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BEFORE THE Exhibit A

COMMISSION ON STATE MANDATES
STATE OF CALIFORNIA

In the Matter of: No. 23-01
Amendments to California Code of ORDER TO INITIATE RULEMAKING

Regulations, Title 2, Division 2, Chapter 2.5, | T ROCEEDINGS

. Formatting Requirements for
Articles 1,3, 4,5, and 7 Accessibility, Clarification of Designated
Representatives, Clarification of
Teleconferencing Regulation, Withdrawal
of Incomplete Filings, Correction of
Incorrect Citations and General Cleanup

Pursuant to California Code of Regulations, title 2, section 1188.2, the Commission on
State Mandates (Commission) hereby adopts this order to institute rulemaking
proceedings in accordance with Government Code sections 11346.2, 11346.4, 11346.8,
and 11346.9.

PROPOSED REGULATORY ACTION. The Commission proposes revised language,
punctuation, and citations in Articles 1, 3, 4, 5, and 7 of the California Code of Regulations,
Title 2, Division 2, Chapter 2.5 with a proposed effective date of July 1, 2024, if no public
hearing is requested, or October 1, 2024, if a public hearing is requested.

The purpose of this rulemaking is to impose formatting requirements for accessibility of
documents filed with the Commission; clarify that firms or organizations may serve as a
party’s designated representative; delegate the authority to the executive director to deem
incomplete requests to review claiming instructions and notices of intent to join a
consolidated incorrect reduction claim, which have not been timely corrected, withdrawn;
correct erroneous citations and make minor, non-substantive edits for clarity and
conciseness. The proposed regulations: (1) add new formatting requirements for
accessibility of new filings and written materials filed with the Commission; (2) clarify that
firms or organizations may be a party’s designated representative; (3) clarify the
Commission’s regulation on holding teleconferenced meetings (4) delegate authority to the
executive director to deem incomplete requests to review claiming instructions and notices
of intent to join a consolidated incorrect reduction claim, withdrawn; (5) fix incorrect
citations and add or remove authority and reference citations; and (6) make minor, non-
substantive edits and corrections.

AUTHORITY AND REFERENCE. Government Code section 17527(g) authorizes the
Commission to adopt the proposed regulations.

WRITTEN COMMENT PERIOD. Any interested person, or his or her authorized
representative, may submit written comments relevant to the proposed regulatory action to
the Commission. The comment period closes on January 29, 2024. The Commission will
only consider written comments received at the Commission’s offices by that time.
Commenters are strongly encouraged to submit their written comments electronically if
possible (to prevent the spread of COVID-19) via the Commission website “dropbox” at:
https://www.csm.ca.gov/dropbox.shtml.




Written comments may also be submitted to:

Jill Magee, Program Analyst
Commission on State Mandates
980 Ninth Street, Suite 300
Sacramento, CA 95814
Phone: (916) 323-3562

PUBLIC HEARING. The Commission will hold a hearing on March 22, 2024 if it receives a
written request for a public hearing from any interested person or their authorized
representative, no later than January 15, 2024.

Date: By:
Heather Halsey, Executive Director
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Exhibit B

CALIFORNIA CODE OF REGULATIONS
TITLE 2. ADMINISTRATION
DIVISION 2. FINANCIAL OPERATIONS
CHAPTER 2.5. COMMISSION ON STATE MANDATES

Article 1. General
§ 1181.2. Definitions.

Unless otherwise indicated, the following definitions and those found in Government
Code sections 17510 through 17524 apply to this chapter:

(a) "Affected state agency" means a state department or agency that is responsible, in
whole or in part, for implementation, enforcement, or administration of any statutes or
executive orders that are the subject of a matter.

(b) "Amendment" of a test claim means the addition of new allegations based on new
statutes or executive orders to an existing test claim. The addition or substitution of
parties and supporting declarations based on the original statutes or executive orders
alleged in an existing test claim is not an "amendment."

(c) "Claimant" means the local agency or school district filing a test claim or incorrect
reduction claim.

(d) "Commission staff" means the executive director, legal counsel, or other
Commission employee authorized by the Commission or the executive director to
represent the Commission on a specific claim or request, or to receive filings at the
Commission office.

(e) "Completed" means that all general and specific requirements for a new filing have
been satisfied by the claimant or requester.

(f) "Filing date" means the date received at the Commission's office during normal
business hours by any of the methods described in section 1181.3 of these regulations.
“‘Normal business hours” means from 8 a.m. until 5 p.m. of each day from Monday to
Friday, inclusive, other than state holidays, as provided by Government Code section
11020(a).

(9) "Incorrect reduction claim" means a claim alleging that the Office of State Controller
incorrectly reduced the reimbursement claim of a local agency or school district.

(h) "Informational hearing" means any hearing designed to gather and assess
information to assist the Commission in formulating policies, informing the public of
Commission actions, or obtaining public comment and opinion.

(i) "Interested party" means a local agency, school district, or state agency, with a
beneficial interest in the matter.

(j) "Interested person" means any individual, local agency, school district, state agency,
corporation, partnership, association, or other type of entity, who has an interest in a
matter before the Commission, but is not a party or interested party with respect to that
matter.

-_—
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(k) "New filing" means a test claim, incorrect reduction claim, request to amend
parameters and guidelines, joint request for reasonable reimbursement methodology
and statewide estimate of costs, request for review of claiming instructions, request for
removal or inclusion of a program_in the State Mandates Apportionment System,
request for review of the apportionment or base year entitlement of a program in the
State Mandates Apportionment System, request for mandate redetermination, or a
legislatively determined mandate.

() "Party" includes a party's representative of record who is expressly authorized in
writing to act on the party’s behalf. A party’s representative may be an individual, firm or
organization. When a party authorizes a firm or organization to represent them in
writing, any current member of the firm or organization may act on the party’s behalf
without requiring a separate authorization. Party means the following for each matter as
specified below:

(1) "Party to a Test Claim" means the test claimant, the Department of Finance, and
other affected state agencies.

(2) "Party to an Incorrect Reduction Claim" means the claimant and the Office of State
Controller.

(3) "Party to a Request to Amend Parameters and Guidelines" means the requester, the
Department of Finance, the Office of State Controller, affected state and local agencies,
and affected school districts.

(4) "Party to a Joint Request for Reasonable Reimbursement Methodology" and “Party
to a Jointly Proposed Request for Early Termination of Reasonable Reimbursement
Methodology” means the test claimant and the Department of Finance.

(5) "Party to a Request for Review of Claiming Instructions" means the requester and
the Office of State Controller.

(6) "Party to a Request for Removal or Inclusion in State Mandates Apportionment
System" and “Party to a Request for Review of the Apportionment or Base Year
Entitlement of a Program in the State Mandates Apportionment System” means the
requester, the Department of Finance, and the Office of State Controller.

(7) "Party to a Request for Mandate Redetermination" means the requester, the
Department of Finance, the Office of State Controller, affected state and local agencies,
and affected school districts.

(m) "Real Party in Interest" means any person or entity whose interest will be directly
affected by the resolution of the matter.

(n) "Rulemaking proceeding" means any hearing designed to adopt, amend, or repeal
any rule, regulation, or standard of general application that implements, interprets, or
makes specific any provision of Title 2, Division 4, Part 7, beginning with Government
Code section 17500 or any other statute enforced or administered by the Commission.

(o) "Statewide cost estimate" means the approximate sum of money that local agencies
or school districts may have incurred to implement a state-mandated program or any
increased level of service of an existing mandated program. A statewide cost estimate
prepared by a test claimant pursuant to Government Code section 17553(b)(1)(E) shall

2
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be an estimate of the first full fiscal year of actual or estimated costs based on the
statutes and executive orders alleged in a test claim. In adopting a statewide cost
estimate pursuant to Government Code section 17553(a), which_shall be an estimate for
the initial period of reimbursement to be reported to the Legislature, the Commission
may consider the statewide cost estimate prepared by the test claimant, the initial
reimbursement claim data, and other relevant information regarding potential mandated
local costs, as applicable.

(p) "Statewide estimate of costs" is based on a joint reasonable reimbursement
methodology proposed by a test claimant and the Department of Finance pursuant to
Government Code section 17557.1, that is adopted by the Commission and reported to
the Legislature pursuant to Government Code section 17557.2.

(q) "Subsequent change in law" pursuant to Government Code 17570 means a change
in law that requires a finding that an incurred cost is a cost mandated by the state, as
defined by Government Code section 17514, or is not a cost mandated by the state
pursuant to Government Code section 17556, or a change in mandates law.
Amendments to article XIlI B, section 6 of the California Constitution that were approved
by the voters on November 2, 2004 and changes in the statutes or executive orders that
impose new state-mandated activities and require a finding pursuant to Government
Code section 17551(a) are not a "subsequent change in law."

(r) "Teleconference" means a conference of individuals in different locations, connected
by electronic means, through audio, video, or both.

(s) "Test claim" means the first claim filed with the Commission alleging that a particular
statute or executive order imposes costs mandated by the state pursuant to
Government Code section 17521 and also includes a claim filed on a legislatively
determined mandate pursuant to Government Code section 17574(c). The test claim
procedure functions similarly to a class action and has been established to expeditiously
resolve disputes affecting multiple agencies.

(t) "Written material" means any paper or electronic document relevant to a matter that
is filed with the Commission except that "written material" does not include a "new filing"
as defined in subdivision (k) of this section.

Note: Authority cited: Sections 17527(g), 17553(a) and 17570(d), Government Code.
Reference: Sections 11020(a), 11123, 17516-17521, 17527(c), 17529, 17530, 17531,
17551, 17553, 17555, 17557, 17557.1, 17557.2, 17558, 17558.5, 17558.7, 17558.8,
17559, 17561, 17561.5, 17570, 17572, 17573, 17600 and 17612, Government Code;
Redevelopment Agency v. Commission on State Mandates (1996) 43 Cal.App.4th 1188;
and City of San Jose v. State of California (1996) 45 Cal.App.4th 1802.

§ 1181.3. Certification, Formatting, Filing, and Service of Written Materials and
New Filings.

(a) Certification. All new filings and written materials filed with the Commission shall be
signed at the end of the document, under penalty of perjury, with the declaration that the
filing is true and correct to the best of the declarant’s personal knowledge, information,
or belief. The date of signing, the declarant’s title, address, telephone number, and
email address, if applicable, shall be included.

3
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(b) Documents filed with the Commission shall not contain personal identifying
information that violates state or federal privacy laws, including, but not limited to
California Civil Code section 1798 et seq.

(c) Formatting, Filing, and Service. New filings and written materials mayshall be filed as
described in this subdivision.

(1) Formatting. All new filings and written materials, except for supporting documents
that were either not created by the party or were originally created by the party for a
purpose other than providing evidence to the Commission, shall conform to all of the
following document formatting requirements.

(A) All text shall be written in Arial font, minimum 12-point font size.

(B) Color is strongly discouraged, and shall not be used as the sole means to
emphasize or convey information. If color is used to emphasize or convey information,
there shall be additional distinquishing marks, such as underlining or asterisks, to
differentiate areas where color is used.

(C) Lists shall use a formatting style such as bullet points, numbering, or an ordered list.

(D) Headings shall use heading styles to identify the headings’ correct order of
diminishing hierarchy.

(E) Hard returns shall not be used to break up lines of text. Instead, space between
lines of text shall be made using paragraph spacing or the space after paragraph
function.

(F) If columns are used, the columns shall be formatted using the word processing
software’s columns function.

(G) Tables shall use a simple table structure without split or merged cells, nested tables,
or blank columns or rows. Rows shall not be broken across multiple pages. One table
header row is allowed per table, which shall be repeated at the top of each page if the
table spans multiple pages.

(H) Hyperlinks shall be named in a manner that is clear, concise and meaningful out of
context. Bare URLs are not allowed, except as part of a formal citation to a web-based
source.

(1) Images shall include alternative text that describes the image, unless the image has
no informational value because it is purely decorative or the information it provides is
redundant to the main body of text.

(42) E-Filing. Except as provided in subdivision (c)(23) of this section, all new filings and
written materials shall be electronically filed (or e-filed) with the Commission_via the
Commission’s e-filing system, available on the Commission’s website. Supporting
documents that were not created by the party or were created for a different purpose
shall still be required to follow the formatting requirements found in subdivisions
(c)(2)(B)(i)-(iii) of this section.
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(BA) Any new filing required to be filed on a form prescribed by the Commission shall be
digitally signed, using the digital signature technology and authentication process
contained within the Commission forms. The completed digital form shall not be
converted to PDF and shall be e-filed separately from any accompanying documents.

Accompanying documents shall be e-filed together ina-single-file-in accordance with the
reqwrements of subd|V|S|ons (c)(42)(GB) and (C) of this sectlon—anel—shan—net—e*eeed

(€B) Documents e-filed with the Commission. All e-filed documents, other than forms
prescribed by the Commission, shall:

(i) be in unlocked PDF file format, to allow Commission staff to electronically date stamp
the document and append additional pages for posting on the Commission’s website
with a proof of service for e-service by the Commission, in lieu of the filer serving the
document to the entire mailing list for the matter; and

(i) include a scanned copy of the signed signature page, rather than a digitally signed
document. The scanned copy shall be in black and white (not gray scale or color).

(iii) be in a legible and searchable format using a “true PDF” (i.e., documents digitally
created in PDF, converted to PDF or printed to PDF) or optical character recognition
(OCR) function, as necessary.

(BC) E-filed documents larger than 500 megabytes shall be e-filed in multiple volumes
and labeled as such (i.e., “Volume |, Volume II” etc.) and shall, in that case, include a
table of contents with electronic bookmarks which at minimum link to each document
within the exhibits, and for documents created for the purpose of filing with the
Commission also link to each heading, subheading, and component (including but not
limited to the table of contents, declarations, exhibits, proof of service) of the document.

Filing of color documents is strongly discouraged. However, if a color image(s) is
necessary for readability or comprehension, the color image(s) shall be e-filed in a
separate and flnal vqume of exhibits. E—#led—eleeumen%s—sha#—melade—eleetrenw

Documents not avallable or obtalnable in electronlc form may be scanned and OCRed
and filed in a separate volume, however it is prohibited to e-file scanned documents that
are available or obtainable electronically. E-fled documents that must be scanned, shall
be scanned in black and white (not gray scale or color).

(ED) The filer is responsible for maintaining the signed original new filing or written
material for the duration of the process for the matter, including any period of appeal
(this may be an electronic document, depending on how the filer creates and maintains
its records).

(EE) An automated notice that the document was successfully sent is immediately
available to the filer using the Commission’s e-filing system and should be saved or
printed for the filer's records. Commission staff shall also reply by e-mail confirming

g1 o
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actual receipt of the legible, searchable document by the Commission within two
business days of receipt. In the absence of a confirmation e-mail from Commission
staff, it is the responsibility of the filer to obtain confirmation that the Commission
actually received the filing.

(6F) By using e-filing, the filer agrees, in the event of failure of e-filing, to re-file the
document no later than the business day after the business day on which notice of the
failure of e-filing is received by the filer. The filer may re-file by any means authorized by
these rules, in order to maintain the original filing date. "Failure of e-filing" occurs when
the filer receives natification, in any manner, of non-receipt of an e-filed document or of
any other inability of Commission staff to access the document, including the failure to
meet the requirements of subdivisions (c)(2)(B)(i)-(iii) of this section.

(HG) Documents e-filed with the Commission are served by Commission staff to
persons who have provided an e-mail address for the mailing list for the matter in
accordance with section 1181.4 of these regulations. E-filed documents do not need to
be served by the filer and proof of service does not need to be provided by the filer for
persons who have provided an e-mail address for the mailing list in accordance with
section 1181.4. Nothing in this regulation excuses a filer from serving hard copies of
written material on persons who appear on the mailing list and have not provided an e-
mail address for the mailing list, or from providing a proof of service with the e-filing to
the Commission for the service of the document on those persons.

(H) Upon confirmation of actual receipt of the e-filed document, Commission staff shall
notify all persons on the mailing list for the matter that written material may be viewed
on the Commission's website. For "new filings" as defined by section 1181.2(k) of these
regulations, Commission staff shall notify all persons on the mailing list prepared
pursuant to section 1181.4 of these regulations, of the availability of those filings on the
Commission's website when Commission staff issues its notice of complete filing to the
filer.

(d1) The Commission may serve any document by e-mail service, or by making it
available at a particular URL, unless doing so would be contrary to state or federal law.

(KJ) The executive director may issue any order consistent with these rules to govern e-
mail service for a particular matter.

(23) Hard Copy Filing and Service in Cases of Undue Hardship or Significant Prejudice.
If e-filing legible and searchable PDF documents, as described in subdivision (c)(42) of
this section, would cause the filer undue hardship or significant prejudice, filing may
occur by first class mail, overnight delivery or personal service only upon approval of a
written request to the executive director.

(A) Filing. If the executive director authorizes filing by first class mail, overnight delivery,
or personal service, the filer shall file the unbound original document with the
Commission.

(B) Service. If written materials are filed in hard copy, the filing shall simultaneously be
served on everyone on the mailing list using the same method used for the filing. Unless
otherwise provided in this section, a proof of service shall be included with any written
material filed with the Commission. Proof of personal service requires a declaration of
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the messenger of the time and place that the written material was served. Service is not
required for new filings because mailing lists for matters are only prepared, pursuant to
section 1181.4 of these regulations, after a new filing is deemed complete. Completed
new filings will be served on the mailing list by Commission staff with the Notice of
Complete Filing.

(34) Time of Filing. New filings or written materials filed with the Commission no later
than 5 p.m. on a business day (i.e., Monday through Friday, except state holidays) are
deemed filed on that business day. New filings or written materials filed with the
Commission after 5 p.m. on a business day, or on a Saturday, Sunday, or state holiday,
are deemed filed on the following business day.

Note: Authority cited: Sections 16.5, 17527(g), 17553(a), 17570(d) and 11104.5,
Government Code. Reference: Sections 1633.1 et seq., 1798 et seq., Civil Code; and
Sections_7405, 11020(a), 17530, 17551, 17557(d), 17558.7, 17570, 17573(b), 17574(c)
and 17573(g), Government Code.

§ 1181.13. Commission Meeting by Teleconference.

The Commission may hold an open or closed meeting by teleconference if it is difficult
or impossible for the Commission to achieve a quorum. A meeting held by
teleconference shall comply with the Bagley-Keene Open Meeting Act, including the
requirements to provide notice of the teleconference locations and make them open to

the public.

The Commission may also hold an open or closed meeting by teleconference under
alternative provisions of the Act, with some members participating remotely from remote
locations (which are not disclosable or open to the public) while a quorum of its
members are physically present at the same teleconference location.

Note: Authority cited: Sections 17527(g) and 17553(a), Government Code. Reference:
Sections 11123, 11123.2, 17526, 17527(b) and 17527(c), Government Code.

Article 3. Test Claims
§ 1183.1. Test Claim Filing.

(a) In order to obtain a mandate determination, a local agency or school district shall file
a test claim with the Commission pursuant to Government Code sections 17551 and
17553 as follows:

(1) A county auditor, auditor-controller, or director of finance who has assumed the
duties of controller, may file on behalf of a county.

(2) A city manager, director of finance, or other officer with a delegation by ordinance or
resolution from the city council, may file on behalf of a city.

(3) A district superintendent may file on behalf of a school district.

(4) A chancellor, vice chancellor, director of finance, or other officer with authority
delegated by the governing body by ordinance or resolution, may file on behalf of a
community college district.
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(5) A general manager or other officer with authority delegated by the governing body
by ordinance or resolution may file on behalf of a special district.

(b) Claimants may agree to file a test claim as a joint effort if the claimants attest to all of
the following in the test claim filing:

(1) The claimants allege state-mandated costs result from the same statute or executive
order;

(2) The claimants agree on all issues of the test claim; and

(3) The claimants have designated one person to act as the sole representative for all
claimants.

