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Abstract 

This gu ide to  wr i t ing  accessib le  PDFs in  Microsof t  W ord  is  p rov ided to  

g ive  use rs the  too ls  to  make the i r  documents access ib le  to  a  w ider 

aud ience.  I t  is  in tended for  anyone who  creates PDF documents  f o r  

pub l ic  use ,  us ing Mic rosof t  W ord as the  document  c reator  and who i s  

f ami l ia r  wi th  tha t  so f tware .  W hi le  the  f ocus i s  on Mic rosof t  W ord the  

pr inc ip les out l ined in  the  gu ide may be app l ied  to  o the r document  

creat ion  so f tware  a t  the  user ’s  d iscre t ion .  

The use o f  PDF remedia t ion  so f twa re  to  f ina l ise  the  document  and make 

i t  f u l ly  comp l ian t  w i th  the  re levant  s tandards i s  recommended.  
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1. Introduction 

Microsof t  W ord 2013,  2016 and Of f ice  365 (Mic rosof t  W ord 2019) are  

ab le  to  output  documents in  PDF format ,  however  w i thout  pr io r  

p repara t ion  and fur ther p rocess ing,  the  PDF documents genera ted by 

W ord wi l l  be  unab le  to  conform to  PDF/Unive rsa l  Access ib i l i ty  s tanda rds 

( ISO 14289-1 :2014 ).  

Document  autho rs must  comp le te  3  ma jor s teps to  reach  a  successfu l  

ou tcome:  

•  W ri te  W ord documents us ing app ropr ia te  techn ique .  

•  Output  a  part ia l ly  compl ian t  PDF v ia  W ord .  

•  Ed i t  the  par t ia l l y  comp l ian t  PDF us ing a  PDF remed ia t ion  too l  to  

f ina l ise  the  PDF.  
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Figure 1.  O veral l  process for  ach i eving  PDF/UA compl i ance  

This gu ide assumes that  you have  prev ious exper ience wr i t ing  documents 

us ing Mic rosof t  W ord.  I t  is  no t  in tended  to  be a  Mic rosof t  W ord t ra in ing  

manual .  

1.1. Disclaimer 

The inst ruct ions f ound in  th i s  gu ide were  deve loped and teste d us ing 

Microsof t  W indows opera t ing  systems us ing Aust ra l ian  reg ion and 

language set t ings.  W hi le  i t  may be poss ib le  to  f o l low the inst ruct ions on 

o ther opera t ing  systems such as macOS or us ing languages o the r than 

Aust ra l ian  Eng l ish ,  the  genera ted PDFs  may  not  be  access ib le .  
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1.2. Software Requirements 

Ins t ruc t ions in  th is  gu ide  requ ire  the  user to  have the f o l lowing sof tware  

insta l led  on the ir  worksta t ion :  

•  Microsof t  W ord 2013 or Mic rosof t  W ord 2016 or Mic rosof t  Of f ice  

365 (Mic rosof t  W ord 2019)  

•  PDF Access ib i l i ty  Checke r 3  (PAC 3 )  ve rs ion  3 .0 .7 .0  or h igher .  

Free down load ava i lab le  f rom the Access f o r  A l l  webs i te :  

h t tps: / /www.access -for -a l l .ch /en/  

•  Co lour  Cont rast  Ana lyse r  ve rs ion  2 .2a or h ighe r.  F ree down load 

ava i lab le  f rom the V is ion  Aust ra l ia  websi te :  

h t tps: / /www.v is ionaust ra l ia .o rg  

•  Sof tware  capab le  o f  “Tagged PDF”  remedia t ion .  More in format ion  

ava i lab le  in  Repa i r  PDF Access ib i l i ty  Issues .  

2. Accessible Word Document Guidelines 

This sect ion  desc r ibes techn iques  tha t  shou ld  be emp loyed when wr i t ing  

W ord documents.  Fo l low ing these gu ide l ines w i l l  imp rove the 

access ib i l i ty  o f  your W ord documents and fac i l i ta te  the  overa l l  p rocess o f  

genera t ing  access ib le  PDFs .  

You w i l l  l ike ly  be us ing your  organ isa t ion ’s  b rand ing when wr i t ing  W ord 

documents by e i the r us ing a  W ord templa te  or f o l low ing brand ing steps 

supp l ied  in  an in te rna l  document .  

I t  is  recommended that  you in i t ia l ly  comple te  the  inst ruct ions  in  th is  

sect ion  wi thout  us ing your o rgan isa t ion ’s  W ord templa tes as th i s  w i l l  

a l low you to  f ami l ia r ise  you rse l f  wi th  methods for  ach iev ing accessib le  

W ord documents –  a  pre requ is i te  to  genera t ing  access ib le  PDFs.  Once 

you are  comfortab le  genera t in g  access ib le  W ord documents,  conside r 

ad just ing  o r re -creat ing  you r organ isa t ion ’s  W ord templa tes based on 

your expe r ience fo l low ing th is  gu ide.  

 

 

https://www.access-for-all.ch/en/
https://www.visionaustralia.org/
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2.1. Preparing Styles 

There a re  over  one hundred sty les in  W ord,  many wh ich  a re  not  used in  

s imple  documents.  Common st y les  inc lude st rong text ,  emphas ised text ,  

t i t le s and head ings.  

Conside r the  d i f f e rent  co lou rs,  f on t  s izes and o ther des ign e lements tha t  

you wi l l  be  us ing in  you r document .  Fo r  instance,  you may be in tend ing 

to  use a  d i f f e rent  co lour f o r  each  head ing  leve l .  

Your  cho ice  o f  co lours,  f on t  s izes and o ther des ign e lements shou ld  take 

in to  account  the  f o l low ing gu idance:  

•  Keep format t ing  cons is tent  and min imal .  Too many  var ia t ions in  

f on ts,  emphasis  s ty les and indenta t ion  can d is t ract  aud iences f rom 

the content .  

•  Do not  use co lour as the  so le  method for  denot ing  meaning.  

Aud iences w i th  v is ion  impa irments may miss d i f f e rences in  co lou rs.  

I t  is  p re ferab le  to  use va r ia t ions in  f on t  s izes  or s ty les such as 

smal l  caps,  i ta l ics  or bo ld .  

•  Under l in ing  shou ld  be used to  denote  l i nked text .  Do not  under l ine  

text  f o r  aesthet i c  reasons.  Aud iences read ing e lect ron ic  ve rs ions o f  

documents may mistake the  tex t  f o r  l inked text .  

•  Only use one o f  the  f o l low ing text  just i f i ca t ions:  “A l ign  Lef t ” ,  “A l ign  

Right ”  o r  “A l ign  Center ” .  Tex t  tha t  i s  “Just i f ied” (even ly  d is t r ibu ted 

between marg ins ) may be d i f f icu l t  to  read,  especia l ly  by peop le  

wi th  dys lex ia .  



A u t h o r e d  b y  H e l m u t  H o s s ,  K i m  A n d e r s e n  &  C a t h e r i n e  B r i d g e  f o r  t h e  H o m e  M o d i f i c a t i o n  

I n f o r m a t i o n  C l e a r i n g h o u s e ,  U N S W  S yd n e y  

O c c a s i o n a l  P a p e r :  W r i t i n g  A c c e s s i b l e  P D F s  U s i n g  W or d .  

J u l y  2 0 2 0 ;  D O I :  1 0 . 2 6 2 8 8 / 5 f 9 a 2 1 2 7 4 0 3 5 6  

I S B N :  9 7 8 - 0 - 7 3 3 4 - 3 9 4 7 - 6  w w w . h o m e m o d s . i n f o  

10 

 

Figure 2 .  How to  prepare your do cument ’s st yl es  

W hile  be ing mindfu l  o f  the  expected content  in  you r document  and the 

a forement ioned gu idance,  choose and ad just  s ty les tha t  you foresee 

us ing by f o l lowing these steps:   

1 .  Cl ick  on the  Home tab in  the  r ibbon.  

2 .  Under the  Sty les  group,  c l ick on the  expand icon.  The Sty les  pane 

wi l l  be  d isp layed.  
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3 .  Cl ick  on the  Manage Sty le s but ton  in  the  Sty les pane.  

4 .  The Manage Sty les window w i l l  pop -up.  

5 .  Scro l l  th rough the l is t  o f  s ty les  and note  the  sty les tha t  you may 

use.  e .g .  T i t le ,  Subt i t le ,  Head ing 1 ,  Head ing 2 ,  Emphas is ,  S t rong.  

Note:  The “No rma l ”  s t y le  def ines the  v isua l  appearance f o r  a l l  tex t  

tha t  has not  been ass igned a  s ty le .  A l l  s ty les inhe r i t  se t t ings f rom 

the Normal s ty le .  

6 .  For each sty le  tha t  you in tend to  use:  

a .  Cl ick  on the  sty le  in  the  l is t  o f  s ty les .  

b .  Cl ick  on the  Mod i f y  but ton .  

c .  Use the p rev iew a rea to  rev iew the aesthet ics o f  the  sty le .  

d .  I f  the  s ty le  meets you r aesthet ic  requ i rements,  go  to  the  next  

s tep,  o therwise make ad justments to  the  sty le  before  

cont inu ing.  

e .  Ensure  tha t  the  f o l lowing va lues  are  conf igured for  the  sty le :  

▪  Font  s i ze  above 7 .5pt .  

▪  L ine  spac ing a t  leas t  1 .5  t imes  the f on t  s ize .  e .g .  

exact l y  16.5pt  l ine  spac ing f o r  11pt  text .  

▪  Paragraph spac ing shou ld  equa l  to  o r  exceed the l ine  

spacing va lue.  e .g .  18pt  pa ragraph spacing min imum 

when the l ine  spac ing i s  18pt .  

▪  Font  character spacing a t  leas t  0 .12 t imes the f on t  s iz e  

us ing expanded spac ing mode.  e .g .  1 .45pt  characte r 

spacing f o r  12pt  text .  
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▪  Le f t ,  Cent re  or Right  a l ignment  –  do  not  a l ign  text  us ing 

Just i f y .  

f .  Launch the Co lou r Cont rast  Ana lyse r.  Refer to  Sof tware  

Requ irements  f o r  more  in format ion .  

g .  Use the Co lour  Cont rast  Ana lyse r to  check the  prev iew o f  the  

sty le  f o r  cont rast  i ssues.  

h .  I f  cont rast  issues a re  p resent :  

▪  Change the Font  Co lour o f  the  st y le  wi t h  the  a im o f  

inc reasing the  cont ras t  ra t io  between the f on t  co lour 

and the background co lour.  e .g .  I f  the  fon t  co lour  is  red  

on a  wh i te  background,  a t tempt  to  use  darker  reds.  

▪  Re-check the  s ty le  us ing the  Co lou r Contrast  Ana lyse r 

and repeat  these steps  unt i l  no  cont rast  issues are  

detected.  

i .  Cl ick  on OK to  part ia l l y  commit  the  changes.  

