File Settings for Accessible PDFs
Adding a Document Title
The document title is the first thing the screen reader will read out loud.
1. File > File Info
2. Fill “Document Title” field with name of document/title

Create Export Configuration
This creates an export setting that can be chosen to speed up exporting and ensure success.
1. File > Adobe PDF Presets > Define…
2. Choose Favorite export preset
3. Click “New…” button
a. Compatibility Field “Acrobat 8/9”
b. Checkmark:
i. “Create Tagged PDF"
ii. “Bookmarks”
iii. “Hyperlinks”
c. Name your preset "ACCESSIBLE" so you know it is your accessible preset
4. Choose “Advanced” tab
a. Change “Display Title” dropdown to “Document Title”

Exporting an Accessible PDF
Exporting correctly makes sure the tagged elements/articles and reading order transfer properly.
Exporting with “Accessible” preset
1. File > Export
a. Format: “Adobe PDF (Print)”
b. Click “Save” button
i. Export dialog box opens
ii. Choose Adobe PDF Preset ACCESSIBLE that we just made.
c. Click the "Export" button
Exporting Interactive PDF
1. File > Export
a. Choose “Interactive pdf” in dropdown menu
2. Click "Save" button
a. Export dialog box opens
i. Check "Create Tagged PDF"
ii. Check "Use Structure of Tab Order"
b. Go to "Advanced" tab on left
i. Change "Display title" field to "Document Title"
c. Click the "Export" button
Other Reminders for InDesign
Key steps in the process of creating an accessible pdf in InDesign
1. Ensure links are hyperlinked to the correct/working address and have alt text to describe where the link leads (website page title).
2. Ensure QR codes have alt text to list the page they lead to. 
3. Add alt text to images that add context/content.
4. Add decorative image labels to shapes, lines, and images that don’t add context/content.
5. Add elements in reading order to articles panel (not including decorative images). 
a. Make sure to click “Use for Tagging Order in Tagged PDF” in the Articles Options Panel (the button looks like three stacked lines).
6. When exporting, in the advanced section, choose “Document Title” in the Display text drop-down menu if it is not already selected. 