Otherwise, the first claim filed on a statute or executive order by a similarly situated
claimant is the test claim and no duplicate test claims will be accepted by the
Commission. Other similarly situated affected agencies may participate in the process
by filing comments in writing on any agenda item as provided in section 1181.10 of
these regulations, and may attend any Commission hearing on the test claim and
provide written or oral comments to the Commission. Affected agencies that are not
similarly situated, meaning that test claim statutes affect them differently, may file a test
claim on the same statutes as the first claim, but must demonstrate how and why they
are affected differently.

(c) Except as provided in Government Code sections 17573 and 17574, any test claim
or amendment filed with the Commission must be filed not later than 12 months (365
days) following the effective date of a statute or executive order, or within 12 months
(365 days) of first incurring increased costs as a result of a statute or executive order,
whichever is later.

(d) All test claims, or amendments thereto, shall be filed on a form developed by the
executive director and shall contain all of the elements and supplemental documents
required by statute, regulation and the form. When an omnibus bill is pled, claimant
shall file only the relevant pages of the statute, including the Legislative Counsel's
Digest and the specific statutory changes at issue.

(e) A test claim, or amendment thereto, and accompanying documents shall be certified,
filed, and served in accordance with section 1181.3 of these regulations. All
representations of fact shall be supported by documentary or testimonial evidence in
accordance with section 1187.5 of these regulations.

(f) Within 10 days of receipt of a test claim, or amendment thereto, Commission staff
shall notify the claimant if the test claim is complete or incomplete. Test claims will be
considered incomplete if any of the requirements of Government Code section 17553 or
this section are illegible, not included, or are not met. If a complete test claim is not
received within 30 calendar days from the date the incomplete test claim was returned,
the executive director may disallow the original test claim filing date. A new test claim
may be accepted on the same statute or executive order alleged to impose a
reimbursable state-mandated program.

(9) Any test claim, or portion of a test claim, that the Commission lacks jurisdiction to
hear for any reason, including that the test claim was not filed within the period of
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limitation required by subdivision (c) of this section, may be rejected or dismissed by the
executive director with a written notice stating the reason therefor. However, for an
otherwise timely and complete test claim over which the Commission would have
jurisdiction, except that it was filed by a local agency that is not eligible to seek
reimbursement because it is not subject to the taxing and spending limitations of articles
Xl A and B of the California Constitution, the Commission shall follow the process
outlined in section 1187.14(b).

Note: Authority cited: Sections 17527(g) and 17553, Government Code. Reference:
Sections 17521, 17530, 17551, 17553, 17557(e), 17573, 17574, 24000, 24300.5,
26881, 26900, 26970, 26972, 34852, 35034,-35035; 37209, 40805.5 and 56723,
Government Code; and Sections 35034 and 35035, Education Code.

§ 1183.5. Executive Director's Authority to Consolidate or Sever Test Claims.

(a) The executive director may consolidate part or all of any test claim with another test
claim or sever a test claim, if necessary to ensure the complete, fair, or timely
consideration of any test claim.

(b) At least 10 days before the action is taken, the executive director shall
simultaneously serve on the parties and interested parties on the mailing list described
in section 1181.24 of these regulations, and post on the Commission's website, a notice
of any proposed action to consolidate or sever.

Note: Authority cited: Section 17527(g), 17553 and 17554, Government Code.
Reference: Sections 17530, 17553 and 17554, Government Code.

§ 1183.6. Review of Completed Test Claim and Preparation of Proposed Decision.

(a) Before the hearing on the test claim, Commission staff shall prepare a proposed
decision for the test claim, which shall include but not be limited to a review of the
written comments filed. The proposed decision shall describe and analyze the test claim
to assist the Commission in determining whether the alleged statutes or executive
orders contain a reimbursable state-mandated program under article XlII B, section 6 of
the California Constitution.

(b) At least eight weeks before the hearing, or at a time required by the executive
director or stipulated to by the parties, Commission staff shall prepare a draft proposed
decision and distribute it to the parties, interested parties, and those on the mailing list
described in section 1181.34 of these regulations, and shall post it on the Commission's
website.

(c) Anyone may file written comments concerning the draft proposed decision. If
representations of fact are made, they shall be supported by documentary or testimonial
evidence in accordance with section 1187.5 of these regulations. Written comments
shall be certified, filed, and served in accordance with section 1181.3 of these
regulations, by the date determined and noticed by the executive director. A three-week
period for comments shall be given, subject to the executive director's authority to
expedite all matters pursuant to Government Code section 17530. All written comments
timely filed shall be reviewed by Commission staff and may be incorporated into the
proposed decision for the test claim.
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(d) It is the Commission’s policy to discourage the introduction of late comments,
exhibits, or other evidence filed after the three-week comment period described in
subdivision (c) of this section. The Commission need not rely on, and staff need not
respond to, late comments, exhibits, or other evidence filed in response to a draft
proposed decision after the comment period expires.

Note: Authority cited: Sections 17527(g) and 17553, Government Code. Reference:
Sections 17514, 17530, 17551 and 17553, Government Code.

Article 4. Review of Office of State Controller's Claiming Instructions

§ 1184.1. Review of Office of State Controller's Claiming Instructions.

(a) Upon request of a local agency or school district, the Commission shall review
claiming instructions issued by the Office of State Controller.

(b) A request to review claiming instructions shall include the following:
(1) A copy of the disputed claiming instructions.

(2) If available, correspondence or other documentation that verifies the local agency or
school district sought to resolve the dispute through the Office of State Controller.

(3) A narrative that details the suggested changes and the reasons why the local
agency or school district finds the claiming instructions need to be modified.

(4) The name, address, telephone number, and e-mail address of the agency contact
person.

(c) An original request to review claiming instructions shall be certified, filed, and served
in accordance with section 1181.3 of these regulations. If representations of fact are
made, they shall be supported by documentary or testimonial evidence in accordance
with section 1187.5 of these regulations.

(d) Within 10 days of receipt of a request to review claiming instructions, Commission
staff shall notify the local agency or school district that filed the request if the filing is
complete or incomplete. A request to review the claiming instructions shall be
considered incomplete if any of the elements required in subdivision (b) or (c) of this
section are illegible or not included. Incomplete requests shall be returned to the local
agency or school district. If a complete request is not received by the Commission within
30 days from the date the incomplete request was returned, the executive director
mayCemmission-shall deem the request te-be-withdrawn.

(e) Within 10 days of receipt of a complete request to review claiming instructions,
Commission staff shall issue a copy to all persons who are on the mailing list described
in section 1181.4 of these regulations. Commission staff shall provide notice that written
comments concerning the request to review claiming instructions may be filed within 30
days of service of the notice of complete filing. A copy of the notice shall also be posted
on the Commission's website.

(f) Written comments shall be certified, filed, and served in accordance with section
1181.3 of these regulations. If representations of fact are made, they shall be supported
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by documentary or testimonial evidence in accordance with section 1187.5 of these
regulations.

(g) Within 30 days of service of the written comments, the requester may file a written
rebuttal to the Commission which shall be certified, filed, and served in accordance with
section 1181.3 of these regulations. If representations of fact are made, they shall be
supported by documentary or testimonial evidence in accordance with section 1187.5 of
these regulations.

(h) Before hearing a request to review claiming instructions, Commission staff shall
prepare a draft proposed decision that shall include a review of the request and any
comments filed, and a staff recommendation on whether the request should be
approved or denied.

(i) The requester and any state agency or interested party may file written comments on
the draft proposed decision. Written comments shall be certified, filed, and served in
accordance with_section 1181.3 of these regulations, by the date determined and
noticed by the executive director. If representations of fact are made, they shall be
supported by documentary or testimonial evidence in accordance with section 1187.5 of
these regulations. A three-week period for comments shall be given, subject to the
executive director’s authority to expedite all matters pursuant to Government Code
section 17530. All written comments timely filed shall be reviewed by Commission staff
and may be incorporated into the proposed decision on the request to review and
modify the claiming instructions.

() Itis the Commission’s policy to discourage the introduction of late comments,
exhibits, or other evidence filed after the three-week comment period described in
subdivision (i) of this section. The Commission need not rely on, and staff need not
respond to, late comments, exhibits, or other evidence filed in response to a draft
proposed decision after the comment period expires.

(k) The Commission shall conduct a hearing in accordance with article 7 of these
regulations on the request to review claiming instructions.

(/) If the Commission determines that the claiming instructions need to be modified, the
Commission shall direct the Office of State Controller to modify the claiming instructions
to conform to the parameters and guidelines.

(m) An approved change to the claiming instructions shall be subject to the following
schedule:

(1) A request for review filed before the deadline for initial claims as specified in the
claiming instructions shall apply to all years eligible for reimbursement as defined in the
original parameters and guidelines.

(2) A request for review filed after the initial claiming deadline must be filed on or before
the annual reimbursement claim filing deadline set out in Government Code section
17560 following a fiscal year to establish eligibility for reimbursement for that fiscal year.

(n) A request to review claiming instructions may be withdrawn by written application to
the executive director any time before a decision is adopted or by oral application at the
time of hearing. The requesters shall file and serve the written application in accordance
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with section 1181.3 of these regulations. Commission staff shall post a copy of the
notice on the Commission's website for 60 days prior to dismissal of the request to
review claiming instructions. If no other local agency or school district takes over the
request to review claiming instructions by substitution of parties within 60 days of
service and posting of the application to withdraw, the executive director shall issue a
letter to everyone on the mailing list described in section 1181.4 of these regulations
dismissing the request to review claiming instructions and shall post the letter on the
Commission's website.

Note: Authority cited: Sections 17527(g) and 17527(h), Government Code. Reference:
Sections 17530, 17560 and 17571, Government Code.

Article 5. Incorrect Reduction Claims
§ 1185.4. Joining a Consolidated Incorrect Reduction Claim.

(a) Within 30 days of receipt of the Commission's notice regarding the original
claimant's notice of intent to consolidate an incorrect reduction claim, any other eligible
claimant may, on a form provided by the Commission, file a notice of intent to join the
consolidated incorrect reduction claim.

(b) All notices of intent to join a consolidated incorrect reduction claim shall comply with
section 1185.1(c) and contain at least the following elements and documents:

(1) A copy of the final state audit report, letter, or other written notice of adjustment from
the Office of State Controller that explains the claim components adjusted, amounts
reduced, and the reasons for the reduction.

(2) A copy of the subject reimbursement claims submitted to the Office of State
Controller.

(3) A notice of intent to join a consolidated incorrect reduction claim shall include a
certification by the joining claimant authorizing the original claimant to act as its
representative in the consolidated incorrect reduction claim, and a declaration under
penalty of perjury that the filing is true and complete to the best of the declarant's
personal knowledge, information, or belief. The date signed, the declarant's title,
address, telephone number, and e-mail address shall be included. All representations of
fact shall be supported by testimonial or documentary evidence in accordance with
section 1187.5 of these regulations.

(4) The joining claimant shall certify, file, and serve one original notice of intent to join
and accompanying documents in accordance with section 1181.3 of these regulations.

(c) Within 10 days of receipt of a notice of intent to join a consolidated incorrect
reduction claim, Commission staff shall notify the joining claimant if the notice of intent
to join is complete or incomplete. Notices of intent to join a consolidated incorrect
reduction claim will be considered incomplete if any of the elements required in
subdivision (b) of this section are illegible or not included. Incomplete notices of intent
shall be returned to the joining claimant. If a complete notice of intent to join a
consolidated incorrect reduction claim is not received by the Commission within 30 days
from the date the incomplete notice of intent was returned to the joining claimant, the
executive director mayCommission-shall deem the filing te-be-withdrawn.
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(d) Any notice of intent to join the consolidated incorrect reduction claim, or portion
thereof, that the Commission lacks jurisdiction to hear for any reason, including that the
notice was not filed within the period of limitation required by section 1185.1(c) of these
regulations, may be rejected or dismissed by the executive director with a written notice
stating the reason therefor.

Note: Authority cited: Sections 17527(g), 17553(a) and 17558.7(g), Government Code.
Reference: Sections 17558.5(c) and 17558.7, Government Code.

§ 1185.6. Executive Director's Authority to Consolidate or Sever Incorrect
Reduction Claims.

The executive director may consolidate or sever parterall-ef-any incorrect reduction
claim in part or whole, whenwith-anether-incorrectreduction-claim,-if necessary to
ensure the complete, fair, or timely consideration of any incorrect reduction claim.

(a) At least 30 days before the action is taken, the executive director shall
simultaneously serve on all persons on the mailing list described in section 1181.4 of
these regulations a notice of any proposed action to consolidate or sever and shall post
the notice on the Commission's website.

(b) During the 30-day notice period, a claimant may file a written request that an
individual incorrect reduction claim be severed from a proposed consolidation, which
shall be filed and served, in accordance with section 1181.3 of these regulations. Timely
requests to sever shall be approved by the executive director.

(c) Late requests for severing an individual incorrect reduction claim shall be denied.

Note: Authority cited: Sections 17527(g), 17553(a) and 17558.8(b), Government Code.
Reference: Sections 17530, 17554 and 17558.8, Government Code.

Article 7. Quasi-Judicial Hearing Procedures and Decisions
§ 1187.5. Evidence Submitted to the Commission.

(a) The hearings will not be conducted according to technical rules relating to evidence
and witnesses. Any relevant non-repetitive evidence shall be admitted if it is the sort of
evidence on which responsible persons are accustomed to rely in the conduct of serious
affairs. Irrelevant and unduly repetitious evidence shall be excluded. Hearsay evidence
may be used for the purpose of supplementing or explaining other evidence but shall
not be sufficient in itself to support a finding unless it would be admissible over objection
in civil actions.

(b) Oral or written representations of fact offered by any person at an article 7 hearing
shall be under oath or affirmation. All written representations of fact submitted to the
Commission must be signed under penalty of perjury by persons who are authorized
and competent to do so and must be based upon the declarant's personal knowledge,
information, or belief.

(c) Official notice may be taken in the manner and of the information described in
Government Code Section 11515.

13
13



O©o~NOOOGL AWN =

—_
o

-_—
—

EEGE N
A OWON

NN DNDN-A A A A A
WN -0 0C0oNO O

WWWWWWWWNDNDNDNDNDN
NO O WON-00O0O0NO OA&

AW W
O © 0o

A DD
WN =

(d) Each party shall have the right to present witnesses, introduce exhibits, and propose
to the chairperson questions for opposing witnesses. Evidence may be submitted to
support or rebut any issue. If declarations are to be used in lieu of testimony, the party
proposing to use the declaration shall comply with Government Code Section 11514.

Note: Authority cited: Sections 17527(e), 17527(g), 17553, 4#654_17558.7, 17570,
17615.1 and 17615.8, 4761047621-and-4£622; Government Code; and Section
17000.6, Welfare and Institutions Code. Reference: Sections 11514, 11515, 17518.5,
17527(e), 17551, 17553, 17557, 17557.2, 17559, and-17570, 17571 and 17615.7,
Government Code.

§ 1187.7. Witnesses and Subpoenas.

(a) A party shall arrange for the presence of its own witnesses at a hearing.

(b) A subpoena may be issued upon a majority vote of the Commission. A party
requesting a subpoena shall file a written application with the Commission at least six
weeks prior to the Commission meeting at which the request will be considered.

(c) An application for a subpoena to compel the attendance of a witness shall be made
by affidavit and shall give the name and address of the person to be subpoenaed, shall
describe the matters to be testified on, shall set forth in detail the relevance to the
issues involved in the matter, shall specify the date, time, and place of the hearing on
the matter and that, to the best of the applicant's personal knowledge, information, or
belief, the person to be subpoenaed has knowledge of the matter. If the applicant is
unable to obtain the name of the person who has knowledge of the matter, the name of
the director of the state or local agency or superintendent of a school district may be
used for the application.

(d) An application for subpoena duces tecum for the production by a witness of books,
papers, correspondence, memoranda, or other records, including records of the
claimant or requester, shall be made by affidavit and shall give the name and address of
the person to be subpoenaed, shall describe the documents or things desired to be
produced, shall set forth in detail the relevance to the issues involved in the matter, shall
specify the date on which the documents or things shall be produced, and that, to the
best of the applicant's personal knowledge, information, or belief, the witness has the
documents or things in his or her possession or under his or her control and that none
of the documents or things desired to be produced are public records accessible to the
public pursuant to Section 62507920 et seq., of the Government Code. If the applicant
is unable to obtain the name of the person who has possession or control of the
documents or things desired to be produced, the name of the director or superintendent
or custodian of records of the state or local agency or school district may be used for
the application.

(e) When a request for subpoena or subpoena duces tecum is approved by the
Commission, the subpoena or subpoena duces tecum shall be issued signed by the
executive director, but otherwise be blank.

(f) Before service, all appropriate portions of the blank subpoena or subpoena duces
tecum shall be completed by the applicant, and the name, address, and telephone
number of the applicant shall be included on the form. Service of subpoenas and
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subpoenas duces tecum shall be made with a copy of the affidavit and shall be
arranged for by applicants.

(9) Except as otherwise provided in this section, service of subpoenas or subpoenas
duces tecum shall be in accordance with the provisions of Section 1985 et seq., of the
Code of Civil Procedure.

Note: Authority cited: Sections 17527(g) and 17553(a), Government Code. Reference:
Sections 17527(d), 17551 and 17553(a), Government Code.

§ 1187.8. Representation at Hearing.

(a) A party may appear in person or through an authorized representative. An
authorized representative may be an individual, firm, or organization. When using an
authorized representative, a party shall designate in writing the authorized
representative to act as its sole representative and shall certify, file, and serve written
notice identifying the authorized representative in accordance with section 1181.3 of
these regulations.

(b) A representative of a party shall be deemed to control all matters respecting the
interest of that party in the proceeding. All correspondence and communications shall
be issued to the authorized representative. Any current member of a designated firm or
organization may appear as the party’s representative, without requiring the party
withdraw the designation and designate a new representative.

(c) Withdrawal of appearance of any representative may be effected by certifying, filing,
and serving a written notice of withdrawal in accordance with section 1181.3 of these
regulations. Any change in representation shall be authorized by the party in writing and
certified, filed, and served in accordance with section 1181.3 of these regulations.

Note: Authority cited: 17527(c), 17527(g), 4#654-17553(a), 4#655, 17558.7, 17570,
17615.1 and 17615.8,47620,17621and-17622; Government Code; and Section
17000.6, Welfare and Institutions Code. Reference: Sections 17527(c), 17551, and
17553, 17557, 17557.2, 17570, 17571 and 17615.7, Government Code.
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Exhibit C

TITLE 2. ADMINISTRATION
DIVISION 2. FINANCIAL OPERATIONS
CHAPTER 2.5. COMMISSION ON STATE MANDATES

NOTICE OF PROPOSED RULEMAKING

The Commission on State Mandates (Commission) proposes to adopt the regulations
described below after considering all comments, objections, and recommendations
regarding the proposed action.

PUBLIC HEARING

The Commission has not scheduled a public hearing for this proposed action. However,
if it receives a written request for a public hearing from any interested person or their
authorized representative no later than 15 days before the close of the written comment
period, by January 15, 2024, the Commission will conduct a public hearing on this
proposed action on March 22, 2024, and will notify all persons of the date, time, and
location of the hearing pursuant to Government Code section 11346.8(a).

WRITTEN COMMENT PERIOD

Any interested person or their authorized representative, may submit written comments
relevant to the proposed regulatory action to the Commission. The comment period
closes on January 29, 2024. The Commission will only consider written comments
received at the Commission offices by that time. Commenters are strongly encouraged
to submit their written comments electronically, if possible (to prevent the spread of
COVID-19), via the Commission website “dropbox” at:
https://www.csm.ca.gov/dropbox.shtml. Written comments may also be submitted to:

Jill Magee, Program Analyst
Commission on State Mandates
980 Ninth Street, Suite 300
Sacramento, CA 95814
Phone: (916) 323-3562

AUTHORITY AND REFERENCE

Government Code section 17527(g) authorizes the Commission to adopt the proposed
regulations. Reference citations: Government Code sections 11123, 11346.4, 11347,
11347.1, and 17500 et seq.