7 .  Cl ick  on OK to  c lose the  Manage Sty les  window and commi t  a l l  

s ty le  changes.  

S ince many defau l t  s ty les p rov ided by W ord are  lack ing co lou r cont rast  

test ing ,  you w i l l  most  l i ke ly  encounter co lour cont rast  i ssues when 

fo l lowing the  sty le  prepa ra t ion  p rocess.  

2.2. Applying Styles 

Convent iona l ly ,  f on t ,  co lour  and s ize  changes to  text  wou ld  be performed 

by us ing but tons  located in  the  Font  group in  the  Home tab in  the  r ibbon.  

W hi le  i t  remains poss ib le  to  use the  convent iona l  f on t  cont ro ls ,  us ing 

them w i l l  inc rease the complex i t y  o f  main ta in ing  aesthet i c  cons is tency 

th roughout  the  document  and potent ia l l y  reduce access ib i l i ty .  
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Sty les a re  ab le  to  def ine  the  st ructure  o f  a  document  wh i le  convey ing 

emphasis  o f  content  to  sc reen reade rs,  there fore  i t  is  impe ra t ive  to  

subst i tu te  the  use o f  f on t  cont ro ls  wi th  t he  use o f  s ty les when chang ing 

the  v isua l  appearance o f  text .  

The defau l t  v isua l  appearance o f  text  in  a  W ord document  is  de f ined by 

the  “No rma l ”  s t y le .  A l l  text  tha t  i s  en tered in to  a  document  w i thout  any 

sty le  be ing prese lected w i l l  be automat i ca l l y  s t y led  as  “Normal ” .  

To  change the sty le  o f  text :  

•  Cl ick  on the  Home tab in  the  r ibbon.  

•  High l igh t  a  range o f  text  o r  c l ick  on a  sentence that  you w ish  to  

change.  

•  Se lect  a  s ty le  f rom the Sty les  group in  t he  Home tab.  

I f  the  s ty le  you wou ld  l i ke  to  use is  not  d isp layed:  

o  Cl ick  on the  “More ” d rop -down ar row bu t ton  in  the  Sty les 

group.  

o  Cl ick  on App ly Sty les.  The App ly Sty les  pane wi l l  d isp lay.  

o  Se lect  you r p re ferred st y le  f rom the Sty le  Name drop -down 

l i s t .  

 

 

Example  Subst i tu t ions  

W ord prov ides p redef ined sty les f o r  common ly used formats consis t ing  o f  

text  s ize  and co lour comb inat ions.  
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T able 1.  Common subst i tu t ions  

Intent ion  Convent iona l Me thod  Preferred Me thod  

Bold  text  Se lect  tex t  and c l ick 

on the  Bo ld  but ton .  

Change text  to  St rong 

sty le .  

I ta l i c i se  text  Se lect  tex t  and c l ick 

on the  Ita l i c  bu t ton .  

Change text  to  

Emphasis  s ty le .  

Add emphasis  to  

i ta l ic ised tex t  

Se lect  tex t ,  c l i ck  on 

the  i ta l ic  bu t ton  and 

then choose a  co lou r 

f rom Font  Co lour  

but ton .  

Change text  to  In tense 

Emphasis  s ty le .  

Add a  head ing  Se lect  tex t ,  c l i ck  on 

the  Bo ld  but ton  and 

then c l ick on the  

Inc rease Font  S ize  

but ton .  

Change text  to  a  

Head ing st y le  tha t  

cor responds w i th  the  

head ing depth .  e .g .  

Se lect  Head ing 1  f o r  

top  leve l  head ings.  
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2.3. Preparing Document Structure 

 

Figure 3.  How to  prepare your do cument ' s st ru cture  

Once you have prepa red the  st y les  tha t  you w i l l  be  us ing in  your 

document ,  the  next  s tep i s  to  p repare  your document  s t ructure .   

Estab l i sh ing the  st ructure  o f  your document  before  wr i t ing  content  is  

o f ten  an ef f ic ien t  method o f  t rack ing your prog ress.  

A typ ica l  document  s t ructu re  may cons is t  o f  the  f o l lowing e lements  in  the  

order l i s ted  be low:  



A u t h o r e d  b y  H e l m u t  H o s s ,  K i m  A n d e r s e n  &  C a t h e r i n e  B r i d g e  f o r  t h e  H o m e  M o d i f i c a t i o n  

I n f o r m a t i o n  C l e a r i n g h o u s e ,  U N S W  S yd n e y  

O c c a s i o n a l  P a p e r :  W r i t i n g  A c c e s s i b l e  P D F s  U s i n g  W or d .  

J u l y  2 0 2 0 ;  D O I :  1 0 . 2 6 2 8 8 / 5 f 9 a 2 1 2 7 4 0 3 5 6  

I S B N :  9 7 8 - 0 - 7 3 3 4 - 3 9 4 7 - 6  w w w . h o m e m o d s . i n f o  

16 

•  T i t le  

•  Subt i t le  

•  Tab le  o f  Contents  

•  Head ings  

o  Subhead ings  

2.3.1.  Title and Subtitle  

Tit le  and subt i t le  s ty les a re  l is ted  as recommended s ty les in  W ord,  

however they cu rrent ly  do not  o f f e r  any add i t iona l  s t ructu re  in forma t ion  

to  W ord documents or PDFs.  Using t i t le  and subt i t le  s ty les may be 

benef ic ia l  in  f u ture  vers ions  o f  W ord and thus sho u ld  be used when 

def in ing  the  main  and secondary t i t les in  a  document .  

2.3.2.  Table of Contents  

W ord is  ab le  to  automa t ica l ly  genera te  a  tab le  o f  contents tha t  in c ludes 

in terna l  l inks to  head ings f ound wi th in  your document .  Automat ica l ly  

genera ted in te rna l  l inks a re  prese rved dur ing  W ord to  PDF conve rs ion.  

2.3.3.  Headings and Subheadings  

W ord a l lows for  up  to  9  head ing sty les t o  be def ined,  s tar t ing  wi th  

Head ing 1  and end ing w i th  Head ing 9 .  Head ing 1  and Head ing 2  s ty les 

are  l is ted  as  recommended sty les in  W ord.  

Head ing 1  i s  the  h ighest / top -most  head ing leve l .  

Head ing 9  i s  the  lowest /bot tom -most  head ing leve l .  

I t  is  recommended to  use no mo re than 4  head ing leve ls  in  your  

document  in  o rder  to  he lp  your aud ience t rack  the  context  o f  each 

sect ion  eas i ly  as they read and nav igate  your document .  I f  your 

document  exceeds 3  head ing leve ls ,  rev iew your content  and i f  poss ib le  

t r im and combine content  to  e l iminate  excess head ing leve ls .  
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Use head ing s ty les co rrect l y  to  ensu re  t ha t  document  s t ructu re  is  

preserved dur ing  W ord to  PDF convers ion and is  u l t imate ly  unders tood 

by sc reen reade rs:  

•  Do not  use head ing s ty les to  emphasise  text .  Fo r example ,  do  not  

use the  Head ing 1  s ty le  to  bo ld  and en large an important  sentence,  

use e i ther  the  St rong sty le  or  the  Emphasis  s ty le .  

•  Do not  sk ip  head ing leve ls .  F i rs t - leve l  head ings shou ld  be sty led  

us ing the  Head ing 1  s t y le  and shou ld  on ly  conta in  sub -head ings 

sty led  us ing the  Head ing 2  s ty le .  Second - leve l  head ings  shou ld  be 

sty led  us ing the  Head ing 2  s ty le  and shou ld  on ly  conta in  sub -

head ings sty led  us ing the  Head ing 3  s ty le .  

•  Do not  use Head ing 7  to  Head ing 9  s ince PDF formats do not  

recogn ise  head ing leve ls  beyond Head ing 6  and there fore  any W ord 

to  PDF convers ion p rocess w i l l  f a i l  to  map Head ing 7  to  Head ing 9  

d i rec t ly .  
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2.4. Adding Content 

 

Figure 4 .  How to  add content  to  your do cumen t  
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Text  in  your  W ord document  is  l ike ly  to  most ly  be st y led  us ing the  

“No rma l ”  s ty le .  Add i t iona l  ca re  must  be taken when add ing o ther  types o f  

content  or  s t ruc tures  to  you r document .   

2.4.1.  Images 

Before  you add an image to  you r document ,  no te  the  f o l low ing:  

•  Images shou ld  not  be  added ins ide tab les tha t  on ly  serve to  

posi t ion  them o r in s ide s ing le  ce l led  tab les c reated to  p roduce 

capt ion  boxes -  tab les shou ld  not  be  used as a  layout  too l .  

•  Do not  use images o f  text  to  subst i tu te  text  content .  

•  Images that  have text  wrapp ing enab led wi l l  p roduce ex t ra  

access ib i l i ty  issues  to  f ix .  I f  the  i ssues are  not  f ixed,  some sc reen 

readers w i l l  be  unab le  to  dete rmine the  cor rect  read ing o rder o f  the  

image and wrapped text .  You may choose to  reduce the comp lex i ty  

o f  your document  by not  us ing images  wrapped w i th  text .  

A f te r  add ing an image to  your document ,  f o l low the steps be low 

depend ing on your ve rs ion  o f  Mic rosof t  W ord/Of f ice .  

Microsof t  Word 2013  

1.  Right -c l i ck on the  image.  

2 .  Cl ick  on “Format  P ic tu re…”  in  the  pop -up  context  menu.  

3 .  In  the  Format  P ic tu re  pane l ,  c l ick  on the  Layout  & Proper t ies  i con 

( th i rd  icon f rom the le f t ) .  

4 .  Cl ick  on A l t  Text .  

5 .  B lank the  T i t le  f ie ld  as i t  is  no  longer used and cou ld  confuse 

peop le  who may  ed i t  your document  in  t he  f u ture .  The Ti t le  f ie ld  

was used to  p rov ide a  prev iew o f  the  in format ion  conta ined in  the  
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Desc r ip t ion  f ie ld .  W ord to  PDF conve rs ion so f tware  omits  

in format ion  in  the  Ti t le  f ie ld  and thus  i t  is  he lp fu l  to  p romote  the  

Desc r ip t ion  f ie ld  as  the  t rue  source o f  a l te rnat ive  text  in format ion .  

6 .  I f  the  image i s  decora t ive ,  such as  a  logo or separa to r:  

a .  B lank the  Desc r ip t ion  f ie ld  as  th i s  w i l l  i nd ica te  to  screen 

readers tha t  the  image may be decora t i ve .  

7 .  I f  the  image i s  comp lex,  such as a  char t  o r  techn ica l  d iag ram:  

a .  Enter a  br ie f  labe l  f o r  the  image in to  the  Desc r ip t ion  f ie ld .  

e .g .  Anter io r  V iew o f  Ske le ta l  System  

b.  Br ie f ly  desc r ibe  the  deta i l s  o f  the  image  us ing text .  Add the 

text  under the  image.  I f  the  image is  an  “ in fo  graph ic” ,  

provide the  in format ion  i t  conta ins in  text  f o rmat  –  do  not  re ly  

on the  image be ing v is ib le  to  a l l  aud iences.  

