
Creating Accessible 

Documents – Part 2
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Agenda

We will cover the following topics with 10-minute breaks on 

the hour.

• Creating accessible forms

• Example PDF Remediation demonstration

• Usability testing with assistive technology (screen reader, 

magnification, or alternative input devices) 
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Accessible Forms
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Options for Forms

• Online Forms

• Webpage

• PDF Documents

• MS Word Source file

• Adobe Acrobat remediation
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Microsoft Forms

https://forms.office.com

Accessibility Items:

• Color Contrast

• Accessible Instructions

• Themes – moving 

content
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https://forms.office.com/


Forms in MS Word

Works for simple forms 

but still needs some 

remediation in Adobe 

Acrobat.

1. Use underline

2. Can use Document 

Accessibility Toolbar 

(Vision Australia)
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Forms in Adobe Acrobat

Prepare Form tool – Form field 

auto detection is hit or miss

Manually create form fields

1. Enter field name

2. Select All Properties

3. Add Tooltip

4. Save time: Press and hold 

Control key and drag
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Set tab order in Adobe Acrobat

1. Go to Prepare Form tool

2. Make sure the form fields are in 

the order that you want them to 

be

3. Drag up or down to correct

4. Notice that having relevant form 

names will help here
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Radio buttons in Adobe Acrobat

1. Add radio buttons

2. Select all, 

Resize/style button

3. Enter Group Name

4. Enter Tooltip 

(applies to both 

radio buttons)

5. Enter Choice for 

each radio button
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Preview Form in Adobe Acrobat

1. Use Preview button to test out form

2. To clear out your entries when you go back to Edit, Select the 

More Dropdown

3. Select Clear Form

10



Form Tags in Adobe Acrobat

1. <Form>

2. Field name – OBJR

3. Nest them appropriately 

within the tag structure –

usually same paragraph 

tag as the text that 

corresponds with the field
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Accessibility Scan in Adobe Acrobat

1. Go to Accessibility tool – run scan

2. Notice that manually created form 

fields will not be tagged and will have 

errors in Tagged Annotations and 

Forms

3. Two ways to tag – Reading order 

panel, select Form Field (manual can 

be slow) OR Find > Select Unmarked 

Annotations > Find (will highlight 

element) > Tag Element (faster, but 

have to create Form tag)
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Usability Testing with Assistive 

Technology
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Step 6: Use a screen reader to check

This is an advanced step but provides the end user experience.

Can provide additional screen reader training.
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Creating a Keyboard Shortcut
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Turning NVDA Off

Turn off with Ctrl + N 

Shortcut = NVDA Key + Q (for Quit)
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Initial Set Up

• Activate the CapsLock

key to be your NVDA 

Modifier Key

• Referred to as NVDA 

Key in Commands list
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Turning NVDA On

Turn on with Ctrl + Alt + N or double 

clicking the NVDA icon 
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Customizing Settings – Voice and Speech Rate
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Customizing Settings - Mouse
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Enable Speech Viewer
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Important Commands

• Silence Speech = CTRL

• Navigate Active Elements = Tab or Shift + Tab

• Back to Top of Page = CTRL + Home

• Read page = up/down arrow

• Select currently focused element = Enter (or Space)
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Navigating a Page

Helpful Shortcuts include, skip by: 

• Heading = H or Shift + H

• Link = K or Shift + K

• Button = B or Shift + B

• Landmark = D or Shift + D

• Table = T or Shift + T

• List = L or Shift + L

• Graphic = G or Shift + G
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NVDA Resources

• NVDA Quick Start Guide

• NVDA User Manual

• Screen Reader Basics – NVDA (YouTube) is an older video, 

but parts are still valuable.
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https://www.nvaccess.org/files/nvda/documentation/keyCommands.html
https://www.nvaccess.org/files/nvda/documentation/userGuide.html
https://www.youtube.com/watch?v=Jao3s_CwdRU


Enabling VoiceOver Mac
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Turn VoiceOver ON or OFF
Triple tap 

top right 

button

Fn + + F5
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Turn VoiceOver ON or OFF (Mac)

+ F5
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VoiceOver Keys to Activate Commands

VO = Control + Option 

pressed together

• VO + arrows = 

navigate screen

• VO + SPACE = Open

• VO + Shift + down/up 

arrow = interact with 

content

• VO + Command + H 

= Navigate by 

heading

• Control = stop 

speech
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Navigating with the Rotor (Mac)

VO + U = 

Activate the 

Rotor
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Enabling VoiceOver iDevices
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Gestures
Use VoiceOver gestures to perform actions such as navigating 

and interacting with items on the screen.

• Touch screen or drag finger – read screen

• Flick right/left – next/previous item

• Double tap – select currently focused item

• Two finger scrub back and forth - escape

• Two finger tap – pause/resume speech

• Three finger triple tap – screen curtain 
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Navigating with the Rotor
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VoiceOver Resources

• VoiceOver User Guide

• VoiceOver Standard Gestures

• Screen Reader Basics (YouTube)

• Navigating iPhone/iPad with VoiceOver

• Turn on and Practice VoiceOver
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https://support.apple.com/guide/voiceover/welcome/mac
https://support.apple.com/guide/voiceover/standard-gestures-vo27992/10/mac/13.0
https://www.youtube.com/watch?v=5R-6WvAihms
https://www.youtube.com/watch?v=qDm7GiKra28
https://support.apple.com/guide/iphone/turn-on-and-practice-voiceover-iph3e2e415f/ios


Get in touch

Ablr

Web: www.ablr360.com

Call: 833-294-2257

Email: kim.casey@ablr360.com

Thank You!
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http://www.ablr360.com/
mailto:kim.casey@ablr360.com
www.ablr360.com
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