INFORMATIVE DIGEST/POLICY STATEMENT OVERVIEW

The Commission is a seven-member quasi-judicial body created by the Legislature to
resolve disputes regarding the existence of state-mandated local programs
(Government Code section 17500 et seq.) and to hear matters involving county
applications for a finding of significant financial distress (Welf. & Inst. Code, § 17000.6).

The purpose of this rulemaking is to: (1) add new formatting requirements for
accessibility of new filings and written materials filed with the Commission; (2) clarify
that firms or organizations may be a party’s designated representative; (3) clarify the
Commission’s regulation on holding teleconferenced meetings; (4) delegate authority to
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the executive director to deem incomplete requests to review claiming instructions and
notices of intent to join a consolidated incorrect reduction claim, withdrawn; (5) fix
incorrect citations, and add or remove authority and reference citations; and (6) make
minor, non-substantive edits and corrections.

Therefore, the Commission proposes revised language and citations in Articles 1, 3, 4,
5, and 7 of the California Code of Regulations, Division 2, Title 2, Chapter 2.5, Sections
1181.2, 1181.3, 1181.13, 1183.1, 1183.5, 1183.6, 1184.1, 1185.4, 1185.6, 1187.5,
1187.7, and 1187.8 with a proposed effective date of July 1, 2024, if no public hearing is
requested, or October 1, 2024, if a public hearing is requested.

Anticipated Benefits of the Proposed Requlations

The proposed regulations will result in documents filed with the Commission that are
more accessible for people with disabilities; make it easier on parties to work with firms
or organizations to represent them in a matter without needing to file a change in
representation each time a different member of a designated firm or organization
appears on their behalf; clarify the circumstances when the Commission may hold
teleconferenced meetings and what statutes authorize them to do so; make the process
for dismissing incomplete requests to review claiming instructions or notices of intent to
join a consolidated incorrect reduction claim after the party fails to submit a corrected
filing consistent with other regulations; correct erroneous citations so the regulations
refer to the relevant and current regulations and statutes; and make various minor non-
substantive edits for clarity.

Consistency and Compatibility with Existing State Requlations

After conducting a review of existing regulations, the Commission has concluded that
California Code of Regulations, title 2, sections 1181.1 et seq., are the only regulations
concerning the Commission's process. Therefore, the proposed regulations are
consistent and compatible with existing state regulations.

DESCRIPTION OF PROPOSED REGULATIONS

. Add New Formatting Requirements for New Filings and Written
Materials Filed with the Commission.

Section 1181.3 Certification, Filing, and Service of Written Materials and New Filings.

The proposed amendments amend section 1181.3 to add a new subdivision (c)(1) that
imposes formatting requirements for new filings and written materials filed with the
Commission for purposes of accessibility; rename section 1181.3 to reflect the
additional formatting regulations; reorder and amend the existing subdivisions (c)(1),
(c)(2) and (c)(3) to reflect the addition of the new language in subdivision (c)(1); and add
Government Code section 7405, which requires state entities to comply with the
accessibility requirements of section 508 of the Rehabilitation Act of 1973 and part 1194
of Title 36 of the Federal Code of Regulations, as a reference to the proposed
regulations.

Il Allow Firms or Organizations to Be a Party’s Representative.
Section 1181.2 Definitions; and 1187.8 Representation at Hearings.




The proposed amendments add language to sections 1181.2(/) and 1187.8(a) and (b),
clarifying that a party’s designated representative can be a firm or organization, rather
than just a single individual, and that when a firm or organization is the designated
representative, any member of the firm or organization may act as the party’s
representative without requiring the party file a new authorization. This will help to
streamline the process for the claimants.

M. Clarification of Teleconferencing Regulation
Section 1181.13 Commission Meeting by Teleconference.

The proposed amendment adds language to section 1181.13 clarifying that besides
holding teleconferences when the Commission is unable to have a quorum meet in
person, the Commission may also hold teleconferences where a quorum meets in
person at the same publicly accessible teleconference location but additional members
participate remotely from remote locations not accessible to the public, as is authorized
by Government Code section 11123.2. The amendment also adds Government Code
section 11123.2 to the references cited for this regulation. This clarifies the
circumstances in which the Commission may hold a teleconferenced meeting and what
statutes allow it to do so.

V. Delegate Authority to Deem Incomplete Filings Have Been Withdrawn
to the Executive Director.

Section 1184.1 Review of Office of State Controller Claiming Instructions; and Section
1185.4 Joining a Consolidated Incorrect Reductions Claim.

The proposed amendments amend sections 1184.1(d) and 1185.4(c) to delegate to the
executive director the authority to deem an incomplete request to review claiming
instructions or notice of intent to join a consolidated incorrect reduction claim withdrawn
after the claimant fails to provide a corrected request or notice within 30 days of
Commission staff notifying the claimant its request or notice did not provide all required
information and is considered incomplete, instead of bringing the matter to the
Commission to withdraw the claim or request. The proposed regulations make the
process consistent with other regulations delegating the authority to the executive
director to dismiss test claims and deem incorrect reductions claims withdrawn under
the same circumstances.

V. Fix Incorrect Citations and Add or Remove Authority and Reference
Citations.

Section 1183.1 Test Claim Filing; Section 1183.5 Executive Director's Authority to
Consolidate or Sever Test Claims; Section 1183.6 Review of Completed Test Claim and
Preparation of Proposed Decision; Section 1187.5 Evidence Submitted to the
Commission; Section 1187.7 Witnesses and Subpoenas; and Section 1187.8
Representation at Hearing.

The proposed amendments fix two erroneous references to repealed Government Code
sections in section 1183.1’s references note that were intended to be references to
Education Code sections with the same numbering; amend sections 1183.5 and 1183.6
to correct two references to mailing lists as described in these regulations that cite to
the wrong regulation section; amend section 1187.7(d) to update a citation to the Public



Records Act, which has been recently renumbered by the Legislature and is no longer
found in the referenced section; and amend the authorities and references cited for
sections 1187.5 and 1187.8 to remove repealed Government Code sections and
sections that were incorrectly cited as authorities, and to add Government Code
sections that give the Commission authority to establish procedures for hearing a
specific type of matter or that are implemented, interpreted, or made more specific by
these regulations.

VL. Amend Regulations to Make Minor, Non-Substantive Changes.

Section 1183.1 Test Claim Filing and Section 1185.6 Executive Director’s Authority to
Consolidate or Severe Incorrect Reduction Claims.

The proposed amendments make minor non-substantive amendments to improve
readability to sections 1183.1 and 1185.6.

TECHNICAL, THEORETICAL, AND/OR EMPIRICAL STUDY, REPORTS, OR
DOCUMENTS RELIED UPON TO DEVELOP REGULATIONS

In developing the proposed changes, the Commission relied on the following
documents:

1. Web Content Accessibility Guidelines (WCAG) 2.0, World Wide Web Consortium
(W3C), https://www.w3.0org/TR/WCAG20/ (accessed June 27, 2023).

2. PDF Techniques for WCAG 2.0, World Wide Web Consortium (W3C),
https://www.w3.org/TR/IWCAG20-TECHS/pdf (accessed July 5, 2023).

3. What Are Accessible Fonts?, Cam Weller, https://www.accessibility.com/blog/what-
are-accessible-fonts November 2, 2021 (accessed July 5, 2023).

The Commission also relied upon the statutes and cases cited in the authority and
reference sections for the regulations.

DISCLOSURES REGARDING THE PROPOSED ACTION
The Commission has made the following initial determinations:
Mandate on local agencies and school district: None
Cost or savings to any state agency: None

Cost to any local agency or school district which must be reimbursed
in accordance with Government Code sections 17500 through 17630: None

Other non-discretionary cost or savings imposed on local agencies: None
Cost or savings in federal funding to the state: None

Significant, statewide adverse economic impact directly affecting
business, including the ability of California businesses to compete with
businesses in other states: None

Significant effect on housing costs: None
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Cost impacts on a representative private person or business: The Commission is
not aware of any cost impacts that a representative private person or business
would necessarily incur in reasonable compliance with the proposed action.

Results of the Economic Impact Analysis/Assessment

The Commission concludes that the proposal will: (1) not create or eliminate jobs within
California; (2) not create new businesses or eliminate existing businesses within
California; and (3) not affect the expansion of businesses currently doing business
within California.

Small Business Determination

Because the Commission has no jurisdiction over small businesses and small
businesses are not parties before the Commission, the proposed regulatory action will
have no impact on small businesses.

CONSIDERATION OF ALTERNATIVES

In accordance with Government Code section 11346.5(a)(13), the Commission must
determine that no reasonable alternative it considered or that has otherwise been
identified and brought to the attention of the Commission would be more effective in
carrying out the purpose for which the action is proposed or would be as effective and
less burdensome to affected private persons than the proposed action, or would be
more cost-effective to affected private persons and equally effective in implementing the
statutory policy or other provision of law.

The Commission invites interested persons to present statements or arguments with
respect to alternatives to the proposed regulations during the written comment period.

CONTACT PERSONS
Inquiries concerning the proposed administrative action may be directed to:

Jill Magee, Program Analyst
Commission on State Mandates
980 Ninth Street, Suite 300
Sacramento, CA 95814
Telephone: (916) 323-3562
(jil.magee@csm.ca.gov)

The backup contact person for these inquiries is:

Cristina Bardasu, Assistant Executive Director
Commission on State Mandates
980 Ninth Street, Suite 300
Sacramento, CA 95814
Telephone: (916) 323-3562
(cristina.bardasu@csm.ca.gov)

Please direct requests for copies of the proposed text (the “express terms”) of the
regulations, the initial statement of reasons, the modified text of the regulations, if any,
or other information on which the rulemaking is based to Ms. Jill Magee (see contact



information above) or download it from the Commission's website at
https://www.csm.ca.gov/rulemaking.shtml.

AVAILABILITY OF STATEMENT OF REASONS,
TEXT OF PROPOSED REGULATIONS,
AND FULL TEXT OF DOCUMENTS RELIED UPON

The Commission will have the entire rulemaking file available for inspection and copying
throughout the rulemaking process at its office at the above address. As of the date this
notice is published in the Notice Register, the rulemaking file consists of this notice, the
proposed text of the regulations, the initial statement of reasons, the full text of the
documents relied upon, and the Commission order to initiate rulemaking proceedings.

Copies may be obtained on the Commission's website (see below) or by contacting Ms.
Jill Magee (see contact information above). All persons on the Commission’s interested
persons mailing list will be provided a copy of the rulemaking file by making it available
on the Commission’s website and providing notice of how to locate it.

AVAILABILITY OF CHANGED OR MODIFIED TEXT AND
DOCUMENTS RELIED UPON

After considering all timely and relevant comments received and holding a public
hearing, if necessary, the Commission may adopt the proposed regulations substantially
as described in this notice. If the Commission makes modifications which are
sufficiently related to the originally proposed text, it will make the modified text (with the
changes clearly indicated) and any documents relied upon available to the public for at
least 15 days before the Commission adopts the regulations as revised. Please send
requests for copies of any modified regulations or documents relied upon to the
attention of Ms. Jill Magee (see contact information above). The Commission will
accept written comments on the modified regulations for 15 days after the date on which
they are made available.

AVAILABILITY OF THE FINAL STATEMENT OF REASONS

Upon its completion, copies of the Final Statement of Reasons and any Documents
Relied Upon may be obtained by contacting Ms. Jill Magee at the address, phone
number, or email address listed above.

AVAILABILITY OF DOCUMENTS ON THE INTERNET

Copies of the Notice of Proposed Action, the Initial Statement of Reasons, the Full Text
of Documents Relied Upon and the text of the regulations in underline and strikeout can
be accessed through the Commission's website at
https://www.csm.ca.gov/rulemaking.shtml.




Exhibit D
INITIAL STATEMENT OF REASONS

CALIFORNIA CODE OF REGULATIONS

TITLE 2. ADMINISTRATION
DIVISION 2. FINANCIAL OPERATIONS
CHAPTER 2.5. COMMISSION ON STATE MANDATES

FORMATTING REQUIREMENTS FOR ACCESSIBILITY, CLARIFICATION OF
DESIGNATED REPRESENTATIVES, CLARIFICATION OF TELECONFERENCING
REGULATION, WITHDRAWAL OF INCOMPLETE FILINGS, CORRECTION OF
INCORRECT CITATIONS AND GENERAL CLEANUP

ARTICLES 1, 3,4,5,AND 7

SECTIONS 1181.2, 1181.3, 1181.13, 1183.1, 1183.5, 1183.6, 1184.1, 1185.4, 1185.6,
1187.5, 1187.7, AND 1187.8

SPECIFIC PURPOSE OF THE REGULATIONS

The Commission on State Mandates (Commission) is a seven-member quasi-judicial
body created by the Legislature to resolve disputes regarding the existence of state-
mandated local programs (Gov. Code, § 17500 et seq.) and to hear matters involving
county applications for a finding of significant financial distress (Welf. & Inst. Code, §
17000.6).

The purpose of this rulemaking is to impose formatting requirements for accessibility of
documents filed with the Commission; clarify that firms or organizations may serve as a
party’s designated representative; clarify the Commission’s regulation on holding
teleconferenced meetings; delegate the authority to the executive director to deem
incomplete requests to review claiming instructions and notices of intent to join a
consolidated incorrect reduction claim, which have not been timely corrected,
withdrawn; correct erroneous citations and make minor, non-substantive edits for clarity
and conciseness. The proposed regulations: (1) add new formatting requirements for
accessibility of new filings and written materials filed with the Commission; (2) clarify
that firms or organizations may be a party’s designated representative; (3) clarify the
Commission’s regulation on holding teleconferenced meetings; (4) delegate authority to
the executive director to deem incomplete requests to review claiming instructions and
notices of intent to join a consolidated incorrect reduction claim, withdrawn; (5) fix
incorrect citations and add or remove authority and reference citations; and (6) make
minor, non-substantive edits and corrections.

Therefore, the Commission proposes revised language and citations in Articles 1, 3, 4,
5, and 7 of the California Code of Regulations, Division 2, Title 2, Chapter 2.5, Sections
1181.2, 1181.3, 1181.13, 1183.1, 1183.5, 1183.6, 1184.1, 1185.4, 1185.6, 1187.5,
1187.7, and 1187.8 with a proposed effective date of July 1, 2024, if no public hearing is
requested, or October 1, 2024, if a public hearing is requested.

. Add New Formatting Requirements for Accessibility of New Filings and
Written Materials Filed with the Commission.

Section 1181.3 Certification, Filing, and Service of Written Materials and New Filings.




Specific Purpose of the Regulation

Existing section 1181.3 identifies the requirements for certifying, filing, and serving new
filings and written materials for all Commission matters, both electronically (e-filing) and
in hard copy.

The proposed regulations amend section 1181.3 to add a new subdivision (c)(1) that
imposes formatting requirements for new filings and written materials filed with the
Commission for purposes of accessibility; rename section 1181.3 to reflect the
additional formatting regulations; reorder and amend the existing subdivisions (c)(1),
(c)(2) and (c)(3) to reflect the addition of the new language in subdivision (c)(1); and add
Government Code section 7504, which requires state entities to comply with the
accessibility requirements of section 508 of the Rehabilitation Act of 1973 and part 1194
of Title 36 of the Federal Code of Regulations, as a reference to the proposed
regulations.

Proposed Changes

Section 1181.3 is renamed to:

Certification, Formatting, Filing, and Service of Written Materials and New Filings.
Section 1181.3(c) is amended as follows:

(c) Formatting, Filing, and Service. New filings and written materials
mayshall be filed as described in this subdivision.

New section 1181.3(c)(1) is added as follows:

(1) Formatting. All new filings and written materials, except for supporting
documents that were either not created by the party or were originally
created by the party for a purpose other than providing evidence to the
Commission, shall conform to all of the following document formatting
requirements.

(A) All text shall be written in Arial font, minimum 12-point font size.

(B) Color is strongly discouraged, and shall not be used as the sole means
to emphasize or convey information. If color is used to emphasize or
convey information, there shall be additional distinquishing marks, such as
underlining or asterisks, to differentiate areas where color is used.

(C) Lists shall use a formatting style such as bullet points, numbering, or
an ordered list.

(D) Headings shall use heading styles to identify the headings’ correct
order of diminishing hierarchy.

(E) Hard returns shall not be used to break up lines of text. Instead, space
between lines of text shall be made using paragraph spacing or the space
after paragraph function.

(F) If columns are used, the columns shall be formatted using the word
processing software’s columns function.




(G) Tables shall use a simple table structure without split or merged cells,
nested tables, or blank columns or rows. Rows shall not be broken across
multiple pages. One table header row is allowed per table, which shall be
repeated at the top of each page if the table spans multiple pages.

(H) Hyperlinks shall be named in a manner that is clear, concise and
meaningful out of context. Bare URLs are not allowed, except as part of a
formal citation to a web-based source.

(1) Images shall include alternative text that describes the image, unless
the image has no informational value because it is purely decorative or the
information it provides is redundant to the main body of text.

Renumbering:

The addition of a new subdivision 1181.3(c)(1) requires renumbering the existing
subdivisions (c)(1), (c)(2) and (c)(3) as (c)(2), (c)(3) and (c)(4), respectively.

Section 1181.3(c)(2) is amended as follows:

(42) E-Filing. Except as provided in subdivision (c)(23) of this section, all
new filings and written materials shall be electronically filed (or e-filed) with
the Commission via the Commission’s e-filing system, available on the
Commission’s website. Supporting documents that were not created by
the party or were created for a different purpose shall still be required to
follow the formatting requirements found in subdivisions (c)(2)(B)(i)-(iii) of

this section.

(BA) Any new filing required to be filed on a form prescribed by the
Commission shall be digitally signed, using the digital signature
technology and authentication process contained within the Commission
forms. The completed digital form shall not be converted to PDF and shall
be e-filed separately from any accompanying documents. Accompanying
documents shall be e-filed together in a-sirgle-file-in accordance with the
requirements of subd|V|S|ons (c)(42)(GB) and (C) of this sectlon—-:-vrnel—srlc}a%l

(€B) Documents e-filed with the Commission. All e-filed documents, other
than forms prescribed by the Commission, shall:

(i) be in unlocked PDF file format, to allow Commission staff to
electronically date stamp the document and append additional pages for
posting on the Commission’s website with a proof of service for e-service



by the Commission, in lieu of the filer serving the document to the entire
mailing list for the matter; and

(i) include a scanned copy of the signed signature page, rather than a
digitally signed document. The scanned copy shall be in black and white
(not gray scale or color).

(iii) be in a legible and searchable format using a “true PDF” (i.e.,
documents digitally created in PDF, converted to PDF or printed to PDF)
or optical character recognition (OCR) function, as necessary.

(BC) E-filed documents larger than 500 megabytes shall be e-filed in
multiple volumes and labeled as such (i.e., “Volume I, Volume II” etc.) and
shall, in that case, include a table of contents with electronic bookmarks
which at minimum link to each document within the exhibits, and for
documents created for the purpose of filing with the Commission also link
to each heading, subheading, and component (including but not limited to
the table of contents, declarations, exhibits, proof of service) of the

document. Filing of color documents is strongly discouraged. However, if a
color image(s) is necessary for readability or comprehension, the color
image(s) shall be e-filed in a separate and final volume of exhibits. E-filed

documents-shallinelude-electronic-bookmarks-to-each-heading;

" doclarat ik Fof service) of the d

Documents not available or obtainable in electronic form may be scanned
and OCRed and filed in a separate volume, however it is prohibited to e-
file scanned documents that are available or obtainable electronically. E-
filed documents that must be scanned, shall be scanned in black and
white (not gray scale or color).