8 .  I f  the  image i s  none o f  the  above,  such as a  product  image or a  

photo  o f  a  person:  

a .  Enter a  desc r ip t ion  o f  the  image in to  the  Desc r ip t ion  f ie ld .  

The desc r ip t ion  shou ld  be concise  and under 100 characte rs  

in  length .  

9 .  I f  you wou ld  l ike  to  wrap text  on  the  le f t  o r  the  r igh t  o f  the  image:  

a .  Cl ick  on the  image.  

b .  Cl ick  on the  Fo rmat  tab  in  the  r ibbon.  

c .  Ins ide the  A rrange g roup,  c l i ck on W rap Text  and then “Mo re 

Layout  Opt ions…”.  The Layout  d ia log  w i l l  be  d isp layed.  

d .  Cl ick  on the  Text  W rapp ing tab .  
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e .  Cl ick  on Square  under the  W rapp ing sty le  head ing.  

f .  Under the  W rap text  head ing:  

▪  Cl ick  on “Both  s ides ” i f  the  image wi l l  have text  p laced 

on e i ther s ide .  

▪  Cl ick  on “Lef t  on ly ”  i f  the  im age w i l l  have text  p laced on 

i ts  le f t  hand s ide .  

▪  Cl ick  on “Right  on ly ”  i f  the  image w i l l  have text  p laced 

on i ts  r igh t  hand s ide .  

g .  Mod if y  the  va lues under the  “Dis tance f rom text ”  head ing to  

ensure  tha t  tex t  i s  no t  jo ined to  the  image.  e .g .  Set  the  R ight  

va lue to  0 .3  cm i f  the  image wi l l  have text  p laced on i ts  r igh t  

hand s ide .  

h .  Cl ick  on the  OK but ton.  

10 .  I f  you wou ld  l ike  to  add a  capt ion  to  the  image:  

a .  Right -c l i ck on the  image.  

b .  Cl ick  on “ Insert  Capt ion…” in  the  pop -up  context  menu.  

c .  Enter the  capt ion  text  in to  t he  Capt ion  f ie ld .  e .g .  F igure  1 .  

F lowchart  

d .  Cl ick  on the  OK but ton.  
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Microsof t  Word 2016  

1.  Right -c l i ck on the  image.  

2 .  Cl ick  on “P ic tu re…” in  the  pop -up  context  menu.  

3 .  Cl ick  on the  A l t  Text  tab .  

4 .  I f  the  image i s  decora t ive ,  such as  a  logo or separa to r:  

a .  B lank the  A l te rnat ive  Text  f ie ld  as th i s  wi l l  ind ica te  to  screen 

readers tha t  the  image may be decora t i ve .  

b .  Cl ick  on the  OK but ton to  c lose the  Format  P ic ture  d ia log .  

5 .  I f  the  image i s  comp lex,  such as a  char t  o r  techn ica l  d iag ram:  

a .  Enter a  br ie f  labe l  f o r  the  image in to  the  A l te rnat ive  Text  

f ie ld .  e .g .  Anter io r  V iew o f  Ske le ta l  Sys tem  

b.  Cl ick  on the  OK but ton to  c lose the  Format  P ic ture  d ia log .  

c .  Br ie f ly  desc r ibe  the  deta i l s  o f  the  image  us ing text .  Add the 

text  under the  image.  I f  the  image is  an  “ in fo  graph ic” ,  

provide  the  in format ion  i t  conta ins in  text  f o rmat  –  do  not  re ly  

on the  image be ing v is ib le  to  a l l  aud iences.  

6 .  I f  the  image i s  none o f  the  above,  such as a  product  image or a  

photo  o f  a  person:  

a .  Enter a  desc r ip t ion  o f  the  image in to  the  A l te rnat ive  Text  

f ie ld .  The desc r ip t ion  shou ld  be conc ise  and under 100 

characte rs in  length .  

b .  Cl ick  on the  OK but ton to  c lose the  Format  P ic ture  d ia log .  
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7 .  I f  you wou ld  l ike  to  wrap text  on  the  le f t  o r  the  r igh t  o f  the  image:  

a .  Cl ick  on the  image.  

b .  Cl ick  on the  Fo rmat  tab  in  the  r ibbon.  

c .  Ins ide the  A rrange g roup,  c l i ck on W rap Text  and then “Mo re 

Layout  Opt ions…”.The Layout  d ia log  w i l l  be  d isp layed.  

d .  Cl ick  on the  Text  W rapp ing tab .  

e .  Cl ick  on Square  under the  W rapp ing sty le  head ing.  

f .  Under the  W rap text  head ing:  

▪  Cl ick  on “Both  s ides ” i f  the  imag e wi l l  have text  p laced 

on e i ther s ide .  

▪  Cl ick  on “Lef t  on ly ”  i f  the  image w i l l  have text  p laced on 

i ts  le f t  hand s ide .  

▪  Cl ick  on “Right  on ly ”  i f  the  image w i l l  have text  p laced 

on i ts  r igh t  hand s ide .  

g .  Mod if y  the  va lues under the  “Dis tance f rom text ”  head ing  to  

ensure  tha t  tex t  i s  no t  jo ined to  the  image.  e .g .  Set  the  R ight  

va lue to  0 .3  cm i f  the  image wi l l  have text  p laced on i ts  r igh t  

hand s ide .  

h .  Cl ick  on the  OK but ton.  

8 .  I f  you wou ld  l ike  to  add a  capt ion  to  the  image:  

a .  Right -c l i ck on the  image.  

b .  Cl ick  on “ Inse rt  Capt ion…” in  the  pop -up  context  menu.  
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c.  Enter the  capt ion  text  in to  the  Capt ion  f ie ld .  e .g .  F igure  1 .  

F lowchart  

d .  Cl ick  on the  OK but ton.  

Microsof t  O f f ice  365 (Microsof t  Word 2019)  

1.  Right -c l i ck on the  image.  

2 .  Cl ick  on “Ed i t  A l t  Tex t…”  in  the  pop -up  context  menu.  

3 .  I f  the  image i s  decora t ive ,  such as  a  logo or separa to r:  

a .  Tick the  “Ma rk as  decora t ive ” check box .  

4 .  I f  the  image i s  comp lex,  such as a  char t  o r  techn ica l  d iag ram:  

a .  Enter a  br ie f  labe l  f o r  the  image in to  the  A l t  Text  f ie ld .  e .g .  

Anter io r  V iew o f  Ske le ta l  S ys tem 

b.  Br ie f ly  desc r ibe  the  deta i l s  o f  the  image  us ing text .  Add the 

text  under the  image.  I f  the  image is  an  “ in fo  graph ic” ,  

provide the  in format ion  i t  conta ins in  text  f o rmat  –  do  not  re ly  

on the  image be ing v is ib le  to  a l l  aud iences.  

5 .  I f  the  image i s  none o f  the  above,  such as a  product  image or a  

photo  o f  a  person:  

a .  Enter a  desc r ip t ion  o f  the  image in to  the  A l t  Text  f ie ld .  The 

descr ip t ion  shou ld  be conc ise  and unde r 100 characters in  

length .  

6 .  I f  you wou ld  l ike  to  wrap text  on  the  le f t  o r  the  r igh t  o f  the  ima ge:  

a .  Cl ick  on the  image.  
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b .  Cl ick  on the  Fo rmat  tab  in  the  r ibbon.  

c .  Ins ide the  A rrange g roup,  c l i ck on W rap Text  and then “Mo re 

Layout  Opt ions…”.The Layout  d ia log  w i l l  be  d isp layed.  

d .  Cl ick  on the  Text  W rapp ing tab .  

e .  Cl ick  on Square  under the  W rapp ing sty le  head in g.  

f .  Under the  W rap text  head ing:  

▪  Cl ick  on “Both  s ides ” i f  the  image wi l l  have text  p laced 

on e i ther s ide .  

▪  Cl ick  on “Lef t  on ly ”  i f  the  image w i l l  have text  p laced on 

i ts  le f t  hand s ide .  

▪  Cl ick  on “Right  on ly ”  i f  the  image w i l l  have text  p laced 

on i ts  r igh t  hand s ide .  

g .  Mod if y  the  va lues under the  “Dis tance f rom text ”  head ing to  

ensure  tha t  tex t  i s  no t  jo ined to  the  image.  e .g .  Set  the  R ight  

va lue to  0 .3  cm i f  the  image wi l l  have text  p laced on i ts  r igh t  

hand s ide .  

h .  Cl ick  on the  OK but ton.  

7 .  I f  you wou ld  l ike  to  add  a  capt ion  to  the  image:  

a .  Right -c l i ck on the  image.  

b .  Cl ick  on “ Insert  Capt ion…” in  the  pop -up  context  menu.  

c .  Enter the  capt ion  text  in to  the  Capt ion  f ie ld .  e .g .  F igure  1 .  

F lowchart  
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d .  Cl ick  on the  OK but ton.  

2.4.2.  Tables 

Tables shou ld  on ly  be used to  p rov ide in format i on  in  tabu lar  f o rmat ,  they 

shou ld  not  be  used for  la yout  purposes such as c reat ing  page co lumns,  

capt ioned boxes and forms s ince W ord prov ides o ther methods to  

ach ieve a  va r ie ty  o f  layouts .  

I t  is  impera t ive  f o r  tab les to  inc lude header ce l ls  as headers  re l ay the  

context  o f  each ce l l  to  screen readers  wh ich  in  tu rn  convey the  

in format ion  to  sc reen reade r use rs as  t hey navigate  ce l l s .  

Once you have inserted a  tab le ,  f o l low these steps:  

1 .  Cl ick  ins ide the  f i r s t  ce l l  o f  the  tab le .  

2 .  Cl ick  on the  Des ign tab  in  the  r ibbon.  

3 .  Ins ide the  Tab le  Sty le  Opt ions g roup,  t i ck  the  Heade r Row check 

box.  

4 .  Ins ide the  Tab le  Sty les g roup,  c l i ck on your p re ferred st y le .  

5 .  I f  you are  us ing Microsof t  Of f ice  2013 or Mic rosof t  Of f ice  2016:  

a .  Se lect  the  ent i re  heade r row in  your  tab le .  

b .  Cl ick  on the  Layout  tab  in  the  r ibbon.  

c .  Cl ick  on the  Prope rt ie s but ton  ins ide the  Tab le  group.  The 

Tab le  P ropert ies d ia log  w i l l  pop -up.  

d .  Cl ick  on the  Row tab.  



A u t h o r e d  b y  H e l m u t  H o s s ,  K i m  A n d e r s e n  &  C a t h e r i n e  B r i d g e  f o r  t h e  H o m e  M o d i f i c a t i o n  

I n f o r m a t i o n  C l e a r i n g h o u s e ,  U N S W  S yd n e y  

O c c a s i o n a l  P a p e r :  W r i t i n g  A c c e s s i b l e  P D F s  U s i n g  W or d .  

