InDesign To PDF Accessibility Checklist
For general accessible document design guidelines, see the Accessibility Document Design Fundamentals. For more details see Creating accessible PDFs in Adobe InDesign Help. A recorded presentation for accessible InDesign is available: Accessible InDesign Workflows - Illinois Media Space.
☐ Use Paragraph Styles and Character Styles
· Use the Paragraph Styles and Character Styles windows, found under Window > Styles.
· For details on their use, see Basics of paragraph and character styles.
· Use a separate paragraph style for each heading level and style of paragraph.
· Do not style text without using a Paragraph Style or a Character Style. Do not use the Character or Paragraph windows.
☐ Set Export Tagging on Paragraph Styles
· Open Paragraph Style Options by double-clicking a Paragraph Style in the Paragraph Styles Window. In Paragraph Style Options find the Export Tagging section.
· For headings set the PDF Tag to the appropriate heading level:
· H1 for title (one per document).
· H2 for section headings.
· H3 for section subheadings, and so on.
· Artifact for purely decorative content that doesn’t convey meaning.
· All others should remain Automatic.
· Set Export Tagging options for EPUB and HTML if exporting to those formats.
☐ Tag Repeating Header and Footer Elements as Artifacts
· Set the Paragraph Style for repeating elements like Page Number or Section Name in the header as artifacts.
☐ Use Tables for Tabular Data and Provide Column Headers
· Place the cursor with the Type Tool where the table should go in the reading order.
· Use the menu Table > Insert Table.
· In the Table Dimensions, set Header Rows to 1.
· Avoid merging or splitting cells. Additional work is needed in Acrobat if using complex tables.
☐ Use Alt Text for Informative Images 
· Open to Object Export Options window under Object > Object Export Options.
· Select each image in turn using the Selection Tool while keeping the window open.
· Change the Alt Text Source depending on the image type. For informative images select Custom. For purely decorative images select Decorative Image.
· Fill in the Alt Text field.
☐ Anchor Images Within Content 
· Select an image with the Selection Tool.
· Drag the blue square shown at the top-right of the image into a logical position within the text. Shift-drag to place the text inline with text if appropriate.
☐ Use Meaningful Text for Links
[bookmark: _Hlk161991626]Avoid link text like “more,” “click here,” or “here” that has no clear meaning out of context. Clear link text is helpful for everyone, especially assistive technology users who often pull up a separate list of links on a page that need to make sense out of their immediate context.
☐ Use Sufficient Color Contrast
[bookmark: _Hlk179542857]Use a free tool like WebAIM’s Contrast Checker or Colour Contrast Analyser (CCA) to ensure sufficient color contrast between the foreground (text or graphics) and background. Be sure to check the color contrast of any links as well.
· Use the checker’s dropper tools to select the foreground and background colors.
· The checker results indicate whether selected colors meet accessibility standards.
· The checker’s slider tool can be used to adjust colors as needed.
☐ Check Text Threads
· If using Text Threads, the Threads must be in the correct reading order.
· Display text threads with View > Extras > Show Text Threads.
· Check that all threads correctly link in the right reading order and that text isn’t skipped.
☐ Anchor Extra Text Boxes
· Frames and text elements outside of the normal flow of content should be anchored into content the same way as Anchor Images Within Content.
☐ Adjust Reading Order
Most pages where text and frames are in a clear vertical order reading order is usually correct. Pages with complex layouts require assigning a reading order either with Text Threads (above) or using the Articles panel.
· Find the Articles panel under Window > Articles.
· Select all the elements you want to create a reading order for.
· Click + (Add Selection to Articles) to create a new Article.
· Move the elements inside the Article to the correct order.
☐ Table of Contents
· If using a Table of Contents, open Layout > Table of Contents…
· Click the More Options button to reveal additional settings.
· Include Paragraph Styles selection should all be heading styles. Select each style in the list and set Page Number to After Entry or No Page Number.
· Check Create PDF Bookmarks.
☐ Bookmarks
If not using a Table of Contents:
· Option 1: After the Export With Accessibility step, Acrobat can be used to automatically create bookmarks for headings.
· Open the Bookmarks panel in Acrobat, usually in the right-side toolbar.
· Click the three dots in the panel’s top-right corner.
· Click New Bookmarks From Structure…
· Select the Heading levels to be added as bookmarks and click OK.
· Option 2: In InDesign, Open View > Interactive > Bookmarks
· Select each appropriate heading one at a time.
· Click + (Create new bookmark) for each heading, checking to make sure the name of the Bookmark is appropriate.
☐ Set File Information
· Open File > File Information.
· Enter a Document Title. The Title should be the same as or similar to the visible title.
☐ Export With Accessibility
When creating a PDF using File > Export check the following:
· Save as type must be Adobe PDF (Interactive), not Adobe PDF (Print). Click Save.
· In the General tab, Export As must be set to Pages.
· Under Options, select Include All for Forms and Media, and then check Create Tagged PDF and Use Structure for Tab Order if not already checked.
☐ Document Properties: Identify the Title, and Language
· In Acrobat Pro, select and expand the Menu, and select Document Properties. The Document Properties dialog opens. 
· From the Initial View tab of the Properties dialog, see Window Options > Show and select Document Title.
· From the Advanced tab of the Properties dialog, see Reading Options > Language and select English, assuming the document is in English.
☐ Fix Table Headings
· Open the Accessibility tags panel.
· One at a time, find each table in the document, and select part of the table. In the Accessibility tags panel, right-click the top-most Tags and select Find tag from selection.
· For each table, right-click the <Table> tag and select Table editor.
· Right-click each heading cell in the first row and set the Scope to Column. You can also select multiple cells and set all at the same time.
· If the table has headings in the first column, set each one to a Header Cell with Scope to Row.
☐ Check Reading Order
· Open the Accessibility tags panel.
· Select the top-most Tags element in the panel.
· With the arrow down key, step through each tag and check that the order in which they are highlighted matches the logical visual order.
· For larger <Sect> elements use the arrow right key to expand the section and go through each item.
☐ Run Adobe Acrobat Pro Built-in Accessibility Checker
· In the All Tools panel, select Prepare for accessibility to bring up the Accessibility tools. You may need to click View More.
· From the Accessibility tools, select the Check for Accessibility. The Accessibility Checker Options dialog opens. Make sure all Checking Options checked. 
· Activate the Start Checking button.
· The Accessibility Checker with results will be displayed in a pane.
Important: If you are working with a student with a letter of accommodation for accessible documents in your course or you have received a request from a student regarding document accessibility, you must reach out to DRES Accessible Media Services (dres-accessible-media@illinois.edu) for assistance.
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