(ED) The filer is responsible for maintaining the signed original new filing
or written material for the duration of the process for the matter, including
any period of appeal (this may be an electronic document, depending on
how the filer creates and maintains its records).

(EE) An automated notice that the document was successfully sent is
immediately available to the filer using the Commission’s e-filing system
and should be saved or printed for the filer's records. Commission staff
shall also reply by e-mail confirming actual receipt of the legible,
searchable document by the Commission within two business days of
receipt. In the absence of a confirmation e-mail from Commission staff, it
is the responsibility of the filer to obtain confirmation that the Commission
actually received the filing.

(6F) By using e-filing, the filer agrees, in the event of failure of e-filing, to
re-file the document no later than the business day after the business day
on which notice of the failure of e-filing is received by the filer. The filer
may re-file by any means authorized by these rules, in order to maintain
the original filing date. "Failure of e-filing" occurs when the filer receives
notification, in any manner, of non-receipt of an e-filed document or of any
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other inability of Commission staff to access the document, including the
failure to meet the legible and searchable requirements of subdivision
(c)(2)(B)(i)-(iii) of this section.

(HG) Documents e-filed with the Commission are served by Commission
staff to persons who have provided an e-mail address for the mailing list
for the matter in accordance with section 1181.4 of these regulations. E-
filed documents do not need to be served by the filer and proof of service
does not need to be provided by the filer for persons who have provided
an e-mail address for the mailing list in accordance with section 1181.4.
Nothing in this regulation excuses a filer from serving hard copies of
written material on persons who appear on the mailing list and have not
provided an e-mail address for the mailing list, or from providing a proof of
service with the e-filing to the Commission for the service of the document
on those persons.

(tH) Upon confirmation of actual receipt of the e-filed document,
Commission staff shall notify all persons on the mailing list for the matter
that written material may be viewed on the Commission's website. For
"new filings" as defined by section 1181.2(k) of these regulations,
Commission staff shall notify all persons on the mailing list prepared
pursuant to section 1181.4 of these regulations, of the availability of those
filings on the Commission's website when Commission staff issues its
notice of complete filing to the filer.

(d1) The Commission may serve any document by e-mail service, or by
making it available at a particular URL, unless doing so would be contrary
to state or federal law.

(KJ) The executive director may issue any order consistent with these
rules to govern e-mail service for a particular matter.

Section 1181.3(c)(3) is amended as follows:

(23) Hard Copy Filing and Service in Cases of Undue Hardship or
Significant Prejudice. If e-filing legible and searchable PDF documents, as
described in subdivision (c)(42) of this section, would cause the filer undue
hardship or significant prejudice, filing may occur by first class mail,
overnight delivery or personal service only upon approval of a written
request to the executive director.

(A) Filing. If the executive director authorizes filing by first class mail,
overnight delivery, or personal service, the filer shall file the unbound
original document with the Commission.

(B) Service. If written materials are filed in hard copy, the filing shall
simultaneously be served on everyone on the mailing list using the same
method used for the filing. Unless otherwise provided in this section, a
proof of service shall be included with any written material filed with the
Commission. Proof of personal service requires a declaration of the
messenger of the time and place that the written material was served.
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Service is not required for new filings because mailing lists for matters are
only prepared, pursuant to section 1181.4 of these regulations, after a new
filing is deemed complete. Completed new filings will be served on the
mailing list by Commission staff with the Notice of Complete Filing.

Section 1181.3(c)(4) is amended as follows:

(34) Time of Filing. New filings or written materials filed with the
Commission no later than 5 p.m. on a business day (i.e., Monday through
Friday, except state holidays) are deemed filed on that business day. New
filings or written materials filed with the Commission after 5 p.m. on a
business day, or on a Saturday, Sunday, or state holiday, are deemed
filed on the following business day.

Update to Reference in section 1181.3 as follows:

Note: Authority cited: Sections 16.5, 17527(g), 17553(a), 17570(d) and
11104.5, Government Code. Reference: Sections 1633.1 et seq., 1798 et
seq., Civil Code; and Sections_ 7405, 11020(a), 17530, 17551, 17557(d),
17558.7, 17570, 17573(b), 17574(c) and 17573(g), Government Code.

Necessity and Anticipated Benefit

Government Code section 7405 requires state entities to comply with the accessibility
requirements of section 508 of the Rehabilitation Act of 1973 and part 1194 of Title 36
of the Federal Code of Regulations, which includes a requirement for electronic content
that is publicly accessible via the web, to meet Levels A and AA of the success criteria
and conformance requirements in Web Content Accessibility Guidelines version 2.0
(WCAG 2.0), unless the agency determines that conformance to the accessibility
requirements would impose an undue burden.’

Since 2010, the Commission has made all documents filed in matters pending with the
Commission publicly available on the Commission’s website. Making these documents
available via the website has made it easier for parties and interested persons to access
information regarding pending matters and research related or similar cases, providing
greater transparency about the Commission’s decisions. Given the large number of
documents that have previously been filed with the Commission and the cost of making
those documents compliant with the WCAG 2.0 Level AA standard, Commission staff
has determined that converting all previously filed documents to meet the WCAG 2.0
Level AA standard to currently be an undue burden as provided in the law.? It is the
Commission’s intent, however, to continue making these documents available on its

' Government Code section 7405; see also Code of Federal Regulations, title 36, part
1194 (2018), appendix A, E205.4. Part of the requirements to comply with WCAG 2.0 at
Level AA is to be compliant with all requirements at Level A. This makes specifying
compliance with both Levels A and AA redundant, so only Level AA will be referenced
from here on.

2 See Code of Federal Regulations, title 36, part 1194 (2018), appendix A, E202.6
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website, and we are working towards meeting the WCAG 2.0 Level AA compliant
requirements.

Currently, the Commission’s regulations regarding document formatting can be found in
section 1181.3(c)(1)(A), (c)(1)(C)(i-ii), and (c)(1)(D). As explained below, the proposed
regulations would make it more feasible to ensure that new filings and written materials
will be more accessible going forward.

Government Code section 7405 only applies to state agencies, not local agencies and
school districts, and local agencies and school districts may lack capacity to ensure
their documents are WCAG 2.0 Level AA compliant. Therefore, instead of simply
requiring all documents filed with the Commission to be WCAG 2.0 Level AA compliant,
the proposed regulations impose standardized formatting requirements on new filings
and written materials (including standards for bookmarked headers, font, spacing, color,
lists, tables, and hyperlinks) that will themselves make the documents more accessible.

Also, documents filed as supporting evidence are not always originally created by the
party, or were not drafted with the intent of submitting the document as evidence in a
matter before the Commission. In those instances, the party may not have control over
the document’s formatting, or the format would be difficult to change retroactively. For
this reason, the proposed regulations carve out an exception to most of the formatting
requirements for supporting documents that were either not created by the party or were
originally drafted by the party for a different purpose. These supporting documents are
still required to follow the existing requirements for new filings and written materials
found in the existing sections that are being renumbered as sections 1181.3(c)(2)(i)-(iii).

WCAG 2.0 does not have any specific requirements about font size or style, and instead
focuses on the text’s contrast and overall legibility. To simplify this requirement, the
proposed regulations standardize new filings and written materials by requiring the
document be written in Arial font, minimum 12-point font size. Using a sans serif font,
such as Arial, is known to make documents easier to read for screen readers, and a
minimum 12-point font is recommended to ensure writing is legible to people with poor
or limited vision. Arial font is also a widely available typeface found in most
commercially available word processing software, so the requirement should not be
overly burdensome on those filing with the Commission.

Building on the current regulatory language stating that “filing of color documents is
strongly discouraged” and “if a color image(s) is necessary for readability or
comprehension, the color image(s) shall be e-filed in a separate and final volume of
exhibits” the proposed regulations add the requirement that color not be used as the
sole means to convey information. This new requirement is based on WCAG 2.0
success criterion 1.4.1: Color is not used as the only visual means of conveying
information, indicating an action, prompting a response, or distinguishing a visual
element. Color is already generally disfavored under the Commission’s existing
regulations, but there may be instances where color is the best way of conveying
information, such as with a chart or graph. Additional distinguishing marks provide an
alternative way to differentiate important information so that people who cannot see
color and computer reading programs for the sight impaired can also discern that
information.



The requirement that lists use bulleted, ordered or numbered lists is based on WCAG
2.0 success criterion 1.3.1, requiring that “Information, structure, and relationships
conveyed through presentation can be programmatically determined or are available in
text.” Structuring lists using a format such as bullet points or numbering allows
accessibility software to programmatically determine how to correctly read the items in
the list.

Requiring heading styles be used to identify headings in diminishing hierarchal order is
compliant with WCAG 2.0 success criterion 1.3.1, requiring that “Information, structure,
and relationships conveyed through presentation can be programmatically determined
or are available in text.” Headings that are ordered in diminishing hierarchal order
provide structural context and make it easier to navigate and search through a
document.

The requirement that hard returns shall not be used to break up lines of text is based on
the fact that using a hard return in these instances can create issues for accessibility
software to understand how lines and paragraphs are meant to be read.

The requirement about using a word processing software’s columns function if a
document includes columns is to ensure that screen readers are able to understand the
correct reading order of the columns, as per WCAG 2.0 success criterion 1.3.2, which
requires that “When the sequence in which content is presented affects its meaning, a
correct reading sequence can be programmatically determined.”

The requirements for table formatting are meant to ensure tables are compliant with
WCAG 2.0 success criterion 1.3.1, requiring that “Information, structure, and
relationships conveyed through presentation can be programmatically determined or are
available in text.” Simple tables without split or merged cells where rows are not split
across multiple pages are easier to navigate using keyboard shortcuts or assistive
technology. Table header rows make it easier to navigate a table and for readers to
understand what they are about to read.

The requirement that hyperlinks be descriptively named is to comply with WCAG 2.0
success criterion 2.4.4, which requires that “The purpose of each link can be
determined from the link text alone or from the link text together with its
programmatically determined link context, except where the purpose of the link would
be ambiguous to users in general.” Bare URLs are discouraged because screen
readers have difficulty reading out URLs, which can include strings of meaningless
characters. However when the URL is part of a formal citation to a web-based source,
the full citation would provide sufficient contextual information to satisfy the success
criteria.

The requirement to provide alternative text for any images is based on WCAG 2.0
success criterion 1.1.1: All non-text content that is presented to the user has a text
alternative that serves the equivalent purpose. Alternative text allows readers who
cannot see the image to understand the purpose and meaning behind the image.

The proposed regulations also update the numbering for existing subsections (c)(1), (2)
and (3) to (c)(2), (3) and (4), respectively; change subdivision (c) to use the word “shall”
instead of “may, to properly reflect the filing requirements; rearrange the existing



requirements related to document formatting found in subsection (c)(2) so they are all
located within the same subdivision; emphasize that supporting documents are not
excluded from the requirements in subsections (c)(2)(B)(i)-(iii); restate the existing
requirement that the Commission’s forms shall not be converted to PDFs and must be
submitted separately; and add Government Code section 7504 to the references cited
for section 1181.3. These changes are necessary for clarity of section 1181.3 as a
whole with the changes to subdivision (c)(1).

The anticipated benefit of imposing these regulations is to ensure that documents
published on the Commission’s website are reasonably accessible when filed and can
eventually be made WCAG 2.0 Level AA compliant. Although the proposed regulations
do not guarantee documents filed with the Commission will be fully WCAG 2.0 Level AA
compliant, these formatting requirements address the most common or difficult to
remedially correct accessibility issues for PDF documents, and will help with the future
remediation of the documents filed with the Commission and uploaded to the
Commission’s website.

Il Allow Firms or Organizations to be a Party’s Designated Representative
Sections 1181.2 Definitions and 1187.8 Representation at Hearing.

Specific Purpose of the Regulations

The proposed amendments add language to sections 1181.2(/) and 1187.8(a) and (b),
clarifying that a party’s designated representative can be a firm or organization, rather
than just a single individual, and that when a firm or organization is the designated
representative, any member of the firm or organization may act as the party’s
representative without requiring the party file a new authorization. This will help to
streamline the process for the claimants.

Section 1181.2 gives the definitions of terms as used within these regulations.
Subdivision (/) of the section defines “party.”

Section 1187.8 states parties’ ability to designate an authorized representative during
hearings. Subdivision (a) grants a party the ability to designate an authorized
representative and gives the procedure to do so, while subdivision (b) states that
authorized representatives have the power to control all matters regarding the party’s
interest in a proceeding.

Proposed Changes
Section 1181.2(/) is proposed to be amended as below:

(/) "Party" includes a party's representative of record who is expressly
authorized in writing to act on the party’s behalf. A party’s representative
may be an individual, firm or organization. When a party authorizes a firm
or organization to represent them in writing, any current member of the
firm or organization may act on the party’s behalf without requiring a
separate authorization. Party means the following for each matter as
specified below:

(1) “Party to a Test Claim” means the test claimant, the Department of
Finance, and other affected state agencies.

9

9



(2) “Party to an Incorrect Reduction Claim” means the claimant and the
Office of State Controller.

(3) “Party to a Request to Amend Parameters and Guidelines” means the
requester, the Department of Finance, the Office of State Controller,
affected state and local agencies, and affected school districts.

(4) “Party to a Joint Request for Reasonable Reimbursement
Methodology” and “Party to a Jointly Proposed Request for Early
Termination of Reasonable Reimbursement Methodology” means the test
claimant and the Department of Finance.

(5) “Party to a Request for Review of Claiming Instructions” means the
requester and the Office of State Controller.

(6) “Party to a Request for Removal or Inclusion in State Mandates
Apportionment System” and “Party to a Request for Review of the
Apportionment or Base Year Entitlement of a Program in the State
Mandates Apportionment System” means the requester, the Department
of Finance, and the Office of State Controller.

(7) “Party to a Request for Mandate Redetermination” means the
requester, the Department of Finance, the Office of State Controller,
affected state and local agencies, and affected school districts.

The following amendments are proposed for section 1187.8(a) and (b):

(a) A party may appear in person or through an authorized representative.
An authorized representative may be an individual, firm or organization.
When using an authorized representative, a party shall designate in
writing the authorized representative to act as its sole representative and
shall certify, file, and serve written notice identifying the authorized
representative in accordance with section 1181.3 of these regulations.

(b) A representative of a party shall be deemed to control all matters
respecting the interest of that party in the proceeding. All correspondence
and communications shall be issued to the authorized representative. Any
current member of a designated firm or organization may appear as the
party’s representative, without requiring the party withdraw the designation
and designate a new representative.

Necessity and Anticipated Benefits

These amendments are necessary to allow appointing a firm or organization to
represent a party in a matter, instead of just an individual. Under the current regulations,
only individuals can be designated to serve as a party’s representative. This results in
parties needing to withdraw authorization and designate a new representative should
the original representative need to end their representation on a matter. This is contrary
to how firms and organizations are treated by courts, which recognize the purpose of
creating a firm or organization is to more easily allow a group of individuals to work
collaboratively to the benefit of their clients. If a party intends for only a specific
individual to represent them, and not that individual’s entire organization, the party may
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still designate only the specific individual. The proposed amendments will benefit the
public by making it easier for parties to work with a firm or organization to represent
them in a matter without needing to file a change in representation each time a different
member of a designated firm or organization appears on their behalf.

M. Clarification of Teleconferencing Regulation
Section 1181.13 Commission Meeting by Teleconference.

Specific Purpose of the Regulation

Section 1181.13 states the Commission’s ability to hold meetings via teleconference
that are compliant with the Bagley-Keene Open Meeting Act if it is unable to achieve a
quorum. The proposed amendment clarifies that the Commission may also hold a
teleconference where some members participate remotely from remote locations if a
quorum of its members are physically present at the same teleconference location, in
compliance with a new law, Government Code section 11123.2, that is also added to
the section’s references.

Proposed Changes
Section 1181.13 is proposed to be amended as below:

The Commission may hold an open or closed meeting by teleconference if
it is difficult or impossible for the Commission to achieve a quorum. A
meeting held by teleconference shall comply with the Bagley-Keene Open
Meeting Act, including the requirements to provide notice the
teleconference locations and make them open to the public.

The Commission may also hold an open or closed meeting by
teleconference under alternative provisions of the Act, with some
members participating remotely from remote locations (which are not
disclosable or open to the public) while a quorum of its members are
physically present at the same teleconference location.

The authority and reference note for section 1181.13 is amended as follows:

Note: Authority cited: Sections 17527(g) and 17553(a), Government Code.
Reference: Sections 11123, 11123.2, 17526, 17527(b) and 17527(c),
Government Code.

Necessity and Anticipated Benefits

Government Code section 11123 authorizes state bodies to hold meetings via
teleconference where all members participate from publicly accessible teleconference
locations that are identified in the meeting’s notice and agenda. Recently enacted
Government Code section 11123.2, effective until January 1, 2026, authorizes state
bodies to hold teleconferences where at least a quorum of the state body is physically
present in the same publicly accessible teleconference location, but members in excess
of a quorum may participate remotely from remote locations that do not need to be
included in the notice and agenda or be made accessible to the public. It also permits
members to participate remotely but be counted towards the quorum needed to hold a
teleconference under the statute if the member has a need related to a mental or
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physical disability that cannot otherwise be reasonably accommodated. This is in
addition to and does not limit the ability to hold teleconferences under Government
Code section 11123.

The proposed amendment updates section 1181.13 to clarify that besides holding
teleconferences when the Commission is unable to have a quorum physically present in
the same teleconference location, the Commission may also hold teleconferences
where a quorum will meet in the same teleconference location but additional members
participate remotely from remote locations not accessible to the public. The
amendments also update section 1181.13’s reference citations to include Government
Code section 11123.2. The benefit of this amendment is that it clarifies the
circumstances in which the Commission might hold its meetings via teleconference, and
which laws allow the Commission to hold teleconferenced meetings.

IV. Delegate Authority to the Executive Director to Deem Incomplete
Requests to Review Claiming Instructions and Notices of Intent to Join
a Consolidated Incorrect Reduction Claim, Which Have Not Been
Timely Corrected, Withdrawn.

Sections 1184.1 Review of Office of State Controller's Claiming Instructions; and 1185.4
Joining a Consolidated Incorrect Reduction Claim.

Specific Purpose of the Regulations

The proposed regulations amend sections 1184.1 and 1185.4 to delegate to the
executive director the authority to deem an incomplete request to review claiming
instructions or notice of intent to join a consolidated incorrect reduction claim withdrawn
after the claimant fails to provide a corrected request or notice within 30 days of
Commission staff notifying the claimant its request or notice did not provide all required
information and is considered incomplete, instead of bringing the matter to the
Commission to withdraw the claim or request. The proposed regulations make the
process consistent with other regulations delegating the authority to the executive
director to dismiss test claims and deem incorrect reductions claims withdrawn under
the same circumstances.

Section 1184.1 gives instructions for a local agency or school district requesting the
Commission review claiming instructions issued by the Office of the State Controller.
Subdivision (d) explains the procedure if a request filed with the Commission does not
include all required information, and requires the Commission to deem the request
withdrawn if a completed request is not received within 30 days from the date the
incomplete request was returned.

Section 1185.4 gives instructions for eligible claimants to join in a consolidated incorrect
reductions claim. Subdivision (c) explains the procedure if a notice of intent to join a
consolidated incorrect reduction claim does not include all required information, and
requires the Commission to deem the request withdrawn if a completed request is not
received within 30 days from the date the incomplete request was returned.

Proposed Changes
The following amendment is proposed for section 1184.1(d):
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(d) Within 10 days of receipt of a request to review claiming instructions,
Commission staff shall notify the local agency or school district that filed
the request if the filing is complete or incomplete. A request to review the
claiming instructions shall be considered incomplete if any of the elements
required in subdivision (b) or (c) of this section are illegible or not included.
Incomplete requests shall be returned to the local agency or school
district. If a complete request is not received by the Commission within 30
days from the date the incomplete request was returned, the executive
director mayCemmission-shall deem the request te-be-withdrawn.