J u l y  2 0 2 0 ;  D O I :  1 0 . 2 6 2 8 8 / 5 f 9 a 2 1 2 7 4 0 3 5 6  

I S B N :  9 7 8 - 0 - 7 3 3 4 - 3 9 4 7 - 6  w w w . h o m e m o d s . i n f o  

27 

e .  Tick the  “Repeat  as heade r row a t  the  t op  o f  each page” 

check box un less i t  is  impo rtant  to  not  repeat  the  h eader row 

whenever the  tab le  i s  sp l i t  be tween pages in  you r document .  

f .  Cl ick  on the  OK but ton.  

2.4.3.  Columns 

I f  your document  needs to  d isp lay text  i n  two or mo re co lumns,  do not  

use tab les to  create  the  layout .  Fo l low the steps be low to  add co lumns to  

your document :  

1 .  Cl ick  on the  Page Layout  tab  in  the  r ibbon.  

2 .  Ins ide the  Page Setup group,  c l ick on Co lumns.  

3 .  Cl ick  on the  “More Co lumns…” menu i tem.  The Columns d ia log  wi l l  

d isp lay.  

4 .  Cl ick  on a  Co lumn p reset  o r  en ter va lues in to  the  f ie lds prov ided by  

the  d ia log  to  se tu p your  pre ferred co lumn conf igura t ion .  

5 .  Cl ick  on the  OK but ton.  

2.4.4.  Text from External Sources  

Content  tha t  i s  pasted in to  W ord v ia  the  c l ipboard  by defau l t  wi l l  typ ica l ly  

inc lude the f o rmat t ing  p resent  in  the  source,  whether i t  is  a  document ,  

webpage or sp readsheet .  The inc luded format t ing  wi l l  l ike ly  cons is t  o f  

s ty les tha t  spec i f ica l l y  perta in  to  the  pasted content  and are  independent  

f rom your documents s ty le .  

Independent  s ty les can be d i f f icu l t  to  change and may not  be  respons ive  

to  changes made to  you r docu ment ’s  s t y le  and there fore  shou ld  be 

rep laced wi th  your  document ’s  s ty les.  
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Furthe rmo re,  pasted content  may  inc lude h idden conta ine rs,  characte rs 

and even l inks tha t  may cause your  document  to  be inaccess ib le .  

You can avo id  issues  caused by text  f rom exte rn a l  sources by ensu r ing  

to  paste  on ly  the  text  content  in to  your document .  

1 .  Copy text  f rom an exte rna l  source such as a  webpage.  

2 .  Right -c l i ck on the  locat ion  in  your document  whe re  you wou ld  l ike  

the  cop ied text  to  be inse rted.  

3 .  Cl ick  on Paste  Opt ions | Keep T ext  On ly in  the  pop -up context  

menu.  

4 .  I f  you in tend to  f o rmat  the  tex t  so  tha t  i t  resembles  the  source 

document ,  app ly  s ty les us ing the  method descr ibed in  th is  

document  under head ing App ly ing  Sty le s.  

2.4.5.  Shapes 

W hile  shapes o f f e r  a  con ven ient  method to  draw d iagrams ins ide 

documents,  the  shapes added to  a  document  can l imi t  the  document ’s  

access ib i l i ty .  

Idea l ly ,  d iag rams  cons is t ing  o f  var ious connected shapes such as 

f lowcharts  shou ld  be added to  you r document  as a  s ing le  image,  f o l lowe d 

by a  text -based desc r ip t ion .  

I f  you are  comfortab le  us ing W ord to  create  f lowcharts  and o ther 

d iagrams:  

1 .  Create  a  new document .  

2 .  Draw you r d iag rams in  the  new document .  
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3 .  Once you have comple ted you r d iagram, take a  sc reenshot  o f  i t  b y 

press ing the  Pr in t  Screen key on you r keyboard .  The sc reenshot  

wi l l  be  s tored in  you r c l ipboard .  

4 .  Paste  the  sc reenshot  in to  your  document .  

5 .  Right -c l i ck on image in  you r document .  

6 .  Cl ick  on the  Crop i con ad jacent  to  the  pop -up context  menu.  A c rop 

se lect ion  w i l l  appear  over  your im age.  

7 .  Drag the  corne rs o f  the  crop se lec t ion  unt i l  you are  sa t i s f ied  wi th  

the  part  o f  the  image that  w i l l  be  shown in  you r document .  

8 .  Cl ick  outs ide  the  crop se lec t ion  to  commit  the  changes.  

9 .  I f  the  image needs to  be res ized,  le f t  c l i ck  and drag the  bot tom le f t  

hand s ide  co rner o f  the  image in to  o r away f rom the top  r igh t  hand 

s ide  co rner o f  the  image.  Re lease the le f t  c l ick  mouse but ton  once 

you are  sa t is f ied  w i th  the  s i ze  o f  the  image.  

2.5. Inspecting Document 

I f  you have fo l lowed the ins t ruct ions  in  th is  gu ide up  to  th i s  po in t ,  i t  is  

l i ke ly  tha t  you r W ord document  w i l l  be  most ly  access ib le  in  p ract ice .  

W ord conta ins a  s imp le  bu i l t - in  access ib i l i ty  checke r tha t  wi l l  ident i f y  

issues  in  your document  and prov ide l in ks to  the  issues .  P lease note  tha t  

the  access ib i l i ty  checke r prov ided in  Microsof t  W ord conta ins l imi ta t ions .  

A l i s t  o f  l im i ta t ions  i s  ava i lab le  f u r the r be low.  
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Figure 5.  How to  insp ect  your Wo rd  document  fo r  accessib i l i t y  i ssu es  

To inspec t  you r document :  

1 .  Cl ick  on the  F i le  tab  in  t he  r ibbon.  

2 .  Cl ick  on In fo .  

3 .  Cl ick  on Check  f o r  Issues .  
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4 .  Cl ick  on Check  Accessib i l i t y  in  the  pop -up context  menu.  

5 .  Access ib i l i ty  issues w i l l  be  l i s ted  ins ide  the  Access ib i l i ty  Checke r 

pane l  located on the  r igh t  hand s ide  o f  your document .  

6 .  I f  there  a re  i ssues l i s ted :  

a .  Cl ick  on an issue.  

b .  Add i t iona l  in format ion  about  the  issue wi l l  be  d isp layed a t  the  

bot tom of  the  pane l .  

c .  Act ion  changes accord ing to  the  in format ion  prov ided.  

Microsof t  W ord ’s  bu i l t - in  accessib i l i ty  checker wi l l  cons ider images that  

have text  wrapp ing  enab led as a  potent ia l  accessib i l i t y  i ssue.  The 

warn ing/er ror  d isp layed for  such  images w i l l  be  “Object (s)  no t  In l ine” o r  

“ Image o r ob ject  no t  in l ine”.  You may ignore  these er ro rs i f  you in tend to  

cont inue to  the  next  sect ion  o f  th is  gu ide.   

2.5.1.  Limitations 

M i c rosof t  W ord ’s  bu i l t - in  accessib i l i ty  checker has the  f o l low ing 

l imi ta t ions:  

•  Microsof t  W ord 2013 and 2016 wi l l  no t  i dent i f y  co lour  cont rast  

issues .  

•  Microsof t  W ord 2013 and 2016 incor rect ly  conside r tha t  miss ing 

a l te rnate  text  in  Tab les are  e r rors.  

•  Microso f t  W ord 2013,  2016 and Of f ice  365 (Mic rosof t  W ord 2019) 

wi l l  no t  de tect  head ing leve l  i ssues cor rect ly  i f  your document  does 

not  conta in  a  head ing s ty led  as Head ing 1 .  
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3. Generating Accessible PDFs from Word 

Documents 

The e f fect iveness o f  the  inst ruct ions  i n  th is  sect ion  is  de te rmined by the  

manner in  wh ich  the  W ord document  was wr i t ten .  Idea l ly ,  the  W ord 

document  tha t  you a re  conve rt ing  to  PDF was autho red us ing the  

inst ruct ions f ound in  th is  gu ide.  

3.1. Word to PDF 

 
Figure 6.  How to  co n vert  your Word  document  to  P DF  

  



A u t h o r e d  b y  H e l m u t  H o s s ,  K i m  A n d e r s e n  &  C a t h e r i n e  B r i d g e  f o r  t h e  H o m e  M o d i f i c a t i o n  

I n f o r m a t i o n  C l e a r i n g h o u s e ,  U N S W  S yd n e y  

O c c a s i o n a l  P a p e r :  W r i t i n g  A c c e s s i b l e  P D F s  U s i n g  W or d .  

J u l y  2 0 2 0 ;  D O I :  1 0 . 2 6 2 8 8 / 5 f 9 a 2 1 2 7 4 0 3 5 6  

I S B N :  9 7 8 - 0 - 7 3 3 4 - 3 9 4 7 - 6  w w w . h o m e m o d s . i n f o  

33 

Fo l low these steps to  conver t  you r W ord document  to  PDF:  

1 .  Cl ick  on the  F i le  tab  in  the  r ibbon.  

2 .  Cl ick  on In fo .  

3 .  Under the  P ropert ies head ing,  check  tha t  the  Ti t le  p ropert y  i s  

cor rect  and make ad jus tments  i f  necessary.  

4 .  Cl ick  on Save As.  

5 .  Se lect  the  locat ion  whe re  you wou ld  l ike  to  save the output  PDF.  

6 .  Enter a  f i le  name.  

7 .  Check the  Autho r f ie ld .  I f  i t  i s  in cor rect ,  ed i t  the  f ie ld .  

8 .  Se lect  PDF f rom the Save as t ype drop -down l is t .  

9 .  Cl ick  on the  Standard  opt ion  in  the  “Opt im ize f o r ”  f ie ld .  

10 .  Cl ick  on the  Opt ions  but ton .  The Opt ions d ia log  w i l l  d i sp lay .  

11 .  In  the  Opt ions d ia log ,  t ick  the  f o l lowing check boxes:  

a .  Create  bookmarks us ing:  Head ings ( i f  t he  opt ion  is  ava i lab le  

to  se lect )  

b .  Document  s t ructure  tags f o r  access ib i l i t y  

c .  PDF/A compl ian t  

12 .  Cl ick  on the  OK but ton.  

13 .  Cl ick  on the  Save but ton .  

The PDF that  i s  ou tput  w i l l  conta in  inv is ib le  markers known as st ructu re  

tags/st ructu re  e lements tha t  he lp  sc reen readers unde rstand the 

st ruc ture  o f  your document .  A PDF conta in ing  st ructu re  tags  is  re fer red 

to  as a  “Tagged PDF”.  

To  f ind  out  more about  PDF standard  st ructu re  tags tha t  a re  p resent  in  

Tagged PDFs re fer to  Append ix D.  

