifies table
rows, and <TD> identifies data cells.

Defines lists, with <L> as the parent, <LI> as items,
<LBL> for bullets/numbers, and <LBody> for text.
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Step 5: Review the tags to ensure they are correct. Click the down arrow to expand a tag to
review the contents. The contents of the tag will be outlined in magenta in the document for

reference.

Step 6: If a tag needs to be deleted or adjusted,

options will appear.
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The Mississippi Student Information System (MSIS) was established to fulfill the
Performance-Based Accreditation Model mandated by the Education Reform Act of 1982.
Its role was further solidified by 1994 legislation, which shifted the focus to accurate,
school-level reporting and eliminated the use of summary data. Designed to meet both
state and federal requirements, MSIS serves as a centralized, statewide repository for data
in avariety of areas, including students, personnel, and finance. Additionally, the system
facilitates the seamless electronic transfer of student records between districts, providing
arobust and unique student tracking solution.

MSIS was redesigned in 2023 to further modernize its data collection processes and
enhance functionality. The application is web-based and can be accessed from any device
with an internet connection by visiting https://msis.mdek12.org.

MSIS is designed to provide a daily reflection of the data in local districts’ systems. To
accomplish this, the application collects data in three ways (AP, File Upload, and Manual
Entry), illustrated by the graphic below.

- | MSIS=

{
§

‘\3 ‘<Hz>

g NEWTO MsIS
N

>

>

x

a <H3>
q] <P>
1’] <P>
J <H3>
q‘l <P>

§ <Figure>

J <L>
ﬂ <P>
q‘l <P>
q] <P>

Accessibility tags @

>
v @ <>

right-click on the tag and the available menu

s]

B NEW TO MSIS
3
*B

Autotag document
Increase font size

Cut
Delete Tag
Delete Empty Tags

Reading Order

Find Tag from Selection
Create Tag from Selection
Find...

Copy Contents to Clipboard

Edit Class Map...
Edit Role Map...

Tag Annotations
v Document is Tagged PDF

v Apply Role Mapping to Tags
+ Highlight Content
Properties...

S

24—

“Delete Tag" removes the tag from the element, and the screen reader will skip

over it.
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If the tag needs to be edited, click “Properties.” Click on the drop-down menu for
Type and select the appropriate tag.

° Object Properties

Content [ Tag ] Color

[ Type: Heading Level 2 8 ]

Actual Text:

Alternate Text for Images:

D:  AD260215-2322-1183-ADBE-000000006061

Language:

Edit Tag. Edit Attribute Objects. Edit Attribute Classes.

Close

Step 6: In the accessibility toolbar, click “Add alternative text.”
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A "Set Alternate Text" window will show the first compliance issue in the document.
The affected image in the document will be highlighted.
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Step 7: If no alt text has been provided, add appropriate alt text for the image. If the image does
not require alt text, mark it as a "decorative figure”. (See Accessibility: Alt Text for more

information on writing appropriate alt text.) Use the arrow buttons to navigate through the
images in the document.

User Guide

Set Alternate Text

Image 10f 63 »

Alternate text: Decorative figure.

Save & Close

Step 8: Click “Save & Close” when all alt text has been provided.

Set Alternate Text
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Step 9: In the accessibility toolbar, click “Fix reading order.”
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For each user, ’s name, activation
status, and available actions.

A "Reading Order" dialog box will appear. (You may need to move the box to the
side so you can see the document underneath.) Items on the page will be
highlighted in gray and numbered in the proposed reading order.
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Step 10: Click “Show Order Panel”. A reading order panel will appear on the right side of the
document window.
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Step 11: Click “Close" to close the Reading Order window. The reading order panel will remain
open.
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Step 12: Carefully review the reading order. If objects are out of order, click (and hold) on the
name in the order panel and drag it up or down to the appropriate order.

I x  Order ®
v [ Poge”
gov
w (2) Manage Users (Assigning Permissions)
u 2 pnage Users (Assigning g (5] The M Primary or Secondary can view the statu
‘m MSIS Primary or Secondary can view the status of each MSIS user in the district or
| users’ the Portal. g [4 Step - In the lfthand navigation clck the

g (5] Path
@p 1: In the left-hand navigation, click the arrow beside ‘Administration.” Select Manage
ers.

=] (6] Administration Portal

g 1) The Administration Portal wil now be displayed.T.
Wy (6] Path
g (9] Fora usertodisplay on the Administration Portal..
g (0] Path

g (1) For each use,the portal willdisplay the user's

- Path
g (2] Pat
Data Submission .
B > [3 Pogers
> [ Poger
Usi Portal ] > [ Peee20
7 P Administration Portal will now be displayed. The portal will show a list of all
ive and inactive users for the district. > [ Peser
(Wi o
=7/ il AT = Acministration Portal, they must first > [3 Page2
m Ister for access to MSIS. MSIS will NOT notiy the MSIS Primary or
[N | secondary when new users have registered for access. Instead, the > [3) Pege3
" district user ity dis ol
Vi >[5 Poge2e
> [3 Pgezs
meacn user, the portal will display the user’s name, email addresses, activation
us, and available actions. > [ Poge2s
> [ Peer
s [ Page2s

Step 13: Once tags, alt text, and reading order have been addressed, click “Check for
Accessibility” in the accessibility toolbar to run the full accessibility compliance check.
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Step 14: An Accessibility Checker Options window will appear. Click “Start Checking”.
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Attach report to document
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Select All Clear All
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When the checking process is complete, an expandable list of compliance checks
will be displayed on the right panel of the document window.

x  Accessibility Checker

> Document (3 issues)

> Page Content
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> Tables
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> Headings

Step 15: Review compliance results. Click the down arrow to expand a compliance area to review
the contents.
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Most compliance issues should have already been corrected in the authoring
program (e.g., Word) or when working through the previous steps (e.g., Add
Alternate Text or Fix Reading Order).
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If a compliance check passes, it will not be bolded and will display a “passed”

message.

If a compliance check fails, it will be bolded, noted with the number of issues
(e.g., 3issues), and marked with a red "X".
Most common “Failed” check:
e Alternate Text (see Step 6).

If a compliance check cannot be completed, it will be bolded, noted with the
message “needs manual check”, and marked with a blue “?".
Most common “Needs manual check":
¢ Reading Order (see Step 9).
e Color Contrast
NOTE: Contrast should have already been verified by the
Accessibility checks in the authoring program (e.g., Word) and
should not need to be verified again. (See Color Contrast Checker

for more information.)

Step 16: For any items that require manual checks, complete the checks and make any necessary

adjustments.

Step 16: For any items that fail, right-click on the item. A drop-down menu will appear with more
options. Click “Fix" (if available) to correct the issues. Click “Explain” to learn more about the

problem and possible solutions.

x  Accessibility Checker

v Document (6 issues)
Accessibility permission flag - Passed
Image-only PDF - Passed
() Togged PDF - Failed
(@) Logical Reading Order - Needs manual check

() Primary language - Failed
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v Page Contentll

Check Again
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> () Togsedan Options
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Character encoding - Passed

Step 18: Go to File > Save As. Save your newly compliant PDF as desired.
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