The following amendment is also proposed for section 1185.4(c):

(c) Within 10 days of receipt of a notice of intent to join a consolidated
incorrect reduction claim, Commission staff shall notify the joining claimant
if the notice of intent to join is complete or incomplete. Notices of intent to
join a consolidated incorrect reduction claim will be considered incomplete
if any of the elements required in subdivision (b) of this section are illegible
or not included. Incomplete notices of intent shall be returned to the joining
claimant. If a complete notice of intent to join a consolidated incorrect
reduction claim is not received by the Commission within 30 days from the
date the incomplete notice of intent was returned to the joining claimant,
the executive director mayCemmission-shall deem the filing to-be
withdrawn.

Necessity and Anticipated Benefits

The proposed changes are necessary to clarify the procedure for deeming a request to
review claiming instructions or notice of intent to join a consolidated incorrect reduction
claim withdrawn when the party fails to timely submit a complete filing. The procedures
for a request to review claiming instructions and for a notice of intent to join a
consolidated incorrect reduction claim do not include any point where an incomplete
filing is presented to the Commission. Delegating the authority to the executive director
to withdraw these claims and requests when a party fails to timely submit a complete
filing is consistent with other regulations where the executive director is authorized to
dismiss a test claim (section 1183.1(f) and (g)) or withdraw an incorrect reduction claim
(section 1185.2(a)) when a complete filing is not timely received.

V. Fix Incorrect Citations and Add or Remove Authority and Reference
Citations.

Section 1183.1 Test Claim Filing.
Specific Purpose of the Regulation

The proposed regulations fix two erroneous references to repealed Government Code
sections in section 1183.1’s references note that were intended to be references to
Education Code sections with the same numbering.

Section 1183.1 identifies who has authority to file a test claim on behalf of a local
government or school district and gives the requirements and procedure for filing a test
claim with the Commission.
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Proposed Change
The following amendments are proposed:

Note: Authority cited: Sections 17527(g) and 17553, Government Code.
Reference: Sections 17521, 17530, 17551, 17553, 17557(e), 17573,
17574, 24000, 24300.5, 26881, 26900, 26970, 26972, 34852, 35034,
35035, 37209, 40805.5 and 56723, Government Code; and Sections
35034 and 35035, Education Code.

Necessity and Anticipated Benefit

The proposed amendments are necessary to correct an error in the regulation’s
referenced statutes. Government Code sections 35034 and 35035 were repealed in
1986, and were not relevant to filing test claims. Education Code sections 35034 and
35035 state the powers of school district superintendents, who have authority to file a
test claim on behalf of school districts under section 1183.1(a)(3). It is clear that the
regulation intended to reference the powers of superintendents, and not these irrelevant
and repealed Government Code sections. The benefit of correcting this error is that it
provides a more accurate record of the statutes relied upon when preparing these
regulations.

Section 1183.5 Executive Director’'s Authority to Consolidate or Sever Test Claims; and
Section 1183.6 Review of Completed Test Claim and Preparation of Proposed Decision.

Specific Purpose of the Regulations

The proposed regulations amend sections 1183.5 and 1183.6 to correct two references
to mailing lists as described in these regulations that cite to the wrong regulation
section.

Section 1183.5 addresses the executive director’s ability to consolidate or sever test
claims, while subdivision (b) requires the executive director serve a notice of proposed
action to consolidate or sever a test claim on everyone on the test claims’ mailing list
and post the notice on the Commission’s website.

Section 1183.6 discusses the procedure for Commission staff preparing a draft
proposed decision on a test claim, while subdivision (b) requires Commission staff to
distribute its draft proposed decision to those on the test claim’s mailing list and post the
draft proposed decision on the Commission’s website at least eight weeks before the
test claim is heard by the Commission.

Proposed Changes
The following amendment is proposed for section 1183.5(b):

(b) At least 10 days before the action is taken, the executive director shall
simultaneously serve on the parties and interested parties on the mailing
list described in section 1181.24 of these regulations, and post on the
Commission's website, a notice of any proposed action to consolidate or
sever.

Additionally, the following amendment is proposed for section 1183.6(b):
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(b) At least eight weeks before the hearing, or at a time required by the
executive director or stipulated to by the parties, Commission staff shall
prepare a draft proposed decision and distribute it to the parties,
interested parties, and those on the mailing list described in section
1181.34 of these regulations, and shall post it on the Commission's
website.

Necessity and Anticipated Benefit

The proposed amendments are necessary to correct an error in these regulations.
Neither section 1181.2 nor 1181.3 of these regulations describe the mailing lists used
by the Commission; that is discussed in section 1181.4. The proposed amendments
correct the references to other sections within these regulations, which benefits the
public by informing them of the correct regulation to refer to for more information about
mailing lists.

Section 1187.7 Witnesses and Subpoenas.

Specific Purpose of the Regulation

The proposed regulations amend section 1187.7(d) to update a citation to the Public
Records Act, which has been recently renumbered by the Legislature and is no longer
found in the referenced sections.

Section 1187.7 states that parties are responsible for arranging their own witnesses,
and that the Commission may issue subpoenas to compel testimony at the party’s
request. Subdivision (d) states the information that must be provided by affidavit when
requesting the Commission issue a subpoena duces tecum.

Proposed Changes
The following amendment is proposed:

(d) An application for subpoena duces tecum for the production by a
witness of books, papers, correspondence, memoranda, or other records,
including records of the claimant or requester, shall be made by affidavit
and shall give the name and address of the person to be subpoenaed,
shall describe the documents or things desired to be produced, shall set
forth in detail the relevance to the issues involved in the matter, shall
specify the date on which the documents or things shall be produced, and
that, to the best of the applicant's personal knowledge, information, or
belief, the witness has the documents or things in his or her possession or
under his or her control and that none of the documents or things desired
to be produced are public records accessible to the public pursuant to
Section 62507920 et seq., of the Government Code. If the applicant is
unable to obtain the name of the person who has possession or control of
the documents or things desired to be produced, the name of the director
or superintendent or custodian of records of the state or local agency or
school district may be used for the application.

Necessity and Anticipated Benefit
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The amendment is necessary to update a citation to recently renumbered Government
Code sections. Former Government Code section 6250 et seq., also known as the
Public Records Act, has been moved to Government Code section 7920 et seq. by
Statutes 2021, chapter 614 (AB 473), section 2, effective date January 1, 2022,
operative January 1, 2023. The proposed amendment updates the reference to the
Public Records Act in section 1187.7(d) to its current numbering at 7920 et seq.
Updating the citation will have the benefit of more accurately directing people to the
correct Government Code section for the Public Records Act.

Section 1187.5 Evidence Submitted to the Commission; and Section 1187.8
Representation at Hearing.

Specific Purpose of the Regulations

The proposed regulations amend the authorities cited for sections 1187.5 and 1187.8 to
remove repealed Government Code sections and those that do not apply to hearing and
determining matters pending with the Commission, and to add citations to the
authorities that govern the quasi-judicial matters the Commission is required to hear and
determine and for which these regulations apply.

Section 1187.5 states the types of evidence that may be presented during a
Commission hearing and the rules of evidence that apply to quasi-judicial matters.

Section 1187.8 notes the ability of a party to designate an authorized representative to
speak on its behalf during a Commission hearing on a matter.

Proposed Changes
The following amendments are proposed for section 1187.5:

Note: Authority cited: Sections 17527(e), 17527(g), 17553, 4£55+
17558.7, 17570, 17615.1 and 17615.8, 4761047621-and-47622;
Government Code; and Section 17000.6, Welfare and Institutions Code.
Reference: Sections 11514, 11515, 17518.5, 17527(e), 17551, 17553,
17557, 17557.2, 17559, and-17570, 17571 and 17615.7, Government
Code.

The following amendments are also proposed for section 1187.8:

Note: Authority cited: 17527(c), 17527(g), 4#654; 17553(a), 47555
17558.7, 17570, 17615.1, and 17615.8,47620,47621-and-17622;
Government Code; and Section 17000.6, Welfare and Institutions Code.
Reference: Sections 17527(c), 17551, and-17553, 17557, 17557.2, 17570,
17571 and 17615.7, Government Code.

Necessity and Anticipated Benefit

Government Code section 11346.5 requires that proposed regulations identify the
“[rleference to the authority under which the regulation is proposed and a reference to
the particular code sections or other provisions of law that are being implemented,
interpreted, or made specific.” The proposed amendments are necessary to remove
repealed code sections from the authorities the Commission relied upon when originally
creating these regulations, and to add citations to the authorities and references that
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govern all the quasi-judicial matters the Commission is required to hear and determine
and for which these regulations apply.

Former Government Code sections 17621, and 17622 are currently cited as authorities
for sections 1187.5 and 1187.8. Former Government Code section 17620 is also
currently cited as a reference for section 1187.8. These former code sections discussed
procedures for hearing and determining claims filed by “any state agency” for findings of
cost savings authorized by the state, and were repealed by Statutes 1993, chapter 216
(AB 843). In addition, former Government Code section 17610, which is cited as
authority for section 1187.5, related to reimbursement for statutes that the Legislature
specifically identified as creating a new program or higher level of service, and was
repealed by Statute 2004, chapter 890 (AB 2856) section 25. Since these code sections
have been repealed, the proposed regulations remove these code sections from the
authorities cited for sections 1187.5 and 1187.8.

In addition, the proposed regulations remove Government Code section 17555 as an
authority for section 1187.8. Government Code section 17555 requires the Commission
to notify the appropriate policy and fiscal committees, Legislative Analyst, Department of
Finance and Controller 30 days after hearing and deciding a test claim and determining
the amount to be subvened and does not have anything to do with the Commission
hearings themselves.

The authorities currently cited for sections 1187.5 and 1187.8 correctly include
Government Code sections 17527 and 17553, which govern the Commission’s authority
to adopt regulations and require the Commission to adopt procedures to hear and
decide test claims. This proposal deletes Government Code sections 17551 as an
authority for section 1187.8 and 17557 as an authority for 1187.5 of the regulations
because these code sections do not authorize the Commission to adopt regulations.
However, these code sections require the Commission to hear and determine test
claims, parameters and guidelines, amendments to parameters and guidelines, and
incorrect reduction claims, all of which are quasi-judicial matters subject to the
evidentiary and hearing procedures in sections 1187.5 and 1187.8 of the regulations
and, thus, sections 1187.5 and 1187.8 implement, interpret, and make specific these
code sections. Therefore, Government Code sections 17551 and 17557 are more
appropriately cited as references to these regulations. Government Code section
17551 is already cited as a reference for both 1187.5 and 1187.8, but 17557 is only
currently cited as a reference in 1187.5. The proposed amendments add Government
Code section 17557 to the references for section 1187.8.

This proposal also adds Government Code sections 17558.7, 17570, 17615.1, and
17615.8, and Welfare and Institutions Code section 17000.6, to the authorities cited for
sections 1187.5 and 1187.8 of the regulations because these code sections require the
Commission to adopt hearing procedures for certain quasi-judicial matters. Government
Code section 17558.7 authorizes a claimant to file an incorrect reduction claim with the
Commission when the Controller reduces a claim for reimbursement and requires the
Commission to establish procedures for consolidated incorrect reduction claims.
Government Code section 17570 gives the Commission authority to adopt a new test
claim decision to supersede a previously adopted test claim decision upon a showing
that the state's liability for that test claim decision pursuant to article Xlll B, section 6(a)
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of the California Constitution has been modified based on a subsequent change in law,
and requires the Commission to adopt procedures for receiving requests to adopt a new
test claim decision pursuant to this section and for providing notice and a hearing on
those requests. Government Code sections 17615.1 and 17615.8 require the
Commission to hear and determine requests for inclusion or removal of programs from
the State Mandates Apportionment System and requests for review of apportionment or
base year entitlement for programs included in the State Mandates Apportionment
System, and to adopt procedures for hearing those matters. Welfare and Institutions
Code section 17000.6 requires the Commission to hear and determine applications filed
by counties for a finding of significant financial distress and authorizes the Commission
to adopt regulations to implement that code section.

Finally, this proposal adds code sections that address other quasi-judicial matters
decided by the Commission as references to sections 1187.5 and 1187.8 of the
regulations. Government Code section 17518.5 governs the findings and evidence
required to support a proposed reasonable reimbursement methodology (RRM) to be
included in parameters and guidelines, and has been added as a reference for section
1187.5 of these regulations because section 1187.5 implements, interprets, and makes
specific the kinds of evidence that may be presented to the Commission for the
approval of RRM. Government Code section 17570, which addresses the Commission’s
ability to adopt a new test claim decision after a subsequent change in law, has also
been added to the references for section 1187.8, as it both grants authority to create
regulations and is implemented interpreted, and made specific by the regulation.
Government Code sections 17557.2, 17571, and 17615.7 have also been added as
references for both sections 1187.5 and 1187.8 of the Commission’s regulations.
Government Code section 17557.2 addresses the requirements for the approval and
early termination of a joint RRM and statewide estimate of costs developed by a test
claimant and the Department of Finance following the Commission’s approval of a test
claim, and establishes the findings the Commission is required to make to approve the
Joint RRM. Government Code section 17571 requires the Commission to review the
Controller’s claiming instructions upon request of a local agency or school district and
requires the Commission to determine if the claiming instructions conform to the
Commission’s parameters and guidelines. Government Code section 17615.7 requires
the Commission to determine if an amendment or modification to a mandated program
in the State Mandates Apportionment System significantly affects the costs of the
program. The evidentiary and hearing requirements in sections 1187.5 and 1187.8
implement, interpret, and make specific the requirements in Government Code sections
17557.2, 17571, and 17615.7.

The clean-up of the authorities cited for sections 1187.5 and 1187.8 has the benefit of
providing a more accurate picture of the statutes that currently grant the Commission its
legal authority to regulate hearings on quasi-judicial matters that are required to be
heard by the Commission and whose requirements for evidence submitted to the
Commission and representation at hearings were implemented, interpreted, and made
specific by these regulations.

VL. Amend Regulations to Make Minor, Non-substantive Changes.
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Sections 1183.1 Test Claim Filing and 1185.6 Executive Director’s Authority to
Consolidate or Sever Incorrect Reduction Claims.

Specific Purpose of the Regulation

The proposed regulations make minor, non-substantive amendments to improve
readability to sections 1183.1 and 1185.6.

Section 1183.1 provides who has authority to file test claims with the Commission and
the requirements and procedure for filing a test claim. Subdivision (g) of that section
specifically discusses the procedure for dismissing a test claim for which the
Commission lacks jurisdiction.

Section 1185.6 grants the executive director authority to consolidate or sever incorrect
reduction claims in part or whole, and states the procedure the executive director must
follow when invoking this authority.

Proposed Changes
The following non-substantive amendment is proposed for section 1183.1(g):

(9) Any test claim, or portion of a test claim, that the Commission lacks
jurisdiction to hear for any reason, including that the test claim was not
filed within the period of limitation required by subdivision (c) of this
section, may be rejected or dismissed by the executive director with a
written notice stating the reason therefor. However, for an otherwise timely
and complete test claim over which the Commission would have
jurisdiction, except that it was filed by a local agency that is not eligible to
seek reimbursement because it is not subject to the taxing and spending
limitations of articles XIIl A and B of the California Constitution, the
Commission shall follow the process outlined in section 1187.14(b).

The following non-substantive amendment is proposed for section 1185.6:

The executive director may consolidate or sever parterall-ef-any incorrect
reduction claim in part or whole, whenwith-anretherincorrectreduction
claim—f necessary to ensure the complete, fair, or timely consideration of
any incorrect reduction claim.

Necessity and Anticipated Benefit

The proposed change to section 1183.1(g) is a minor, non-substantive change to
correct a grammatical error in the regulation. In context, the regulation discusses both
article XIII A and article XIlI B of the California Constitution, and therefore ‘article’ should
be plural instead of singular. The proposed change is necessary to correct that error,
with a benefit of improving the clarity of the regulation.

The proposed amendment to section 1185.6 is a non-substantive change to rephrase
the existing regulation that makes the language more concise without changing the
regulation’s effect. The benefit of doing so is that clear and concise language is easier
to read.

TECHNICAL, THEORETICAL, AND/OR EMPIRICAL STUDY, REPORTS, OR
DOCUMENTS RELIED UPON TO DEVELOP REGULATIONS
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In developing the proposed changes, the Commission relied upon the following
documents:

1. Web Content Accessibility Guidelines (WCAG) 2.0, World Wide Web Consortium
(W3C), https://www.w3.0org/TR/WCAG20/ (accessed June 27, 2023).

2. PDF Techniques for WCAG 2.0, World Wide Web Consortium (W3C),
https://www.w3.0org/TR/IWCAG20-TECHS/pdf (accessed July 5, 2023).

3. What Are Accessible Fonts?, Cam Weller,
https://www.accessibility.com/blog/what-are-accessible-fonts November 2, 2021
(accessed July 5, 2023).

The Commission also relied upon the statutes and cases cited in the authority and
reference sections for the regulations.

ECONOMIC IMPACT ASSESSMENT/ANALYSIS
Creation or Elimination of Jobs within the State of California

The regulations are designed to increase clarity for local governments, school districts,
state agencies, and other interested parties and persons who participate in the
Commission's processes, and to make minor technical corrections. No jobs in
California will be created or eliminated as a result of these regulations.

Creation of New or Elimination of Existing Businesses within the State of California

The Commission has no jurisdiction over small or any other businesses and businesses
are not parties before the Commission. Therefore, no new businesses in California will
be created nor will existing businesses be eliminated.

Expansion of Businesses or Elimination of Existing Businesses within the State of
California

The Commission has no jurisdiction over small or any other businesses and businesses
are not parties before the Commission. Therefore, no existing businesses in California
will be expanded or eliminated.

Benefits of the Requlations

The regulations are designed to increase clarity and accessibility for local governments,
school districts, state agencies, and other interested parties and persons who
participate in the Commission's processes, and to make minor technical corrections.
These regulations may indirectly benefit the health and welfare of California residents
by clarifying participation in the Commission's processes, which increases openness
and transparency in government.

REASONABLE ALTERNATIVES TO THE REGULATIONS AND THE AGENCY’S
REASONS FOR REJECTING THOSE ALTERNATIVES

No other alternatives have been presented to or considered by the Commission.

REASONABLE ALTERNATIVES TO THE PROPOSED REGULATORY ACTION
THAT WOULD LESSEN ANY ADVERSE ECONOMIC IMPACT ON SMALL OR
OTHER BUSINESSES
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The Commission has no jurisdiction over small or any other businesses and businesses
are not parties before the Commission. Therefore, there is no adverse impact on small
or other businesses.

EVIDENCE SUPPORTING FINDING OF NO SIGNIFICANT ADVERSE ECONOMIC
IMPACT ON ANY BUSINESS

There are no businesses that are parties or interested parties in matters before the
Commission.
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Latest version:
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Previous version:

http://www.w3.0rg/TR/2008/PR-WCAG20-20081103/
Editors:
Ben Caldwell, Trace R&D Center, University of Wisconsin-Madison
Michael Cooper, W3C
Loretta Guarino Reid, Google, Inc.
Gregg Vanderheiden, Trace R&D Center, University of Wisconsin-Madison
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See also translations.

This document is also available in non-normative formats, available from Alternate Versions of

Web Content Accessibility Guidelines 2.0.

Copyright © 2008 wac® (MIT, ERCIM, Keio), All Rights Reserved. W3C liability, trademark and document use
rules apply.

Abstract

Web Content Accessibility Guidelines (WCAG) 2.0 covers a wide range of recommendations
for making Web content more accessible. Following these guidelines will make content
accessible to a wider range of people with disabilities, including blindness and low vision,
deafness and hearing loss, learning disabilities, cognitive limitations, limited movement, speech
disabilities, photosensitivity and combinations of these. Following these guidelines will also
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often make your Web content more usable to users in general.