3.2. Inspect PDF Accessibility Issues 

You w i l l  need to  have  PDF accessib i l i ty  check ing so f twar e  ava i lab le  on 

your wo rksta t ion  to  comp le te  th is  sect ion  o f  the  gu ide.  Th is  gu ide i s  

based on us ing “PDF Accessib i l i t y  Checker ”  ve rs ion  3 .0 .7 .0  (PAC 3 ).  Fo r 

more in format ion ,  re fer to  Sof twa re  Requ irements .  
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Figure 7.  How to  insp ect  your PDF fo r  accessib i l i t y  i ssu es  

Once you have down loaded and insta l led  PDF Access ib i l i ty  Checke r,  

f o l low the steps be low.  

1 .  Launch PDF Access ib i l i ty  Checke r (PAC 3).  

2 .  Cl ick  on the  Drag and Drop i con.  
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3 .  Se lect  the  f i le  tha t  was  outp ut  when you converted your W ord 

document  to  PDF.  

4 .  A summary  repo rt  w i l l  be  d isp layed.  

5 .  I f  the  summary report  conta ins  no passes,  wa rn ings and fa i lu res 

f o r  St ructu re  T ree,  Ro le  Mapp ing or  St ructure  E lements ,  ex i t  PAC 

3 and fo l low th is  gu ide f rom W ord to  PDF onwards.  I f  the  issue 

pers is ts ,  there  may be a  techn ica l  f au l t  in  your  Mic rosof t  W ord 

insta l la t ion .  

6 .  I f  the  summary report  no tes tha t  the re  i s  no  t i t le ,  ex i t  PAC 3 and 

fo l low th is  gu ide f rom W ord to  PDF onwards.  

7 .  Cl ick  on the  Resu l ts  in  Deta i l  bu t ton .  

8 .  I f  there  a re  er ro rs under Log ica l  St ructu re  | S t ructu re  E lements  | 

Headings,  ex i t  PAC 3 and rev iew you r document ’ s  s t ructu re  

accord ing to  Prepa r ing  Document  St ructure .  I t  is  l i ke ly  tha t  yo u r 

head ings are  not  o rdered cor rect ly .  Once ad justments are  made,  

f o l low th is  gu ide f rom Inspect ing  Document  onwards.  

9 .  Cl ick  on the  Summary Repo rt  as PDF but ton to  save a  copy  o f  the  

summary repo rt .  

10 .  Exi t  PAC 3.  

3.3. Repair PDF Accessibil ity Issues 

Repair ing  access ib i l i ty  issues  in  your PDF document  requ ires PDF 

remed ia t ion  so f twa re  tha t  is  ab le  to  modi f y  the  inv is ib le  s t ructure  tags 

tha t  i t  conta ins.  Note  tha t  the  te rm “st ructure  tag ” and “s t ructu re  

e lement ”  a re  in te rchangeab le .  

PDF remed ia t ion  so f tware  tha t  is  f i t  f o r  th is  pu rpose shou ld :  

•  A l low PDF meta  tags such  as T i t le  and Language tags to  be ed i ted .  

•  Inc lude funct ions tha t  enab le  ed i t ing  XMP metadata ,  e i the r d i rect ly  

or  v ia  an in te r f ace.  

•  A l low the mapp ing between non -standard  st ruc ture  tags  and 

standard  st ructu re  tags (known as ro le  mapping)  to  be ed i ted .  

•  Disp lay the  log ica l  s t ructu re  o f  the  document  based on i t s  s t ructu re  

tags.  

•  Disp lay a  p rev iew o f  the  document  pages and the i r  content .  

•  Prov ide the  ab i l i t y  to  ed i t  s t ructu re  tags  and the ir  p ropert ies.  

•  Prov ide a  method to  ed i t  page prope rt ie s.  
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•  Inc lude a  bu i l t - in  access ib i l i ty  checke r t ha t  is  ab le  to  ana lyse an 

open document .  

Once you have sou rced and insta l led  PDF remed ia t ion  so f tware  meet ing  

the  above cr i te r ia ,  f o l low the steps be low unde r each head ing to  f ina l i se  

your PDF.  

Note  tha t  the  e rro r message text  in  th is  sect ion  o f  the  gu ide is  based on 

PAC 3 ’s  er ror  message text .  I t  i s  recommended that  you save and re test  

the  PDF a f te r  f ix ing  an er ror  as f ix ing  one erro r somet imes a lso  f ixes 

re la ted e rro rs.  Fo r mo re in format ion  on PAC 3,  re fer to  Sof twa re  

Requ irements .  
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Figure 8.  O veral l  process for  rep ai r ing  P DF accessib i l i t y  issues  
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3.3.1.  Init ial ise PDF Editing 

1.  Launch PDF remed ia t ion  so f tware .  Refer to  Repa i r  PDF 

Access ib i l i ty  Issues  f o r  more in format ion  on se lect ing  adequate  

PDF remed ia t ion  so f tware .  

2 .  Open the f i le  tha t  was  output  when you converted you r W ord 

document  to  PDF.  

3 .  The document  pages,  content  and log ica l  s t ructu re  w i l l  be  

d isp layed.  

3.3.2.  Metadata and Settings  

This sect ion  desc r ibes er ror  messages you may encounte r regard ing your 

document ’ s  metadata  and set t ing  va lues,  and prov ides methods to  

address each e r ror.  
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Figure 9.  How to  repai r  P DF metad a t a an d set t ing  e rro rs  

Tab order entry  in page with annota t ions not  se t to "S" (structure )  

I f  th is  er ror  is  p resent ,  check  each page in  you r document  tha t  i s  ma rked 

wi th  th is  e r ror and change the ir  tab  order prope rty  to :  Document  

St ructu re  

Your  PDF remedia t ion  so f tware  may p rov ide a  sho rtcu t  to  automat ica l ly  

se t  the  tab  orde r p roperty  o f  a l l  pages in  your document  to  the  co r rect  

va lue.  
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"Disp layDocTit le"  entry is not  se t  

This e r ror  is  caused when document  se t t ings ind ica te  tha t  PDF v iewe rs 

shou ld  use the  document ’ s  f i le  name in  the ir  window t i t le .  I f  th is  e rro r is  

p resent ,  change the document ’ s  Disp layDocT i t le  prope rty  to  True.  A 

va lue o f  True ind ica tes tha t  the  document  Ti t le  tag  wi l l  be  d isp layed in  

the  window t i t le .  

Tit le  missing in document's XMP metadata /T i t le  is  “ (no  t i t le )”  

These er rors are  caused by the  document ’s  Ti t le  tag  not  be ing spec i f ied ,  

there fore  the  so lu t ion  i s  to  p rov ide the  t i t le  o f  the  document .  I f  th is  e rro r 

is  p resent ,  you w i l l  need to  ed i t  the  XMP metadata  in  your document .  

Your  PDF remedia t ion  so f tware  may p rov ide an in te r f ace to  ed i t  your 

document ’ s  T i t le  tag  v ia  a  s imp le  f o rm,  however i f  no  such funct ion  i s  

provided,  f o l low the steps be low to  add the Ti t le  tag  manual l y  by ed i t ing  

your document ’s  XMP metadata .  

Before  you beg in ,  no te  tha t  these s teps  invo lve  sea rch ing f o r  text ,  

inser t ing  tex t  and rep lac ing text  wi th in  XMP metadata  wh ich  i s  a  text -

based format :  

Look for  a  b lock o f  text  in  you r document ’s  XMP metadata  tha t  s ta r ts  wi th  

<dc:title>  

I f  you f ind  the  above text ,  look f o r  the  f o l l owing tex t  underneath  i t   

<rdf:li xml:lang="x-default"></rdf:li> 

I f  the  above text  ex is ts ,  en te r the  document ’s  t i t le  be tween the f i rs t  

greater than characte r and the last  lesser than cha racter .  I f  the  

document  t i t le  were  “W indows 10 for  Experts ” ,  the  resu l t ing  text  wou ld  

resemb le  the  f o l lowing text :    

<rdf:li xml:lang="x-default">Windows 10 for Experts</rdf:li>  
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If  you we re  unab le  to  locate  any  o f  the  above text ,  look f o r  text  in  the  

XMP metadata  tha t  s ta r ts  wi th  <rdf:Description  and inc ludes the  text :  

xmlns:dc="http://purl.org/dc/elements/1.1/"  

Examples o f  how match ing text  may appear are  ava i lab le  in  Append ix A .  

I f  you we re  ab le  to  locate  a  b lock o f  text  match ing the  a forement ioned 

cr i te r ia ,  append the text  supp l ied  in  Append ix B  immedia te ly  a f te r  the  

last  g reater than charac ter.  Otherwise,  you wi l l  need to  add the XMP 

metadata  supp l ied  in  Append ix C  to  you r document .  

Ensure  to  rep lace the  text  “ENTER DOCUMENT T ITLE HERE” in  the  XMP 

metadata  w i th  the  document  t i t le .  

PDF/UA ident i f ier  missing  

I f  you encounter th is  er ror ,  igno re  i t  un t i l  you reach the las t  sect ion  o f  

th is  gu ide (Fina l is ing ).  

Natura l language of act ua l text cannot be determined /Language is  

“(no language)”  

I f  there  a re  a  mu l t ip le  e rro rs rega rd ing t he  document ’s  natura l  language 

or i t s  lack o f  language,  your  document  i s  l ike ly  miss ing a  va l id  va lue in  

i ts  Language tag.  Use PDF remedia t ion  so f tware  to  e d i t  the  Language 

tag.  

The Language tag va lue mus t  be an IETF BCP 47 language tag ,  wh ich  

are  codes app l ied  in  a  vast  range o f  computer systems to  ident i f y  human 

languages.  Each pr imary  language,  l ingu is t ic  reg ion and d ia lect  is  

ident i f ied  us ing a  un ique cod e.  
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T able 2 .  Exampl e languag es and langu age tag s  

Language and L inguist ic  

Region/Dia lect  

IETF BCP 47 Language Tag  

Engl ish  (Aust ra l ian )  en-AU 

Eng l ish  (Great  B r i ta in )  en-GB  

Eng l ish  (Un i ted  Sta tes )  en-US  

 

In  most  cases,  a  language tag  w i l l  cons is t  o f  a  pr ima ry language tag and 

a  l ingu is t ic  reg ion subtag in  the  f o l lowing fo rmat :  xx -YY 

The In ternet  Assigned Numbe rs Autho r i t y  ( IANA)  ma in ta in  a  Language 

Subtag Reg ist ry  on the i r  webs i te :  

h t tps: / /www. iana.o rg /ass ignments / language -subtag- reg is t ry / language -

subtag-reg is t ry  

You can pe rform a  text  based sea rch on  the  reg is t ry  to  f ind  language and 

reg ion subtags  tha t  can be combined us ing a  hyphen to  f o rm a  comp le te  

language tag .  