WCAG 2.0 success criteria are written as testable statements that are not technology-specific.
Guidance about satisfying the success criteria in specific technologies, as well as general
information about interpreting the success criteria, is provided in separate documents. See

Web Content Accessibility Guidelines (WCAG) Overview for an introduction and links to WCAG

technical and educational material.

WCAG 2.0 succeeds Web Content Accessibility Guidelines 1.0 [WCAG10], which was
published as a W3C Recommendation May 1999. Although it is possible to conform either to

WCAG 1.0 or to WCAG 2.0 (or both), the W3C recommends that new and updated content use
WCAG 2.0. The W3C also recommends that Web accessibility policies reference WCAG 2.0.

Status of this Document

This section describes the status of this document at the time of its publication. Other
documents may supersede this document. A list of current W3C publications and the latest
revision of this technical report can be found in the W3C technical reports index at
http://www.w3.0rg/TR/.

This is the Web Content Accessibility Guidelines (WCAG) 2.0 W3C Recommendation from the
Web Content Accessibility Guidelines Working Group.

This document has been reviewed by W3C Members, by software developers, and by other
W3C groups and interested parties, and is endorsed by the Director as a W3C
Recommendation. It is a stable document and may be used as reference material or cited from
another document. W3C's role in making the Recommendation is to draw attention to the
specification and to promote its widespread deployment. This enhances the functionality and
interoperability of the Web.

WCAG 2.0 is supported by the associated non-normative documents, Understanding WCAG
2.0 and Techniques for WCAG 2.0. Although those documents do not have the formal status
that WCAG 2.0 itself has, they provide information important to understanding and
implementing WCAG.

The Working Group requests that any comments be made using the provided online comment
form. If this is not possible, comments can also be sent to public-comments-wcag20@w3.org.
The archives for the public comments list are publicly available. Comments received on the
WCAG 2.0 Recommendation cannot result in changes to this version of the guidelines, but
may be addressed in errata or future versions of WCAG. The Working Group does not plan to
make formal responses to comments. Archives of the WCAG WG mailing list discussions are
publicly available, and future work undertaken by the Working Group may address comments
received on this document.

This document has been produced as part of the W3C Web Accessibility Initiative (WAI). The
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goals of the WCAG Working Group are discussed in the WCAG Working Group charter. The
WCAG Working Group is part of the WAI Technical Activity.

This document was produced by a group operating under the 5 February 2004 W3C Patent
Policy. W3C maintains a public list of any patent disclosures made in connection with the
deliverables of the group; that page also includes instructions for disclosing a patent. An
individual who has actual knowledge of a patent which the individual believes contains
Essential Claim(s) must disclose the information in accordance with section 6 of the W3C

Patent Policy.
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WCAG 2.0 Guidelines
1 Perceivable

1.1 Provide text alternatives for any non-text content so that it can be changed
into other forms people need, such as large print, braille, speech, symbols or
simpler language.

1.2 Provide alternatives for time-based media.

1.3 Create content that can be presented in different ways (for example simpler

layout) without losing information or structure.
1.4 Make it easier for users to see and hear content including separating
foreground from background.

2 Operable
2.1 Make all functionality available from a keyboard.

2.2 Provide users enough time to read and use content.
2.3 Do not design content in a way that is known to cause seizures.
2.4 Provide ways to help users navigate, find content, and determine where
they are.
3 Understandable
3.1 Make text content readable and understandable.
3.2 Make Web pages appear and operate in predictable ways.
3.3 Help users avoid and correct mistakes.
4 Robust

4.1 Maximize compatibility with current and future user agents, including
assistive technologies.

Conformance

Conformance Requirements

Conformance Claims (Optional

Statement of Partial Conformance - Third Party Content
Statement of Partial Conformance - Language
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Introduction

This section is informative.

Web Content Accessibility Guidelines (WCAG) 2.0 defines how to make Web content more
accessible to people with disabilities. Accessibility involves a wide range of disabilities,
including visual, auditory, physical, speech, cognitive, language, learning, and neurological
disabilities. Although these guidelines cover a wide range of issues, they are not able to
address the needs of people with all types, degrees, and combinations of disability. These
guidelines also make Web content more usable by older individuals with changing abilities due
to aging and often improve usability for users in general.

WCAG 2.0 is developed through the W3C process in cooperation with individuals and
organizations around the world, with a goal of providing a shared standard for Web content
accessibility that meets the needs of individuals, organizations, and governments
internationally. WCAG 2.0 builds on WCAG 1.0 [WCAG10] and is designed to apply broadly to
different Web technologies now and in the future, and to be testable with a combination of
automated testing and human evaluation. For an introduction to WCAG, see the Web Content

Accessibility Guidelines (WCAG) Overview.

Web accessibility depends not only on accessible content but also on accessible Web
browsers and other user agents. Authoring tools also have an important role in Web
accessibility. For an overview of how these components of Web development and interaction
work together, see:

o Essential Components of Web Accessibility
e User Agent Accessibility Guidelines (UAAG) Overview
e Authoring Tool Accessibility Guidelines (ATAG) Overview

WCAG 2.0 Layers of Guidance

The individuals and organizations that use WCAG vary widely and include Web designers and
developers, policy makers, purchasing agents, teachers, and students. In order to meet the
varying needs of this audience, several layers of guidance are provided including overall
principles, general guidelines, testable success criteria and a rich collection of sufficient
techniques, advisory techniques, and documented common failures with examples, resource
links and code.
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e Principles - At the top are four principles that provide the foundation for Web
accessibility: perceivable, operable, understandable, and robust. See also Understanding

the Four Principles of Accessibility.

e Guidelines - Under the principles are guidelines. The 12 guidelines provide the basic
goals that authors should work toward in order to make content more accessible to users
with different disabilities. The guidelines are not testable, but provide the framework and
overall objectives to help authors understand the success criteria and better implement
the techniques.

e Success Criteria - For each guideline, testable success criteria are provided to allow
WCAG 2.0 to be used where requirements and conformance testing are necessary such
as in design specification, purchasing, regulation, and contractual agreements. In order to
meet the needs of different groups and different situations, three levels of conformance
are defined: A (lowest), AA, and AAA (highest). Additional information on WCAG levels

can be found in Understanding Levels of Conformance.

o Sufficient and Advisory Techniques - For each of the guidelines and success
criteria in the WCAG 2.0 document itself, the working group has also documented a wide
variety of techniques. The techniques are informative and fall into two categories: those
that are sufficient for meeting the success criteria and those that are advisory. The
advisory techniques go beyond what is required by the individual success criteria and
allow authors to better address the guidelines. Some advisory techniques address
accessibility barriers that are not covered by the testable success criteria. Where
common failures are known, these are also documented. See also Sufficient and

Advisory Techniques in Understanding WCAG 2.0.

All of these layers of guidance (principles, guidelines, success criteria, and sufficient and
advisory techniques) work together to provide guidance on how to make content more
accessible. Authors are encouraged to view and apply all layers that they are able to, including
the advisory techniques, in order to best address the needs of the widest possible range of
users.

Note that even content that conforms at the highest level (AAA) will not be accessible to
individuals with all types, degrees, or combinations of disability, particularly in the cognitive
language and learning areas. Authors are encouraged to consider the full range of techniques,
including the advisory techniques, as well as to seek relevant advice about current best
practice to ensure that Web content is accessible, as far as possible, to this community.
Metadata may assist users in finding content most suitable for their needs.

WCAG 2.0 Supporting Documents

The WCAG 2.0 document is designed to meet the needs of those who need a stable,
referenceable technical standard. Other documents, called supporting documents, are based
on the WCAG 2.0 document and address other important purposes, including the ability to be
updated to describe how WCAG would be applied with new technologies. Supporting

WCAG 2.0 5 Page 5


http://www.w3.org/TR/UNDERSTANDING-WCAG20/intro.html#introduction-fourprincs-head
http://www.w3.org/TR/UNDERSTANDING-WCAG20/intro.html#introduction-fourprincs-head
http://www.w3.org/TR/UNDERSTANDING-WCAG20/conformance.html#uc-levels-head
http://www.w3.org/TR/UNDERSTANDING-WCAG20/intro.html#introduction-layers-techs-head
http://www.w3.org/TR/UNDERSTANDING-WCAG20/intro.html#introduction-layers-techs-head
http://www.w3.org/TR/UNDERSTANDING-WCAG20/appendixC.html#understanding-metadata

documents include:

1. How to Meet WCAG 2.0 - A customizable quick reference to WCAG 2.0 that includes
all of the guidelines, success criteria, and techniques for authors to use as they are
developing and evaluating Web content.

2. Understanding WCAG 2.0 - A guide to understanding and implementing WCAG 2.0.
There is a short "Understanding" document for each guideline and success criterion in
WCAG 2.0 as well as key topics.

3. Techniques for WCAG 2.0 - A collection of techniques and common failures, each in
a separate document that includes a description, examples, code and tests.

4. The WCAG 2.0 Documents - A diagram and description of how the technical
documents are related and linked.

See Web Content Accessibility Guidelines (WCAG) Overview for a description of the WCAG

2.0 supporting material, including education resources related to WCAG 2.0. Additional
resources covering topics such as the business case for Web accessibility, planning
implementation to improve the accessibility of Web sites, and accessibility policies are listed in
WAI Resources.

Important Terms in WCAG 2.0

WCAG 2.0 includes three important terms that are different from WCAG 1.0. Each of these is
introduced briefly below and defined more fully in the glossary.

Web Page

than static HTML pages. It also includes the increasingly dynamic Web pages that are
emerging on the Web, including "pages" that can present entire virtual interactive
communities. For example, the term "Web page" includes an immersive, interactive
movie-like experience found at a single URI. For more information, see Understanding

"Web Page".

Programmatically Determined
Several success criteria require that content (or certain aspects of content) can be

information to users in different modalities. For more information, see Understanding
Programmatically Determined.

Accessibility Supported
Using a technology in a way that is accessibility supported means that it works with

assistive technologies (AT) and the accessibility features of operating systems,
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supported (do not work with assistive technologies, etc.) as long as they are not relied
upon to conform to any success criterion (i.e., the same information or functionality is

also available another way that is supported).
The definition of "accessibility supported” is provided in the Appendix A: Glossary
section of these guidelines. For more information, see Understanding Accessibility

Support.

WCAG 2.0 Guidelines

This section is normative.

Principle 1: Perceivable - Information and user interface
components must be presentable to users in ways they can
perceive.

Guideline 1.1 Text Alternatives: Provide text Understanding Guideline 1.1
alternatives for any non-text content so that it

can be changed into other forms people

need, such as large print, braille, speech,

symbols or simpler language.

1.1.1 Non-text Content: All non-text content that is How to Meet 1.1.1
presented to the user has a text alternative that serves the ———
equivalent purpose, except for the situations listed below. (Level

A)

e Controls, Input: If non-text content is a control or
purpose. (Refer to Guideline 4.1 for additional requirements
for controls and content that accepts user input.)

o« Time-Based Media: If non-text content is time-based
media, then text alternatives at least provide descriptive
identification of the non-text content. (Refer to Guideline 1.2
for additional requirements for media.)

o Test: If non-text content is a test or exercise that would be
provide descriptive identification of the non-text content.

e Sensory: If non-text content is primarily intended to create

e CAPTCHA: If the purpose of non-text content is to confirm
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that content is being accessed by a person rather than a
computer, then text alternatives that identify and describe
the purpose of the non-text content are provided, and
alternative forms of CAPTCHA using output modes for
different types of sensory perception are provided to
accommodate different disabilities.

e Decoration, Formatting, Invisible: If non-text content

Guideline 1.2 Time-based Media: Provide Understanding Guideline 1.2
alternatives for time-based media.

1.2.1 Audio-only and Video-only (Prerecorded): For How to Meet 1.2.1
prerecorded audio-only and prerecorded video-only media, the | tnderstandng 1.2.1

prerecorded audio-only content.

e Prerecorded Video-only: Either an alternative for time-
based media or an audio track is provided that presents
equivalent information for prerecorded video-only content.

1.2.2 Captions (Prerecorded): Captions are provided for How to Meet 1.2.2
all prerecorded audio content in synchronized media, except Understanding 1.2.2

labeled as such. (Level A)

1.2.3 Audio Description or Media Alternative How to Meet 1.2.3
(Prerecorded): An alternative for time-based media or audio Understanding 1.2.3

1.2.4 Captions (Live): Captions are provided for all live How to Meet 1.2.4
audio content in synchronized media. (Level AA) dnderstanding 12.4
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1.2.5 Audio Description (Prerecorded): Audio description How to Meet 1.2.5

is provided for all prerecorded video content in synchronized —_—

1.2.6 Sign Language (Prerecorded): Sign language How to Meet 1.2.6
interpretation is provided for all prerecorded audio content in Understanding 1.2.6

1.2.7 Extended Audio Description (Prerecorded): How to Meet 1.2.7
Where pauses in foreground audio are insufficient to allow audio Understanding 1.2.7

1.2.8 Media Alternative (Prerecorded): An alternative for How to Meet 1.2.8
time-based media is provided for all prerecorded synchronized Understanding 1.2.8

1.2.9 Audio-only (Live): An alternative for time-based media How to Meet 1.2.9

that presents equivalent information for live audio-only content is | Understanding 1.2.9
provided. (Level AAA)

Guideline 1.3 Adaptable: Create content that Understanding Guideline 1.3
can be presented in different ways (for

example simpler layout) without losing

information or structure.

1.3.1 Info and Relationships: Information, structure, and How to Meet 1.3.1
relationships conveyed through presentation can be Hnderstanding 1.5.1

1.3.2 Meaningful Sequence: When the sequence in which How to Meet 1.3.2
content is presented affects its meaning, a correct reading —_—

1.3.3 Sensory Characteristics: Instructions provided for How to Meet 1.3.3
understanding and operating content do not rely solely on -

sensory characteristics of components such as shape, size,
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visual location, orientation, or sound. (Level A)
Note: For requirements related to color, refer to Guideline 1.4.

Guideline 1.4 Distinguishable: Make it easier Understanding Guideline 1.4
for users to see and hear content including
separating foreground from background.

1.4.1 Use of Color: Color is not used as the only visual How to Meet 1.4.1
means of conveying information, indicating an action, prompting -

a response, or distinguishing a visual element. (Level A)

Note: This success criterion addresses color perception
specifically. Other forms of perception are covered in Guideline
1.3 including programmatic access to color and other visual
presentation coding.

1.4.2 Audio Control: If any audio on a Web page plays How to Meet 1.4.2
automatically for more than 3 seconds, either a mechanism is Understanding 1.4.2

available to pause or stop the audio, or a mechanism is available
to control audio volume independently from the overall system
volume level. (Level A)

Note: Since any content that does not meet this success
criterion can interfere with a user's ability to use the whole page,
all content on the Web page (whether or not it is used to meet
other success criteria) must meet this success criterion. See

Conformance Requirement 5: Non-Interference.

1.4.3 Contrast (Minimum): The visual presentation of text How to Meet 1.4.3
and images of text has a contrast ratio of at least 4.5:1, except Understanding 1.4.3

text have a contrast ratio of at least 3:1;

e Incidental: Text or images of text that are part of an
that are not visible to anyone, or that are part of a picture
that contains significant other visual content, have no
contrast requirement.

* Logotypes: Text that is part of a logo or brand name has
no minimum contrast requirement.
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without loss of content or functionality. (Level AA)

1.4.5 Images of Text: If the technologies being used can

the information being conveyed.

Note: Logotypes (text that is part of a logo or brand name) are
considered essential.

How to Meet 1.4.4
Understanding 1.4.4

How to Meet 1.4.5
Understanding 1.4.5

text have a contrast ratio of at least 4.5:1;

e Incidental: Text or images of text that are part of an
that are not visible to anyone, or that are part of a picture
that contains significant other visual content, have no
contrast requirement.

e Logotypes: Text that is part of a logo or brand name has
no minimum contrast requirement.

is not vocalization intended to be primarily musical expression
such as singing or rapping, at least one of the following is true:
(Level AAA)

 No Background: The audio does not contain background
sounds.

e Turn Off: The background sounds can be turned off.

e 20 dB: The background sounds are at least 20 decibels
lower than the foreground speech content, with the
exception of occasional sounds that last for only one or two
seconds.
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Note: Per the definition of "decibel," background sound
that meets this requirement will be approximately four
times quieter than the foreground speech content.

1.4.8 Visual Presentation: For the visual presentation of How to Meet 1.4.8
blocks of text, a mechanism is available to achieve the following: —
(Level AAA)
1. Foreground and background colors can be selected by the
user.

2. Width is no more than 80 characters or glyphs (40 if CJK).

3. Text is not justified (aligned to both the left and the right
margins).

4. Line spacing (leading) is at least space-and-a-half within
paragraphs, and paragraph spacing is at least 1.5 times
larger than the line spacing.

5. Text can be resized without assistive technology up to 200
percent in a way that does not require the user to scroll

1.4.9 Images of Text (No Exception): Images of text are How to Meet 1.4.9
only used for pure decoration or where a particular presentation Understanding 1.4.9
of text is essential to the information being conveyed. (Level

AAA)

Note: Logotypes (text that is part of a logo or brand name) are
considered essential.

Principle 2: Operable - User interface components and navigation
must be operable.

Guideline 2.1 Keyboard Accessible: Make all Understanding Guideline 2.1
functionality available from a keyboard.

2.1.1 Keyboard: All functionality of the content is operable How to Meet 2.1.1

through a keyboard interface without requiring specific timings for | nderstanding 2.1.1
individual keystrokes, except where the underlying function
requires input that depends on the path of the user's movement

and not just the endpoints. (Level A)

Note 1: This exception relates to the underlying function, not
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the input technique. For example, if using handwriting to enter
text, the input technique (handwriting) requires path-dependent
input but the underlying function (text input) does not.

Note 2: This does not forbid and should not discourage
providing mouse input or other input methods in addition to
keyboard operation.

2.1.2 No Keyboard Trap: If keyboard focus can be moved to How to Meet 2.1.2
a component of the page using a keyboard interface, then focus Hudeaiandi 212

can be moved away from that component using only a keyboard
interface, and, if it requires more than unmodified arrow or tab
keys or other standard exit methods, the user is advised of the
method for moving focus away. (Level A)

Note: Since any content that does not meet this success
criterion can interfere with a user's ability to use the whole page,
all content on the Web page (whether it is used to meet other
success criteria or not) must meet this success criterion. See

Conformance Requirement 5: Non-Interference.

2.1.3 Keyboard (No Exception): All functionality of the How to Meet 2.1.3
content is operable through a keyboard interface without _

requiring specific timings for individual keystrokes. (Level AAA)

Guideline 2.2 Enough Time: Provide users Understanding Guideline 2.2
enough time to read and use content.

2.2.1 Timing Adjustable: For each time limit that is set by How to Meet 2.2.1
the content, at least one of the following is true: (Level A) -_—

e Turn off: The user is allowed to turn off the time limit
before encountering it; or

e Adjust: The user is allowed to adjust the time limit before
encountering it over a wide range that is at least ten times
the length of the default setting; or

o Extend: The user is warned before time expires and given
at least 20 seconds to extend the time limit with a simple
action (for example, "press the space bar"), and the user is
allowed to extend the time limit at least ten times; or

* Real-time Exception: The time limit is a required part of
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a real-time event (for example, an auction), and no
alternative to the time limit is possible; or
extending it would invalidate the activity; of ----------------

e 20 Hour Exception: The time limit is longer than 20
hours.

Note: This success criterion helps ensure that users can
complete tasks without unexpected changes in content or
context that are a result of a time limit. This success criterion
should be considered in conjunction with Success Criterion
3.2.1, which puts limits on changes of content or context as a
result of user action.