Example  

German ( language)  subtag:  de  

Aust r ia  ( reg ion ) subtag:  AT  

German (Aust r ian ) language tag:  de -AT  

3.3.3.  Role Mapping 

Your  document  may conta in  non -standa rd  st ructu re  tags in  add i t ion  to  

the  standard  st ructu re  tags  present  in  T agged PDFs (re fer to  Append ix D  

for  a  comple te  l is t  o f  s tandard  st ructure  tags).  A l l  non -s tandard  st ructu re  

tags eventua l ly  l in k to  s tanda rd  st ructu re  tags.  The l ink  between a  non -

https://www.iana.org/assignments/language-subtag-registry/language-subtag-registry
https://www.iana.org/assignments/language-subtag-registry/language-subtag-registry
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standard  st ructu re  tag  and another s t ructure  tag  is  known as ro le  

mapping.  

Th is  sect ion  br ie f ly  exp la ins  ro le  mapp ing and how to  reso lve  ro le  

mapping re la ted e rro rs.  

 
Figure 10.  How to  rep ai r  PDF ro le mappi ng er rors  

A non-standard  st ructure  tag  i s  a  s t ructure  tag  tha t  is  no t  de f in ed in  PDF 

standards.  W ord to  PDF conve rs ion so f tware  may output  non -standard  

st ruc ture  tags  to  ma rk content  in  your document  tha t  sha re  a  common 
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W ord sty le  or pu rpose.  S ince non -standard  st ructu re  tags a re  not  de f ined 

in  s tandards,  they have no semant ic  va lue o f  the ir  own.  By  mapping a  

non-standard  st ructure  tag  to  a  s tandard  st ruc ture  tag ,  so f tware  is  ab le  

to  understand the ro le  o f  the  non -standard  st ructu re  tag  in  your 

document .  

PDF remed ia t ion  so f tware  tha t  p rov ides  the  ab i l i ty  to  ed i t  ro le  mappings 

wi l l  d isp lay a  l i s t  o f  non -standard  st ructure  tags and the st ruc ture  tags  

tha t  each non -standa rd  st ructu re  tag  i s  mapped to .  

Non-standa rd  st ructu re  tags may be mapped to  o ther non -standa rd  

st ruc ture  tags ,  howeve r in  mos t  cases t hey are  mapped to  s tandard  

st ruc ture  tags .  

T able 3.  Exampl e ro l e mappings  

Non-Standard S truc ture Tag  Struc ture Tag (Role )  

Diag ram Figure  

Footnote  Note  

Head ing1  H1 

 

Idea l ly ,  non -s tandard  st ructu re  tags shou ld  u l t imate ly  be mapped to  

s tandard  st ructu re  tags tha t  a re  app ropr ia te  f o r  descr ib ing  the  content  

tha t  the  non -standard  st ructu re  tags ma rk in  you r document .  

I f  ro le  mapp ing er rors ex is t ,  i t  wi l l  be  necessary to  rev iew and ed i t  the  

ro le  mappings in  you r document .  Common ro le  mapping e rro rs a re :  

•  S tandard  st ruc tu re  type "Y"  is  remapped to  "X ".  

•  S t ructu re  type "X " i s  mapped in  a  c i rcu lar  f ash ion .  

•  Non-standa rd  st ructu re  type "X " i s  ne i ther mapped to  a  s tandard  

st ruc ture  t ype nor to  anothe r non -standard  st ructu re  type .  
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(X and Y w i l l  be  the  names o f  the  non -s tandard  st ructu re  tag  and 

standard  st ructu re  tag )  

I f  there  a re  no ro le  mapping er ro rs in  your document ,  sk ip  th i s  sec t ion ,  

o therw ise f o l low these inst ruct ions:  

1 .  Open your PDF remedia t ion  so f twa re ’s  ro le  mapping ed i t ing  f o rm.  

2 .  F ind the  non -standard  st ructure  tags tha t  were  ment ioned in  the  

ro le  mapping e rro r messages.  

3 .  For each non -standard  st ructu re  tag  tha t  caused er ro rs,  conside r i f  

the  name o f  the  non -standard  s t ruc ture  tag  is  a  hyponym of  the  

standard  st ructu re  tag  i t  maps to .  For in stance,  a  D iagram is  a  t ype 

o f  F igure ,  and a  Footnote  is  a  t ype o f  Note .  

a .  I f  there  is  a  semant ic  re la t ionsh ip  between the non -standard  

st ruc ture  tag  and the st ructure  tag  i t  maps to ;  o r  the  non -

standard  st ructu re  tag  is  not  mapped:  

▪  F ind  instances in  you r document  whe re  the  non -

standard  s t ructu re  tag  is  mark ing content .  

▪  Map  the non -s tandard  st ructu re  tag  to  a  s tandard  

st ruc ture  tag  tha t  wou ld  no rmal ly  conta in  the  content  

marked by the  non -standard  s t ructure  t ag .  e .g .  Map the 

non-standard  st ructure  tag  to  H1 i f  i t  be ing used to  

mark  top - leve l  head ings.  

▪  I f  the  non-standa rd  st ructu re  tag  is  be ing used 

incons is tent ly  th roughout  your documen t ,  map the non -

standard  st ructu re  tag  to :  NonSt ruct   

Inconsis tent  use o f  non -standard  st ructure  tags a re  

typ ica l l y  caused by techn ica l  l im i ta t ions  in  W ord to  PDF 

convers ion so f twa re .  

b .  I f  you f ind  tha t  there  is  no  semant ic  re la t ionsh ip  between a  

non-standard  st ructure  tag  and the st ructure  tag  i t  maps to ,  

f o l low these s teps to  co r rect  the  ro le  mapping:  

▪  I f  the  non-standa rd  st ructu re  tag  va lue impl ies tha t  the  

tag  is  used for  bod ies o f  text ,  map i t  to  the  standard  

st ruc ture  tag :  P  

▪  I f  the  non-standa rd  st ructu re  tag  va lue impl ies tha t  the  

tag  is  used for  words tha t  a re  not  part  o f  a  paragraph,  

map i t  to  the  standard  st ructu re  tag :  Span  
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▪  I f  the  non-standa rd  st ructu re  t ag  va lue impl ies tha t  the  

tag  is  used for  images ,  map i t  to  the  standard  st ructu re  

tag :  F igu re  

▪  I f  the  non-standa rd  st ructu re  tag  va lue impl ies tha t  the  

tag  is  used for  head ings,  map i t  to  the  s tandard  

st ruc ture  tag :  H1 to  H6 (depend ing on the  imp l ied  

head ing leve l )  

▪  I f  the  non-standa rd  st ructu re  tag  va lue impl ies tha t  the  

tag  is  used for  a  sect ion  o f  a  document  such as the  

Header and Foote r ,  map i t  to  the  standard  st ructu re  

tag :  Sect  

▪  In  a l l  o the r cases,  remove the non -s tandard  st ructu re  

tag ’s  ro le  mapping an d go to  s tep 3a.  

4 .  Close the  ro le  mapp ing ed i t ing  f o rm  

3.3.4.  Logical Structure  

The log ica l  s t ructure  o f  you r document  consis ts  o f  s t ructure  tags 

arranged in  a  t ree  st ructu re  and sorted by read ing o rder .  PDF 

remed ia t ion  so f twa re  may rep resent  your log ica l  s t ructu re  as a  navigab le  

t ree .  Th is  sect ion  desc r ibes  er ror  messages you may encounter 

regard ing your document ’s  log ica l  s t ruc ture  and prov ides methods to  

address each e r ror.  
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Figure 11.  How to  rep ai r  PDF log ical  st ructure e r rors  

"Part"  struc ture e lement used as root  e lement  

PDFs output  by Mic rosof t  W ord 2013  and 2016 wi l l  usua l l y  conta in  th i s  

erro r.  Th is  er ror occu rs  when the st ructure  type o f  the  root  s t ructure  tag  

in  the  log ica l  s t ructu re  t ree  i s  “Pa rt ” .  To reso lve  th is  issue,  change the  

s t ruc ture  t ype o f  the  root  s t ructu re  tag  t o :  Document .  
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Alternat ive  tex t missing for  “F igure” struc ture  e lement  

I f  th is  er ror  occu rs,  one o r mo re Figu re  s t ruc ture  tags  are  miss ing 

a l te rnat ive  text .  In  o rder to  reso lve  th is  issue,  each  F igure  s t ruc ture  tag  

tha t  ra i sed an er ror  shou ld  be checked.  

•  I f  the  tagged f igure  i s  decora t ive ,  change the ass igned F igure  

s t ruc ture  tag  t ype to :  NonStruc t  

•  I f  the  tagged f igure  i s  non -deco ra t i ve ,  en ter a  conc ise  descr ip t ion  

o f  the  image in to  the  A l te rnat ive  Text  p roperty  o f  the  ass igned 

Figure  s t ructu re  tag .  

Alternat ive  descr ip t ion missing  for  an annota t ion  

This e r ror wi l l  occu r when L ink s t ructure  tags are  miss ing a  va lue in  the ir  

L ink Annota t ion  Contents p ropert y .  In  o rder to  reso lve  th is  issue,  each 

L ink Annota t ion  tha t  ra ised an e rro r shou ld  be checked.  

I f  the  Contents p roper ty  o f  a  L ink Annota t ion  i s  empty,  en ter  a  conc ise  

descr ip t ion  o f  the  l inked annota t ion  in to  the  Contents p ropert y .  

"F igure" e lement on s ing le  page with no bounding box  

This e r ror wi l l  occu r when Figu re  s t ruc ture  tags a re  miss ing a  Bound ing 

Box a t t r ibu te  w i th in  the i r  a t t r ibu te  ob jec t  p ropert ies.  Th is  er ro r can be 

reso lved by add ing Bound ing Box a t t r ibu tes to  a f f ected Figure  s t ructu re  

tags.  

I f  a  Figu re  s t ruc ture  tag  ex is ts  f o r  deco ra t i ve  purposes on ly ,  ch ange the 

st ruc ture  tag  t ype to :  NonStruc t  

Chang ing the  st ructu re  type to  NonSt ruct  w i l l  e l iminate  the  need to  have 

a  Bound ing Box def ined for  the  Figure .  

In  a l l  o the r cases,  p roceed to  ed i t ing  the  Figu re  s t ructu re  tag ’s  

propert ies.  
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A Bound ing Box i s  an inv is ib le  rec tangu lar shape that  de f ines the  

borders o f  a  F igure  us ing 4  va lues:  Le f t ,  Bot tom,  Right ,  Top ( in  th is  

order )  

W hen enter ing  va lues f o r  a  Bound ing Box,  be  mindfu l  o f  the  va lue ranges 

descr ibed be low.  

T able 4.  Bounding box value charact er i s t ics  

Value  Descr ip t ion  Range on an 

A4  page  

Range on an 

A3  page  

Lef t  X ax is  va lue o f  

the  le f t  s ide  o f  

the  border  

0  to  596 0  to  842  

Right  X ax is  va lue o f  

the  r igh t  s ide  o f  

the  border  

0  to  596 0  to  842  

Top Y ax is  va lue o f  

the  top  s ide  o f  

the  border  

0  to  841  0  to  1190 

Bot tom Y ax is  va lue o f  

the  bot tom s ide 

o f  the  border  

0  to  841  0  to  1190 

 

The Right  va lue shou ld  be g reater than the  Lef t  va lue and the Top va lue 

shou ld  be greate r than the  Bot tom va lue.  

The X ax is  f rom Lef t  to  R ight  w i l l  s ta r t  a t  0  and end a t  the  max imum 

va lue.  

The Y ax is  f rom Top to  Bot tom w i l l  s ta r t  a t  the  max imum va lue and end a t  

0 .  
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Note  tha t  the  maximum va lue can be determined by re ferr ing  to  the  

Bound ing Box Va lue Cha racte r i s t ics tab le .  

Ensure  tha t  the  Bound ing Box va lues d ef ine  a  rectang le  tha t  t igh t ly  

sur rounds the  F igure  on the  page.  

PDF remed ia t ion  so f tware  may prov ide a  v isua l  representa t ion  o f  the  

Bound ing Box over the  F igure  wh ich  can be used to  f ine  tune the va lues 

entered.  

Possib ly inappropr iate  use o f a  " X" struc tu re e lement  

This e r ror wi l l  usua l ly  be  d isp layed i f  s t ructu re  tags have been ass igned 

p lacement  layout  a t t r ibu te  va lues w i th in  the ir  p roper t ies  tha t  a re  

incons is tent  wi th  the i r  de fau l t  p lacement  layout  t ype.  Th is  e rro r wi l l  a lso  

be ra ised when a  s t ructu re  t ag  is  not  be ing used for  i t s  purpose.  

There  a re  4  poss ib le  va lues f o r  p lacement  layout  a t t r ibu tes:  

•  B lock  

•  In l ine  

•  Before  

•  S tart  

•  End 

In l ine  and B lock a re  the  most  f requent l y  used p lacement  layout  a t t r ibu te  

va lues.  

T able 5.  Common st anda rd  s tru cture t ag s and th ei r  d ef au l t  p lacement  

layout  at t r ibut e values  

Standard S truc ture Tag  Placement  

Figure  In l ine  

Span In l ine  
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Standard S truc ture Tag  Placement  

P Block  

H1 to  H6  B lock  

Tab le ,  TR,  TH,  TD  Block  

Note  B lock  

Div  B lock  

 

I f  a  Figu re  s t ruc ture  tag ’s  p lacement  la yout  a t t r i bute  va lue i s  se t  to  

B lock,  i t  wou ld  cause an er ro r to  be genera ted as the  va lue does not  

match the  expec ted va lue ( In l ine ).  

To reso lve  th is  e r ror,  change the p lacement  la yout  a t t r ibu te  va lue f o r  the  

a f f ected st ructu re  tag  to  In l ine  i f  the  current  va lue is  B lock  or to  B lock i f  

the  cur rent  va lue is  In l ine .  I f  no  va lue had been set ,  change the 

p lacement  layout  a t t r ibu te  va lue to  B lock.  

I f  the  er ror  pers is t s ,  check tha t  the  st ructure  tag  t ype i s  be ing app l ied  

cor rect ly  f o r  the  content  i t  marks.  For  in stance,  i f  the  s t ructu re  tag  

conta ins an image and i ts  tag  t ype i s  no t  F igu re ,  change the s t ruc ture  

tag  type to :  F igure  

If  the  s t ructu re  tag  i s  be ing used for  decora t ive  purposes,  change the 

st ruc ture  tag  t ype to :  NonStruc t  

Inva l id use o f a  "Span" struc ture  e lement  

This e r ror is  ra ised when a  Span s t ructure  tag  i s  not  used to  tag  text  

content  o r  ex is t s  on a  leve l  in  the  log ica l  s t ructu re  t ree  tha t  cannot  
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conta in  Span st ructu re  tags accord ing t o  s tandards.  Bugs / techn ica l  

l imi ta t ions in  Microsof t  W ord are  usua l l y  resp ons ib le  f o r  th is  er ror .  

Locate  each Span st ructure  tag  caus ing th is  e r ror and change the ir  

s t ruc ture  tag  t ype to :  NonStruc t  

Inva l id use o f a  "TBody" struc ture e lement  

This e r ror is  ra ised when a  TBody st ruc ture  tag  i s  not  accompanied wi th  

a  s ib l ing  THead s t ructu re  tag .  Bugs/ techn ica l  l im i ta t ions in  Mic rosof t  

W ord are  usua l ly  responsib le  f o r  th i s  er ror.  

A  tab le  w i th  a  top  header  row and no o ther headers shou ld  cons is t  o f  the  

f o l lowing st ructure  tags:  

•  Tab le  

o  THead  

▪  TR 

•  TH 

o  TBody  

▪  TR 

•  TD 

o  TFoot  (op t iona l )  

▪  TR 

•  TD 

If  a  THead st ructure  tag  is  m iss ing f rom the Tab le  s t ruc ture  tag ,  the  

TBody st ructu re  tag  becomes redundant .  

Locate  each TBody s t ruc ture  tag  causing th is  e rro r and change the ir  

s t ruc ture  tag  t ype to :  NonStruc t  

Table  header ce l l has no assoc iated  subce l ls  

This e r ror wi l l  occu r when TH st ructu re  tags are  miss ing a  scope tab le  

a t t r ibu te  va lue.  A  TH st ructu re  tag  represents a  header ce l l  in  a  tab le .  
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Check each TH st ructure  tag  tha t  i s  causing er ro rs and i f  the ir  scope 

tab le  a t t r ibu te  va lue i s  not  se t ,  en ter a  va lue as f o l lows:  

1 .  I f  the  TH st ructu re  tag  i s  the  header f o r  a  tab le  co lumn,  change the 

scope tab le  a t t r ibu te  va lue to :  Co lumn  

2 .  I f  the  TH st ructu re  tag  i s  the  header f o r  a  tab le  row,  change the 

scope tab le  a t t r ibu te  va lue to :  Row 

3 .  I f  the  TH st ructu re  tag  i s  the  header f o r  a  tab le  co lumn and row,  

change the scope tab le  a t t r ibu te  va lue t o :  Both  

All  o the r Logica l S tructure errors  

For any o the r log ica l  s t ruc ture  e rro r,  consider whether  the  st ructu re  tags 

ra is ing  e rro rs add semant ic  va lue to  the  document .  I f  they do not ,  change 

the ir  s t ructure  tag  type to :  NonSt ruct  

You may a t tempt  to  change the s t ruc ture  tag  type o f  a  tag  tha t  is  causing 

erro rs i f  you f ee l  tha t  there  is  a  more appropr ia te  tag  type to  ma rk the  

content  tha t  i t  is  re la ted to .  To he lp  ga in  an ins ight  in to  th e  pu rpose o f  

each standard  st ruc ture  tag  and whether or  no t  they may be approp r ia te  

f o r  the  content  be ing ma rked,  re fer to  Append ix D.  

3.3.5.  Finalising 

I f  the  on ly  remain ing issue present  in  your document  is  PDF/UA ident i f ie r  

miss ing ,  i t  means that  your document  does not  conta in  an ind ica tor to  

ident i f y  i t  is  as PDF/UA compl ian t .  

The PDF remedia t ion  too l  tha t  you are  us ing may prov ide a  sho rtcu t  to  

add the PDF/UA ident i f ie r  f o r  you automat i ca l ly ,  o the rw ise you w i l l  need 

to  add i t  manua l l y  by ed i t ing  your document ’s  XMP metadata  as the  

ident i f ie r  is  in  XMP format .  

P lease do not  add the ident i f ie r  to  your document  un less a l l  o the r 

access ib i l i ty  issues  have been reso lved .  Before  you beg in  add ing the  

ident i f ie r  manua l ly ,  no te  t ha t  these s teps invo lve  search ing f o r  text ,  
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inser t ing  tex t  and rep lac ing text  wi th in  XMP metadata  wh ich  i s  a  text -

based format :  

Look for  text  in  the  document ’s  XMP me tadata  tha t  s tar ts  w i th  

<rdf:Description  and inc ludes the  text  

xmlns:dc="http://purl.org/dc/elements/1.1/" 

Examples o f  how match ing text  may appear are  ava i lab le  in  Append ix A .  

I f  you we re  ab le  to  locate  a  b lock o f  text  match ing the  a forement ioned 

cr i te r ia :  

1 .  Append the text  

xmlns:pdfuaid="http://www.aiim.org/pdfua/ns/id/"  on  a  new l ine  

immedia te ly  before  xmlns:dc="http://purl.org/dc/elements/1.1/"  

2 .  Append the text  <pdfuaid:part>1</pdfuaid:part>  be fore  

</rdf:Description>  

I f  you we re  unab le  to  locate  any  o f  the  above text ,  you r document  w i l l  

no t  be  ab le  to  be  PDF/UA comp l ian t  as i t  i s  miss ing XMP metadata .  

Save changes to  you r document  ( i f  any) .  

I f  you have repa i red a l l  i ssues,  then you wi l l  have ach ieved genera t ing  a  

PDF/UA compl ian t  PDF.  Othe rw ise,  your PDF w i l l  no t  be  comp l ian t  bu t  i t  

may be more access ib le  than i t  was p r io r  to  be ing p rocessed us ing th is  

sect ion  o f  the  gu ide.  
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Appendix 

Appendix A 

Example  1  

    <rdf:Description rdf:about=""  

      xmlns:pdf="http://ns.adobe.com/pdf/1.3/"  

      xmlns:xmp="http://ns.adobe.com/xap/1.0/"  

      xmlns:xmpMM="http://ns.adobe.com/xap/1.0/mm/"  

      xmlns:dc="http://purl.org/dc/elements/1.1/"  

     pdf:Producer="Acrobat Distiller 4.0 for Windows"  

     pdf:Keywords="Test, experimental, sample"  

     xmp:ModifyDate="2019-12-12T09:43:11+09:00" 

     xmp:CreateDate="2001-02-07T12:43:33Z" 

     xmp:MetadataDate="2019-12-12T09:43:11+09:00" 

     xmpMM:DocumentID="uuid:e078b573 -fbb6-4975-ac4e-7ad8f5315af3" 

     xmpMM:InstanceID="uuid:85cb8a4b -48ea-4f72-92e8-78b01658b87f" 

     dc:format="application/pdf">  

 

Example  2  

<rdf:Description rdf:about=""  

xmlns:dc="http://purl.org/dc/elements/1.1/">  

 

Appendix B 

      <dc:title> 

        <rdf:Alt> 

          <rdf:li xml:lang="x-default">ENTER DOCUMENT TITLE 

HERE</rdf:li> 

        </rdf:Alt> 

      </dc:title> 
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Appendix C 

<?xpacket begin="" id="W5M 0MpCehiHzreSzNTczkc9d"?>  

<x:xmpmeta xmlns:x="adobe:ns:meta/" x:xmptk="3.1 -701"> 

  <rdf:RDF xmlns:rdf="http://www.w3.org/1999/02/22 -rdf-syntax-

ns#"> 

    <rdf:Description rdf:about=""  

xmlns:dc="http://purl.org/dc/elements/1.1/">  

      <dc:title> 

        <rdf:Alt> 

          <rdf:li xml:lang="x-default">ENTER DOCUMENT TITLE 

HERE</rdf:li> 

        </rdf:Alt> 

      </dc:title> 

    </rdf:Description> 

  </rdf:RDF> 

</x:xmpmeta> 

<?xpacket end="w"?> 
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Appendix D 

The fo l low ing tab les b r ie f ly  desc r ibe  a l l  s t ructure  tag s/e lements tha t  a re  

def ined in  ISO 32000 -1  (PDF 1 .7 ) .  