2.2.2 Pause, Stop, Hide: For moving, blinking, scrolling, or How to Meet 2.2.2
auto-updating information, all of the following are true: (Level A) e

 Moving, blinking, scrolling: For any moving, blinking
or scrolling information that (1) starts automatically, (2) lasts
more than five seconds, and (3) is presented in parallel with

e Auto-updating: For any auto-updating information that
(1) starts automatically and (2) is presented in parallel with
other content, there is a mechanism for the user to pause,
stop, or hide it or to control the frequency of the update
unless the auto-updating is part of an activity where it is
essential.

Note 1: For requirements related to flickering or flashing
content, refer to Guideline 2.3.

Note 2: Since any content that does not meet this success
criterion can interfere with a user's ability to use the whole page,
all content on the Web page (whether it is used to meet other
success criteria or not) must meet this success criterion. See

Conformance Requirement 5: Non-Interference.

Note 3: Content that is updated periodically by software or that
is streamed to the user agent is not required to preserve or
present information that is generated or received between the
initiation of the pause and resuming presentation, as this may
not be technically possible, and in many situations could be
misleading to do so.

Note 4: An animation that occurs as part of a preload phase or
similar situation can be considered essential if interaction
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cannot occur during that phase for all users and if not indicating
progress could confuse users or cause them to think that
content was frozen or broken.

2.2.3 No Timing: Timing is not an essential part of the event How to Meet 2.2.3
or activity presented by the content, except for non-interactive Understanding 2.2.3

2.2.4 Interruptions: Interruptions can be postponed or How to Meet 2.2.4
suppressed by the user, except interruptions involving an e

2.2.5 Re-authenticating: When an authenticated session How to Meet 2.2.5
expires, the user can continue the activity without loss of data _

after re-authenticating. (Level AAA)

Guideline 2.3 Seizures: Do not design Understanding Guideline 2.3
content in a way that is known to cause
seizures.
2.3.1 Three Flashes or Below Threshold: Web pages do How to Meet 2.3.1
not contain anything that flashes more than three times in any -

Note: Since any content that does not meet this success
criterion can interfere with a user's ability to use the whole page,
all content on the Web page (whether it is used to meet other
success criteria or not) must meet this success criterion. See

Conformance Requirement 5: Non-Interference.

2.3.2 Three Flashes: Web pages do not contain anything How to Meet 2.3.2
that flashes more than three times in any one second period. —_—
(Level AAA)
Guideline 2.4 Navigable: Provide ways to Understanding Guideline 2.4
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help users navigate, find content, and
determine where they are.

operation, focusable components receive focus in an order that
preserves meaning and operability. (Level A)

How to Meet 2.4.1
Understanding 2.4.1

How to Meet 2.4.2
Understanding 2.4.2

How to Meet 2.4.3
Understanding 2.4.3

How to Meet 2.4.4
Understanding 2.4.4

topic or purpose. (Level AA)

2.4.7 Focus Visible: Any keyboard operable user interface
has a mode of operation where the keyboard focus indicator is
visible. (Level AA)

How to Meet 2.4.5
Understanding 2.4.5

How to Meet 2.4.6
Understanding 2.4.6

How to Meet 2.4.7
Understanding 2.4.7

2.4.8 Location: Information about the user's location within a
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2.4.10 Section Headings: Section headings are used to How to Meet 2.4.10

organize the content. (Level AAA) Understanding 2.4.10

Note 1: "Heading" is used in its general sense and includes
tittes and other ways to add a heading to different types of
content.

Note 2: This success criterion covers sections within writing, not

covered under Success Criterion 4.1.2.

Principle 3: Understandable - Information and the operation of user
interface must be understandable.

Guideline 3.1 Readable: Make text content Understanding Guideline 3.1
readable and understandable.

3.1.1 Language of Page: The default human language of How to Meet 3.1.1
each Web page can be programmatically determined. (Level A) | “nderstanding 3.1.1
3.1.2 Language of Parts: The human language of each How to Meet 3.1.2
passage or phrase in the content can be programmatically _

indeterminate language, and words or phrases that have become
part of the vernacular of the immediately surrounding text. (Level

AA)

3.1.3 Unusual Words: A mechanism is available for How to Meet 3.1.3
identifying specific definitions of words or phrases used in an Understanding 3.1.3
unusual or restricted way, including idioms and jargon. (Level

AAA)

3.1.4 Abbreviations: A mechanism for identifying the How to Meet 3.1.4
expanded form or meaning of abbreviations is available. (Level Understanding 3.1.4
AAA)

3.1.5 Reading Level: When text requires reading ability more | How to Meet3.1.5 |
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advanced than the lower secondary education level after | Understanding 3.1.5 |

version that does not require reading ability more advanced than
the lower secondary education level, is available. (Level AAA)

3.1.6 Pronunciation: A mechanism is available for identifying How to Meet 3.1.6
specific pronunciation of words where meaning of the words, in Understanding 3.1.6
context, is ambiguous without knowing the pronunciation. (Level

AAA)

Guideline 3.2 Predictable: Make Web pages Understanding Guideline 3.2
appear and operate in predictable ways.

3.2.1 On Focus: When any component receives focus, it does How to Meet 3.2.1
not initiate a change of context. (Level A) Understanding 3.2.1
3.2.2 On Input: Changing the setting of any user interface How to Meet 3.2.2
component does not automatically cause a change of context Understanding 3.2.2

unless the user has been advised of the behavior before using
the component. (Level A)

3.2.3 Consistent Navigation: Navigational mechanisms How to Meet 3.2.3
that are repeated on multiple Web pages within a set of Web _

repeated, unless a change is initiated by the user. (Level AA)

3.2.4 Consistent Identification: Components that have How to Meet 3.2.4
the same functionality within a set of Web pages are identified Understanding 3.2.4

3.2.5 Change on Request: Changes of context are initiated How to Meet 3.2.5
only by user request or a mechanism is available to turn off such Undersfanding 3.2.5

changes. (Level AAA)

Guideline 3.3 Input Assistance: Help users Understanding Guideline 3.3
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avoid and correct mistakes.

detected, the item that is in error is identified and the error is
described to the user in text. (Level A)

3.3.2 Labels or Instructions: Labels or instructions are

How to Meet 3.3.1
Understanding 3.3.1

How to Meet 3.3.2
Understanding 3.3.2

detected and suggestions for correction are known, then the
suggestions are provided to the user, unless it would jeopardize
the security or purpose of the content. (Level AA)

3.3.4 Error Prevention (Legal, Financial, Data): For

test responses, at least one of the following is true: (Level AA)
1. Reversible: Submissions are reversible.

confirming, and correcting information before finalizing the
submission.

How to Meet 3.3.3
Understanding 3.3.3

How to Meet 3.3.4
Understanding 3.3.4

the user to submit information, at least one of the following is
true: (Level AAA)
1. Reversible: Submissions are reversible.

confirming, and correcting information before finalizing the
submission.
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Principle 4: Robust - Content must be robust enough that it can be
interpreted reliably by a wide variety of user agents, including
assistive technologies.

Guideline 4.1 Compatible: Maximize Understanding Guideline 4.1

compatibility with current and future user
agents, including assistive technologies.

4.1.1 Parsing: In content implemented using markup How to Meet 4.1.1
languages, elements have complete start and end tags, elements -
are nested according to their specifications, elements do not

contain duplicate attributes, and any IDs are unique, except

where the specifications allow these features. (Level A)

Note: Start and end tags that are missing a critical character in
their formation, such as a closing angle bracket or a
mismatched attribute value quotation mark are not complete.

4.1.2 Name, Role, Value: For all user interface components How to Meet 4.1.2
(including but not limited to: form elements, links and Understanding 41.2

Note: This success criterion is primarily for Web authors who
develop or script their own user interface components. For
example, standard HTML controls already meet this success
criterion when used according to specification.

Conformance

This section is normative.

WCAG 2.0 20 Page 20


http://www.w3.org/TR/UNDERSTANDING-WCAG20/conformance.html
http://www.w3.org/TR/UNDERSTANDING-WCAG20/ensure-compat.html
http://www.w3.org/WAI/WCAG20/quickref/#qr-ensure-compat-parses
http://www.w3.org/TR/UNDERSTANDING-WCAG20/ensure-compat-parses.html
http://www.w3.org/WAI/WCAG20/quickref/#qr-ensure-compat-rsv
http://www.w3.org/TR/UNDERSTANDING-WCAG20/ensure-compat-rsv.html

accessibility-supported concept.
Conformance Requirements

In order for a Web page to conform to WCAG 2.0, all of the following conformance
requirements must be satisfied:

1. Conformance Level: One of the following levels of conformance is met in full.
 Level A: For Level A conformance (the minimum level of conformance), the Web page

o Level AA: For Level AA conformance, the Web page satisfies all the Level A and Level
AA Success Criteria, or a Level AA conforming alternate version is provided.

o Level AAA: For Level AAA conformance, the Web page satisfies all the Level A, Level
AA and Level AAA Success Criteria, or a Level AAA conforming alternate version is
provided.

Note 1: Although conformance can only be achieved at the stated levels, authors are
encouraged to report (in their claim) any progress toward meeting success criteria from all
levels beyond the achieved level of conformance.

Note 2: It is not recommended that Level AAA conformance be required as a general policy
for entire sites because it is not possible to satisfy all Level AAA Success Criteria for some
content.

cannot be achieved if part of a Web page is excluded.

Note 1: For the purpose of determining conformance, alternatives to part of a page's content
are considered part of the page when the alternatives can be obtained directly from the page,
e.g., along description or an alternative presentation of a video.

Note 2: Authors of Web pages that cannot conform due to content outside of the author's
control may consider a Statement of Partial Conformance.

activity), all Web pages in the process conform at the specified level or better. (Conformance is
not possible at a particular level if any page in the process does not conform at that level or
better.)

Example: An online store has a series of pages that are used to select and purchase
products. All pages in the series from start to finish (checkout) conform in order for any page
that is part of the process to conform.

information or functionality that is provided in a way that is not accessibility supported is also
available in a way that is accessibility supported. (See Understanding accessibility support.)
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or if they are used in a non-conforming way, then they do not block the ability of users to

2. when any technology that is not relied upon is turned off in a user agent, and

3. when any technology that is not relied upon is not supported by a user agent
In addition, the following success criteria apply to all content on the page, including content
that is not otherwise relied upon to meet conformance, because failure to meet them could

interfere with any use of the page:
e 1.4.2 - Audio Control,

e 2.1.2 - No Keyboard Trap,

e 2.3.1- Three Flashes or Below Threshold, and

e 2.2.2 - Pause, Stop, Hide.

Note: If a page cannot conform (for example, a conformance test page or an example page), it
cannot be included in the scope of conformance or in a conformance claim.

For more information, including examples, see Understanding Conformance Requirements.

Conformance Claims (Optional)

cover one page, a series of pages, or multiple related Web pages.
Required Components of a Conformance Claim

Conformance claims are not required. Authors can conform to WCAG 2.0 without making a
claim. However, if a conformance claim is made, then the conformance claim must include
the following information:

1. Date of the claim

2. Guidelines title, version and URI "Web Content Accessibility Guidelines 2.0 at

http://www.w3.0rg/TR/2008/REC-WCAG20-20081211/"

3. Conformance level satisfied: (Level A, AA or AAA)

4. A concise description of the Web pages, such as a list of URIs for which the
claim is made, including whether subdomains are included in the claim.

Note 1: The Web pages may be described by list or by an expression that describes all
of the URIs included in the claim.

Note 2: Web-based products that do not have a URI prior to installation on the
customer's Web site may have a statement that the product would conform when
installed.

Note: If a conformance logo is used, it would constitute a claim and must be accompanied by
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the required components of a conformance claim listed above.
Optional Components of a Conformance Claim

In addition to the required components of a conformance claim above, consider providing
additional information to assist users. Recommended additional information includes:
o Alist of success criteria beyond the level of conformance claimed that have been met.
This information should be provided in a form that users can use, preferably machine-
readable metadata.

o Alist of user agents, including assistive technologies that were used to test the content.

» Information about any additional steps taken that go beyond the success criteria to
enhance accessibility.

e A machine-readable metadata version of the conformance claim.

Note 1: Refer to Understanding Conformance Claims for more information and example
conformance claims.

Note 2: Refer to Understanding Metadata for more information about the use of metadata in
conformance claims.

Statement of Partial Conformance - Third Party Content

Sometimes, Web pages are created that will later have additional content added to them. For
example, an email program, a blog, an article that allows users to add comments, or
applications supporting user-contributed content. Another example would be a page, such as a
portal or news site, composed of content aggregated from multiple contributors, or sites that
automatically insert content from other sources over time, such as when advertisements are
inserted dynamically.

In these cases, it is not possible to know at the time of original posting what the uncontrolled
content of the pages will be. It is important to note that the uncontrolled content can affect the
accessibility of the controlled content as well. Two options are available:

1. A determination of conformance can be made based on best knowledge. If a page of this
type is monitored and repaired (non-conforming content is removed or brought into
conformance) within two business days, then a determination or claim of conformance
can be made since, except for errors in externally contributed content which are
corrected or removed when encountered, the page conforms. No conformance claim can
be made if it is not possible to monitor or correct non-conforming content;

OR

2. A "statement of partial conformance" may be made that the page does not conform, but
could conform if certain parts were removed. The form of that statement would be, "This
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page does not conform, but would conform to WCAG 2.0 at level X if the following parts
from uncontrolled sources were removed." In addition, the following would also be true of
uncontrolled content that is described in the statement of partial conformance:
a. Itis not content that is under the author's control.
b. Itis described in a way that users can identify (e.g., they cannot be described as "all
parts that we do not control" unless they are clearly marked as such.)

Statement of Partial Conformance - Language

A "statement of partial conformance due to language" may be made when the page does not

the page. The form of that statement would be, "This page does not conform, but would
conform to WCAG 2.0 at level X if accessibility support existed for the following language(s):"

Appendix A: Glossary

This section is normative.

abbreviation
shortened form of a word, phrase, or name where the abbreviation has not become part of

the language
Note 1: This includes initialisms and acronyms where:
1. initialisms are shortened forms of a name or phrase made from the initial letters
of words or syllables contained in that name or phrase
Note 1: Not defined in all languages.

Example 1: SNCF is a French initialism that contains the initial letters of the
Société Nationale des Chemins de Fer, the French national railroad.

Example 2: ESP is an initialism for extrasensory perception.

2. acronyms are abbreviated forms made from the initial letters or parts of other
words (in a name or phrase) which may be pronounced as a word

Example: NOAA is an acronym made from the initial letters of the National
Oceanic and Atmospheric Administration in the United States.

Note 2: Some companies have adopted what used to be an initialism as their company
name. In these cases, the new name of the company is the letters (for example, Ecma)
and the word is no longer considered an abbreviation.

accessibility supported

To qualify as an accessibility-supported use of a Web content technology (or feature of a
technology), both 1 and 2 must be satisfied for a Web content technology (or feature):
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supported by users' assistive technology (AT). This means that the way
that the technology is used has been tested for interoperability with users' assistive

AND

2. The Web content technology must have accessibility-supported
user agents that are available to users. This means that at least one of the
following four statements is true:

a. The technology is supported natively in widely-distributed user agents that are
also accessibility supported (such as HTML and CSS);
OR

b. The technology is supported in a widely-distributed plug-in that is also
accessibility supported;
OR

c. The content is available in a closed environment, such as a university or
corporate network, where the user agent required by the technology and used
by the organization is also accessibility supported;

OR

d. The user agent(s) that support the technology are accessibility supported and
are available for download or purchase in a way that:
= does not cost a person with a disability any more than a person without a
disability and
= is as easy to find and obtain for a person with a disability as it is for a
person without disabilities.

Note 1: The WCAG Working group and the W3C do not specify which or how much
support by assistive technologies there must be for a particular use of a Web technology
in order for it to be classified as accessibility supported. (See Level of Assistive

Technology Support Needed for "Accessibility Support”.)
Note 2: Web technologies can be used in ways that are not accessibility supported as

requirements, including Conformance Requirement 4: Only Accessibility-Supported Ways
of Using Technologies and Conformance Requirement 5: Non-Interference, are met.

not imply that the entire technology or all uses of the technology are supported. Most
technologies, including HTML, lack support for at least one feature or use. Pages
conform to WCAG only if the uses of the technology that are accessibility supported can
be relied upon to meet WCAG requirements.

Note 4: When citing Web content technologies that have multiple versions, the version(s)
supported should be specified.

Note 5: One way for authors to locate uses of a technology that are accessibility
supported would be to consult compilations of uses that are documented to be
accessibility supported. (See Understanding Accessibility-Supported Web Technology
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Uses.) Authors, companies, technology vendors, or others may document accessibility-
supported ways of using Web content technologies. However, all ways of using
technologies in the documentation would need to meet the definition of accessibility-
supported Web content technologies above.

alternative for time-based media
document including correctly sequenced text descriptions of time-based visual and

auditory information and providing a means for achieving the outcomes of any time-based
interaction
Note: A screenplay used to create the synchronized media content would meet this
definition only if it was corrected to accurately represent the final synchronized media
after editing.

ambiguous to users in general
the purpose cannot be determined from the link and all information of the Web page

presented to the user simultaneously with the link (i.e., readers without disabilities would
not know what a link would do until they activated it)

Example: The word guava in the following sentence "One of the notable exports is
guava" is a link. The link could lead to a definition of guava, a chart listing the quantity of
guava exported or a photograph of people harvesting guava. Until the link is activated, all
readers are unsure and the person with a disability is not at any disadvantage.

ASCII art
picture created by a spatial arrangement of characters or glyphs (typically from the 95

printable characters defined by ASCII).

assistive technology (as used in this document)

agent, to provide functionality to meet the requirements of users with disabilities that go
beyond those offered by mainstream user agents

Note 1: functionality provided by assistive technology includes alternative presentations
(e.g., as synthesized speech or magnified content), alternative input methods (e.g.,
voice), additional navigation or orientation mechanisms, and content transformations
(e.g., to make tables more accessible).

Note 2: Assistive technologies often communicate data and messages with mainstream
user agents by using and monitoring APls.

Note 3: The distinction between mainstream user agents and assistive technologies is
not absolute. Many mainstream user agents provide some features to assist individuals
with disabilities. The basic difference is that mainstream user agents target broad and
diverse audiences that usually include people with and without disabilities. Assistive
technologies target narrowly defined populations of users with specific disabilities. The
assistance provided by an assistive technology is more specific and appropriate to the
needs of its target users. The mainstream user agent may provide important functionality
to assistive technologies like retrieving Web content from program objects or parsing
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markup into identifiable bundles.

Example: Assistive technologies that are important in the context of this document
include the following:

e screen magnifiers, and other visual reading assistants, which are used by people
with visual, perceptual and physical print disabilities to change text font, size,
spacing, color, synchronization with speech, etc. in order to improve the visual
readability of rendered text and images;

e screen readers, which are used by people who are blind to read textual information
through synthesized speech or braille;

 text-to-speech software, which is used by some people with cognitive, language,
and learning disabilities to convert text into synthetic speech,;

e speech recognition software, which may be used by people who have some
physical disabilities;

 alternative keyboards, which are used by people with certain physical disabilities to
simulate the keyboard (including alternate keyboards that use head pointers, single
switches, sip/puff and other special input devices.);

« alternative pointing devices, which are used by people with certain physical
disabilities to simulate mouse pointing and button activations.

audio
the technology of sound reproduction

Note: Audio can be created synthetically (including speech synthesis), recorded from real
world sounds, or both.

audio description
narration added to the soundtrack to describe important visual details that cannot be

understood from the main soundtrack alone

changes, on-screen text, and other visual content.

Note 2: In standard audio description, narration is added during existing pauses in

additional audio description is necessary.