Conta ine r Tags  

Conta iner  tags mark ma jor content  g roups.  The f i r s t  tag  in  a l l  documents 

shou ld  be the  Document  tag  as  i t  is  expected to  conta in  a l l  o ther tags.  

Standard 

Struc ture Tag 

Name  Role /Purpose  

Document  Document  Represents an ent i re  document .  

On ly one Document  s t ructure  

tag  shou ld  appear in  a  

document .   

Part  Part  [o f  Document ]  Part i t ions content  in  a  

document .  

Art  Art i c le  Def ines an art ic le ,  such as a  

b log post  w i th in  a  document .  

Sect   Sect ion  Ident i f ies sect ions wi th in  a  

document ,  par t  o f  a  document  

or  an  art ic le  ins ide a  document .  

Div  Div is ion  Groups content  wi thout  

impact ing  semant i cs.  
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Genera l Tags  

Genera l  tags  are  used to  ma rk text ,  image and in teract ive  content .  

Standard 

Struc ture Tag 

Name  Role /Purpose  

BlockQuote  B lock Quota t ion  Encloses a  quota t ion  ins ide a  

s tanda lone b lock.  

Code Code Def ines a  sn ippet  o f  compute r 

language.  

Figure  Figure  Def ines non -textua l  v isua l  

content  such as chart s  and 

photos.  

Form Form Def ines an in te ract ive  data  

ent ry  f o rm.  

Formula  Formula  Ma rks an equat ion  o r f o rmu la .  

L ink  L ink  Def ines an in te ract ive  l ink  to  

content  wi th in  a  document  o r  to  

on l ine  content .  

P  Paragraph  Conta ins a  pa ragraph o f  text .  

Quote  Quota t ion  Encloses an in l ine  quota t ion .  

Span Span [o f  Text ]  Conta ins in l ine  tex t .  
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Heading Tags  

Heading tags mark head ing tex t .  Head ings are  a  key ins t rument  f o r  

def in ing  a  document ’ s  s t ructu re .  

Standard 

Struc ture Tag 

Name  Role /Purpose  

H Heading  Represents a  head ing in  a  

document  or  subd iv is ion .  I t  

shou ld  not  be  used in  

documents wi th  mul t ip le  

head ing leve ls .  

H1 Head ing Leve l  1  Denotes a  1st  leve l  head ing.  

H2 Head ing Leve l  2  Denotes a  2nd leve l  head ing.  

H3 Head ing Leve l  3  Denotes a  3rd  leve l  head ing.  

H4 Head ing Leve l  4  Denotes a  4 th  le ve l  head ing.  

H5 Head ing Leve l  5  Denotes a  5 th  le ve l  head ing.  

H6 Head ing Leve l  6  Denotes a  6 th  le ve l  head ing.  
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List Tags  

L ist  tags  ma rk l i s ts  such as bu l le t  po in t  o r  numeric  l is t s .  

Standard 

Struc ture Tag 

Name  Role /Purpose  

L L is t  Def ines a  l is t .  

L I  L is t  I tem Def ines an i tem in  a  l is t .  

LBody L is t  Body  Encloses content  tha t  pe rta ins  

to  a  l i s t  i tem.  

 

Table  Tags  

Table  tags work co l le ct i ve ly  to  ma rk tab les,  inc lud ing the i r  header ,  body 

and footer sect ions.  Tab les  w i thout  headers o r f oo ters shou ld  not  have a  

tab le  body sect ion  marked s ince the  rows a re  impl ied  to  be the  tab le  

body.  

Standard 

Struc ture Tag 

Name  Role /Purpose  

Table  Tab le  Def ines a  tab le ,  consis t ing  o f  

co lumns and rows.  

THead  Tab le  Heade r  Denotes the  sec t ion  o f  a  tab le  

tha t  conta ins the  tab le ’s  header 

content .  
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Standard 

Struc ture Tag 

Name  Role /Purpose  

TBody  Tab le  Body  Denotes the  sec t ion  o f  a  tab le  

tha t  conta ins the  tab le ’s  main  

content .   

TFoot  Tab le  Foote r  Denotes the  sec t ion  o f  a  tab le  

tha t  conta ins the  tab le ’s  f oo ter 

content .  

TR Tab le  Row Def ines a  tab le  row ins ide a  

tab le .  

TH Tab le  Heade r Ce l l  Def ines a  s ing le  tab le  ce l l  tha t  

conta ins e i ther a  co lumn 

head ing or a  row head ing.  

TD Tab le  Ce l l  Def ines a  s ing le  tab le  ce l l  tha t  

conta ins tab le  content .  

 

Referenc ing  and Index ing Tags 

Referencing and index ing tags mark annota t ions,  labe ls ,  no tes  and l is t s  

conta in ing  in terna l  indexes.  

Standard 

Struc ture Tag 

Name  Role /Purpose  

Annot  Annota t ion  Ma rks annota t ions tha t  a re  not  

l inks or  w idgets,  such as aud io  

or v ideo content .  
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Standard 

Struc ture Tag 

Name  Role /Purpose  

BibEntry  B ib l iography Ent ry  Ident i f ies ind iv idua l  en t r ie s in  a  

b ib l iography .  

Capt ion  Capt ion  Conta ins text  desc r ib ing  a  l i s t ,  

tab le  or f igu re .  

Index  Index  Groups document  ind ices,  

usua l l y  cons is t ing  o f  a  l i s t  and 

re ference i tems.  

Lb l  Labe l  Ident i f ies content  tha t  labe ls  

o ther content .  e .g .  I t  may 

conta in  a  numbe r tha t  numbers  

an i tem in  a  numer ic  l i s t .  

Note  Note  Encompasses  exp lanato ry text  

such as f oo tnotes and 

endnotes.  

Reference  Reference  Conta ins content  tha t  re fers to  

o ther content  wi th in  a  

document .   

TOC Tab le  o f  Contents  Def ines a  tab le  o f  contents.  

TOCI  Tab le  o f  Con tents 

I tem 

Def ines an i tem in  a  tab le  o f  

contents.  
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Specia l  Tags  

Specia l  tags are  used to  h ide content  in  a  document ’ s  log ica l  s t ructu re .  

Content  ma rked by specia l  tags  w i l l  be  ignored by sc reen readers.  

Standard 

Struc ture Tag 

Name  Role /Purpose  

NonStruc t  Non-St ructu ra l  

[E lement ]  

Makes a  tag  inv is ib le  in  a  

document ’ s  log ica l  s t ructu re .  I f  

i t  conta ins ch i ld  tags,  the  ch i ld  

tags w i l l  rema in  v is ib le .  

Pr i va te  Pr i va te  Makes a  tag  and a l l  i t s  ch i ld  

tags inv is ib le  in  a  document ’ s  

log ica l  s t ruc ture .  

 

Ruby Annotat ion Tags 

You may encounter  ruby  annota t ions -  a lso  known as rub i  and ruby 

characte rs -  in  documents conta in ing  Asian text ,  in  pa rt icu la r  Japanese 

and Korean text .  Ruby annota t ions  are  concise  annota t ions d isp layed in  

smal l  f on t  tha t  appear d i rec t ly  abov e text  be ing annota ted.  

The fo l low ing image demonst ra tes ruby annota t ion  layout  on the  r igh t ,  

and two examp les us ing Ge rman cha rac ters on the  le f t .  The top l ine  in  

the  image conta ins the  ruby annota t ion  text  and the bot tom l ine  conta ins 

the  ruby base text .  

 
I t  is  sa fe  to  d is regard  ruby annota t ions as the i r  absence wi l l  no t  p revent  

documents f rom pass ing accessib i l i ty  checks.  I f  you are  f ami l ia r  w i th  
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Asian cha racte rs and p ronuncia t ions,  tag  Asian cha racte rs and the ir  

respect ive  p ronuncia t ions where  app ropr i a te  us ing the  ruby standard  

st ruc ture  tags  as th is  may benef i t  you r t a rget  aud ience.  

Standard 

Struc ture Tag 

Name  Role /Purpose  

Ruby  Ruby Annota t ion  Def ines a  ruby/ rub i  annota t ion  

such as Fu r igana and Bopomofo 

(Zhuy in ) .  

RB Ruby Base Text  Encloses text  tha t  is  exp la ined 

us ing Ruby  Annota t ion  Text .  

RT  Ruby Annota t ion  

Text  

Encloses text  tha t  exp la ins 

content  in  a  Ruby Base Text .  

RP Ruby Parenthes is  Encloses pa renthes is  ins ide 

Ruby Annota t ion  Text .  

Parenthesis  appear in  cases  

where  so f twa re  does not  f u l l y  

support  Ruby.  

 

War ichū  Annota t ion Tags 

You may encounter  wa r i chū  annota t ions  in  documents conta in ing  

Japanese or o ther  East  As ian tex t .  W arichū  annota t ions a re  annota t ions 

tha t  a re  sp l i t  in to  two l ines tha t  occupy  the  space o f  a  s ing le  l ine  o f  text ,  

typ ica l l y  wrapped in  pa renthes is  o r  spaces.  

 

The fo l low ing images demons t ra te  an example  o f  w a r i chū  annota t ion  

us ing the  pangram "The qu ick b rown fox jumps ove r the  lazy dog " .  The 
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words “ve ry  f ast  and ag i le ”  have been added as a  w ar ichū  annota t ion  f o r  

the  word  “qu ick ”.  

 

 
I t  is  sa fe  to  d is regard  war ichū  annota t ions as the i r  absence w i l l  no t  

p revent  documents f rom passing access ib i l i t y  checks.  

Standard 

Struc ture Tag 

Name  Role /Purpose  

W arichu  W arichū  Def ines a  W arichū  annota t ion .  

W T W arichū  Text  Encloses the  text  o f  a  W arichū  

annota t ion .  

W P W arichū  

Parenthesis  

Encloses pa renthes is  o r  spaces  

tha t  sur round W arichū  Tex t .  

 