Note 4: Also called "video description" and "descriptive narration."

audio-only
blinking
switch back and forth between two visual states in a way that is meant to draw attention
enough at the rié-ri-t--frequency to be also classified as a flash.
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blocks of text
more than one sentence of text

CAPTCHA
initialism for "Completely Automated Public Turing test to tell Computers and Humans
Apart"
Note 1: CAPTCHA tests often involve asking the user to type in text that is displayed in
an obscured image or audio file.

Note 2: A Turing test is any system of tests designed to differentiate a human from a
computer. It is named after famed computer scientist Alan Turing. The term was coined
by researchers at Carnegie Mellon University. [CAPTCHA]

captions

information needed to understand the media content
Note 1: Captions are similar to dialogue-only subtitles except captions convey not only
the content of spoken dialogue, but also equivalents for non-dialogue audio information
needed to understand the program content, including sound effects, music, laughter,
speaker identification and location.

Note 2: Closed Captions are equivalents that can be turned on and off with some players.

Note 3: Open Captions are any captions that cannot be turned off. For example, if the

Note 4: Captions should not obscure or obstruct relevant information in the video.

Note 5: In some countries, captions are called subtitles.

descriptions of information that is already presented visually.

changes of context

disorient users who are not able to view the entire page simultaneously
Changes in context include changes of:

3. focus;

Note: A change of content is not always a change of context. Changes in content, such
as an expanding outline, dynamic menu, or a tab control do not necessarily change the
context, unless they also change one of the above (e.g., focus).

Example: Opening a new window, moving focus to a different component, going to a new
page (including anything that would look to a user as if they had moved to a new page) or
significantly re-arranging the content of a page are examples of changes of context.
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conformance
satisfying all the requirements of a given standard, guideline or specification

conforming alternate version
version that
1. conforms at the designated level, and
2. provides all of the same information and functionality in the same human language,
and

3. is as up to date as the non-conforming content, and

4. for which at least one of the following is true:
a. the conforming version can be reached from the non-conforming page via an
b. the non-conforming version can only be reached from the conforming version,
or
c. the non-conforming version can only be reached from a conforming page that
also provides a mechanism to reach the conforming version

Note 1: In this definition, "can only be reached" means that there is some mechanism,
such as a conditional redirect, that prevents a user from "reaching" (loading) the non-
conforming page unless the user had just come from the conforming version.

Note 2: The alternate version does not need to be matched page for page with the
original (e.g., the conforming alternate version may consist of multiple pages).

Note 3: If multiple language versions are available, then conforming alternate versions
are required for each language offered.

Note 4: Alternate versions may be provided to accommodate different technology
environments or user groups. Each version should be as conformant as possible. One
version would need to be fully conformant in order to meet conformance requirement 1.

Note 5: The conforming alternative version does not need to reside within the scope of
conformance, or even on the same Web site, as long as it is as freely available as the
non-conforming version.

support the original page and enhance comprehension.

Note 7: Setting user preferences within the content to produce a conforming version is an
acceptable mechanism for reaching another version as long as the method used to set
the preferences is accessibility supported.

See Understanding Conforming Alternate Versions
content (Web content)

interactions

context-sensitive help
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help text that provides information related to the function currently being performed
Note: Clear labels can act as context-sensitive help.

contrast ratio
(L1 + 0.05) / (L2 + 0.05), where

Note 1: Contrast ratios can range from 1 to 21 (commonly written 1:1 to 21:1).

Note 2: Because authors do not have control over user settings as to how text is
rendered (for example font smoothing or anti-aliasing), the contrast ratio for text can be
evaluated with anti-aliasing turned off.

Note 3: For the purpose of Success Criteria 1.4.3 and 1.4.6, contrast is measured with
respect to the specified background over which the text is rendered in normal usage. If
no background color is specified, then white is assumed.

Note 4: Background color is the specified color of content over which the text is to be
rendered in normal usage. It is a failure if no background color is specified when the text
color is specified, because the user's default background color is unknown and cannot be
evaluated for sufficient contrast. For the same reason, it is a failure if no text color is
specified when a background color is specified.

Note 5: When there is a border around the letter, the border can add contrast and would
be used in calculating the contrast between the letter and its background. A narrow
border around the letter would be used as the letter. A wide border around the letter that
fills in the inner details of the letters acts as a halo and would be considered background.

Note 6: WCAG conformance should be evaluated for color pairs specified in the content
that an author would expect to appear adjacent in typical presentation. Authors need not
consider unusual presentations, such as color changes made by the user agent, except
where caused by authors' code.

correct reading sequence
any sequence where words and paragraphs are presented in an order that does not

change the meaning of the content

emergency
a sudden, unexpected situation or occurrence that requires immediate action to preserve
health, safety, or property

essential
if removed, would fundamentally change the information or functionality of the content,
and information and functionality cannot be achieved in another way that would conform

extended audio description

there is time to add additional description
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if any of the following are true:
1. there are no more than three general flashes and / or no more than three red
flashes within any one-second period; or

2. the combined area of flashes occurring concurrently occupies no more than a total of
.006 steradians within any 10 degree visual field on the screen (25% of any 10
degree visual field on the screen) at typical viewing distance

where:

10% or more of the maximum relative luminance where the relative luminance of the
darker image is below 0.80; and where "a pair of opposing changes" is an increase
followed by a decrease, or a decrease followed by an increase, and

o Ared flash is defined as any pair of opposing transitions involving a saturated red.

Exception: Flashing that is a fine, balanced, pattern such as white noise or an alternating
checkerboard pattern with "squares" smaller than 0.1 degree (of visual field at typical
viewing distance) on a side does not violate the thresholds.

Note 1: For general software or Web content, using a 341 x 256 pixel rectangle anywhere
on the displayed screen area when the content is viewed at 1024 x 768 pixels will provide
a good estimate of a 10 degree visual field for standard screen sizes and viewing
distances (e.g., 15-17 inch screen at 22-26 inches). (Higher resolutions displays showing
the same rendering of the content yield smaller and safer images so it is lower
resolutions that are used to define the thresholds.)

Note 2: A transition is the change in relative luminance (or relative luminance/color for red
flashing) between adjacent peaks and valleys in a plot of relative luminance (or relative
luminance/color for red flashing) measurement against time. A flash consists of two
opposing transitions.

Note 3: The current working definition in the field for "pair of opposing transitions
involving a saturated red" is where, for either or both states involved in each
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transition, R/(R+ G + B) >= 0.8, and the change in the value of (R-G-B)x320 is > 20
(negative values of (R-G-B)x320 are set to zero) for both transitions. R, G, B values
range from 0-1 as specified in “relative luminance” definition. [HARDING-BINNIE]

Note 4: Tools are available that will carry out analysis from video screen capture.
However, no tool is necessary to evaluate for this condition if flashing is less than or
equal to 3 flashes in any one second. Content automatically passes (see #1 and #2
above).

human language
language that is spoken, written or signed (through visual or tactile means) to
communicate with humans

idiom
phrase whose meaning cannot be deduced from the meaning of the individual words and
the specific words cannot be changed without losing the meaning
Note: idioms cannot be translated directly, word for word, without losing their (cultural or
language-dependent) meaning.

Example 1: In English, "spilling the beans" means "revealing a secret." However,
"knocking over the beans" or "spilling the vegetables" does not mean the same thing.

Example 2: In Japanese, the phrase "& C%Z$%lF %" literally translates into "he throws a
spoon," but it means that there is nothing he can do and finally he gives up.

Example 3: In Dutch, "Hij ging met de kippen op stok" literally translates into "He went to
roost with the chickens," but it means that he went to bed early.

image of text
text that has been rendered in a non-text form (e.g., an image) in order to achieve a
particular visual effect

visual content.

Example: A person's name on a nametag in a photograph.

informative
for information purposes and not required for conformance

input error
information provided by the user that is not accepted

Note: This includes:

2. Information that is provided by the user but that falls outside the required data
format or values
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jargon
words used in a particular way by people in a particular field
Example: The word StickyKeys is jargon from the field of assistive
technology/accessibility.

keyboard interface
interface used by software to obtain keystroke input
Note 1: A keyboard interface allows users to provide keystroke input to programs even if
the native technology does not contain a keyboard.

Example: A touchscreen PDA has a keyboard interface built into its operating system as
well as a connector for external keyboards. Applications on the PDA can use the
interface to obtain keyboard input either from an external keyboard or from other
applications that provide simulated keyboard output, such as handwriting interpreters or
speech-to-text applications with "keyboard emulation" functionality.

Note 2: Operation of the application (or parts of the application) through a keyboard-
operated mouse emulator, such as MouseKeys, does not qualify as operation through a
keyboard interface because operation of the program is through its pointing device
interface, not through its keyboard interface.

label

exposed by assistive technology. In many (but not all) cases the name and the label are
the same.

Note 2: The term label is not limited to the label elementin HTML.

large scale (text)
with at least 18 point or 14 point bold or font size that would yield equivalent size for

Chinese, Japanese and Korean (CJK) fonts
Note 1: Fonts with extraordinarily thin strokes or unusual features and characteristics that
reduce the familiarity of their letter forms are harder to read, especially at lower contrast
levels.

Note 2: Font size is the size when the content is delivered. It does not include resizing
that may be done by a user.

Note 3: The actual size of the character that a user sees is dependent both on the
author-defined size and the user's display or user-agent settings. For many mainstream
body text fonts, 14 and 18 point is roughly equivalent to 1.2 and 1.5 em or to 120% or
150% of the default size for body text (assuming that the body font is 100%), but authors
would need to check this for the particular fonts in use. When fonts are defined in relative
units, the actual point size is calculated by the user agent for display. The point size
should be obtained from the user agent, or calculated based on font metrics as the user
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agent does, when evaluating this success criterion. Users who have low vision would be
responsible for choosing appropriate settings.

Note 4: When using text without specifying the font size, the smallest font size used on
major browsers for unspecified text would be a reasonable size to assume for the font. If
a level 1 heading is rendered in 14pt bold or higher on major browsers, then it would be
reasonable to assume it is large text. Relative scaling can be calculated from the default
sizes in a similar fashion.

Note 5: The 18 and 14 point sizes for roman texts are taken from the minimum size for
large print (14pt) and the larger standard font size (18pt). For other fonts such as CJK
languages, the "equivalent" sizes would be the minimum large print size used for those
languages and the next larger standard large print size.

legal commitments
transactions where the person incurs a legally binding obligation or benefit
Example: A marriage license, a stock trade (financial and legal), a will, a loan, adoption,
signing up for the army, a contract of any type, etc.

link purpose
nature of the result obtained by activating a hyperlink
live
information captured from a real-world event and transmitted to the receiver with no more
than a broadcast delay
Note 1: A broadcast delay is a short (usually automated) delay, for example used in order
to give the broadcaster time to queue or censor the audio (or video) feed, but not
sufficient to allow significant editing.

Note 2: If information is completely computer generated, it is not live.

lower secondary education level
the two or three year period of education that begins after completion of six years of

Note: This definition is based on the International Standard Classification of Education

UNESCQ].

mechanism

Note 2: The mechanism needs to meet all success criteria for the conformance level
claimed.

media alternative for text
media that presents no more information than is already presented in text (directly or via

text alternatives)
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Note: A media alternative for text is provided for those who benefit from alternate
representations of text. Media alternatives for text may be audio-only, video-only
(including sign-language video), or audio-video.

name
text by which software can identify a component within Web content to the user

Note 1. The name may be hidden and only exposed by assistive technology, whereas a

Note 2: This is unrelated to the name attribute in HTML.

navigated sequentially
navigated in the order defined for advancing focus (from one element to the next) using a

(which uses character substitution), and images representing text

normative
required for conformance

Note 1: One may conform in a variety of well-defined ways to this document.

conformance.

on a full-screen window
on the most common sized desktop/laptop display with the viewport maximized
Note: Since people generally keep their computers for several years, it is best not to rely
on the latest desktop/laptop display resolutions but to consider the common
desktop/laptop display resolutions over the course of several years when making this
evaluation.

paused
stopped by user request and not resumed until requested by user

prerecorded
information that is not live

presentation

primary education level
six year time period that begins between the ages of five and seven, possibly without any

previous education
Note: This definition is based on the International Standard Classification of Education

WCAG 2.0 35 Page 35



[UNESCO].

process
series of user actions where each action is required in order to complete an activity
Example 1: Successful use of a series of Web pages on a shopping site requires users to
view alternative products, prices and offers, select products, submit an order, provide
shipping information and provide payment information.

Example 2: An account registration page requires successful completion of a Turing test
before the registration form can be accessed.

programmatically determined (programmatically determinable)

in different modalities

Example 1: Determined in a markup language from elements and attributes that are
accessed directly by commonly available assistive technology.

Example 2: Determined from technology-specific data structures in a non-markup
language and exposed to assistive technology via an accessibility API that is supported
by commonly available assistive technology.

programmatically determined link context

link, combined with the link text, and presented to users in different modalities

Example: In HTML, information that is programmatically determinable from a link in
English includes text that is in the same paragraph, list, or table cell as the link or in a
table header cell that is associated with the table cell that contains the link.

Note: Since screen readers interpret punctuation, they can also provide the context from
the current sentence, when the focus is on a link in that sentence.

programmatically set
set by software using methods that are supported by user agents, including assistive

technologies

pure decoration
serving only an aesthetic purpose, providing no information, and having no functionality

Note: Text is only purely decorative if the words can be rearranged or substituted without
changing their purpose.

Example: The cover page of a dictionary has random words in very light text in the
background.

real-time event
event that a) occurs at the same time as the viewing and b) is not completely generated

by the content
Example 1: A Webcast of a live performance (occurs at the same time as the viewing
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and is not prerecorded).
Example 2: An on-line auction with people bidding (occurs at the same time as the
viewing).
Example 3: Live humans interacting in a virtual world using avatars (is not completely
generated by the content and occurs at the same time as the viewing).
relationships
meaningful associations between distinct pieces of content

relative luminance
the relative brightness of any point in a colorspace, normalized to O for darkest black and 1

for lightest white

Note 1: For the sRGB colorspace, the relative luminance of a color is defined as L =
0.2126 *R + 0.7152 * G + 0.0722 * B where R, G and B are defined as:

e ifRerap <= 0.03928 then R = Rgrgp/12.92 else R = ((Rgrgp+0.055)/1.055) A 2.4
e if Ggrap <= 0.03928 then G = Ggrgp/12.92 else G = ((Ggrgp+0.055)/1.055) A 2.4
« if Bgrgp <= 0.03928 then B = Byrgp/12.92 else B = ((Bgrap+0.055)/1.055) A 2.4

and Rgrgp, Gsrap, and Bgrgp are defined as:

* Rsreb = Rgpit255
* Gsros = Ggpit/259
* BsraB = Bagpit/259

The "A" character is the exponentiation operator. (Formula taken from [sRGB] and [IEC-
4WD]).
Note 2: Almost all systems used today to view Web content assume sRGB encoding.

Unless it is known that another color space will be used to process and display the
content, authors should evaluate using sRGB colorspace. If using other color spaces, see

Understanding Success Criterion 1.4.3.

Note 3: If dithering occurs after delivery, then the source color value is used. For colors
that are dithered at the source, the average values of the colors that are dithered should
be used (average R, average G, and average B).

Note 4: Tools are available that automatically do the calculations when testing contrast
and flash.

Note 5: A MathML version of the relative luminance definition is available.

relied upon (technologies that are)

role
text or number by which software can identify the function of a component within Web
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content

Example: A number that indicates whether an image functions as a hyperlink, command
button, or check box.

same functionality
same result when used
Example: A submit "search" button on one Web page and a "find" button on another Web
page may both have a field to enter a term and list topics in the Web site related to the
term submitted. In this case, they would have the same functionality but would not be
labeled consistently.

same relative order
same position relative to other items
Note: Items are considered to be in the same relative order even if other items are
inserted or removed from the original order. For example, expanding navigation menus
may insert an additional level of detail or a secondary navigation section may be inserted
into the reading order.

satisfies a success criterion
the success criterion does not evaluate to 'false' when applied to the page

section
A self-contained portion of written content that deals with one or more related topics or

thoughts

Note: A section may consist of one or more paragraphs and include graphics, tables, lists
and sub-sections.

set of Web pages

author, group or organization
Note: Different language versions would be considered different sets of Web pages.
sign language

a language using combinations of movements of the hands and arms, facial expressions,
or body positions to convey meaning

sign language interpretation

Note: True sign languages are independent languages that are unrelated to the spoken
language(s) of the same country or region.

specific sensory experience
a sensory experience that is not purely decorative and does not primarily convey important

information or perform a function

Example: Examples include a performance of a flute solo, works of visual art etc.

structure
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Example 3: A paragraph summarizing the major outcomes and recommendations made
in a research study.

synchronized media

clearly labeled as such

technology (Web content)

Note 1: As used in these guidelines "Web Technology" and the word "technology" (when
used alone) both refer to Web Content Technologies.

Note 2: Web content technologies may include markup languages, data formats, or
programming languages that authors may use alone or in combination to create end-user
experiences that range from static Web pages to synchronized media presentations to
dynamic Web applications.

Example: Some common examples of Web content technologies include HTML, CSS,
SVG, PNG, PDF, Flash, and JavaScript.

text

is programmatically associated with non-text content. Programmatically associated text is
text whose location can be programmatically determined from the non-text content.

Example: An image of a chart is described in text in the paragraph after the chart. The
short text alternative for the chart indicates that a description follows.

Note: Refer to Understanding Text Alternatives for more information.

used in an unusual or restricted way
words used in such a way that requires users to know exactly which definition to apply in

order to understand the content correctly
Example: The term "gig" means something different if it occurs in a discussion of music
concerts than it does in article about computer hard drive space, but the appropriate
definition can be determined from context. By contrast, the word "text" is used in a very
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specific way in WCAG 2.0, so a definition is supplied in the glossary.

user agent
any software that retrieves and presents Web content for users

Example: Web browsers, media players, plug-ins, and other programs — including

content.

user-controllable
data that is intended to be accessed by users

Note: This does not refer to such things as Internet logs and search engine monitoring
data.

Example: Name and address fields for a user's account.

user interface component
a part of the content that is perceived by users as a single control for a distinct function
Note 1: Multiple user interface components may be implemented as a single
programmatic element. Components here is not tied to programming techniques, but
rather to what the user perceives as separate controls.

Note 2: User interface components include form elements and links as well as
components generated by scripts.

Example: An applet has a "control" that can be used to move through content by line or
page or random access. Since each of these would need to have a name and be settable
independently, they would each be a "user interface component.”

video
the technology of moving or sequenced pictures or images

Note: Video can be made up of animated or photographic images, or both.

video-only

viewport
object in which the user agent presents content

include windows, frames, loudspeakers, and virtual magnifying glasses. A viewport may
contain another viewport (e.g., nested frames). Interface components created by the user
agent such as prompts, menus, and alerts are not viewports.

Note 2: This definition is based on User Agent Accessibility Guidelines 1.0 Glossary.

visually customized
the font, size, color, and background can be set

Web page
a non-embedded resource obtained from a single URI using HTTP plus any other
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resources that are used in the rendering or intended to be rendered together with it by a

Note 1: Although any "other resources" would be rendered together with the primary
resource, they would not necessarily be rendered simultaneously with each other.

Note 2: For the purposes of conformance with these guidelines, a resource must be "non-
embedded" within the scope of conformance to be considered a Web page.

Example 1: A Web resource including all embedded images and media.

Example 2: A Web mail program built using Asynchronous JavaScript and XML (AJAX).
The program lives entirely at http://example.com/mail, but includes an inbox, a contacts
area and a calendar. Links or buttons are provided that cause the inbox, contacts, or
calendar to display, but do not change the URI of the page as a whole.

Example 3: A customizable portal site, where users can choose content to display from a
set of different content modules.

Example 4: When you enter "http://shopping.example.com/" in your browser, you enter a
movie-like interactive shopping environment where you visually move around in a store
dragging products off of the shelves around you and into a visual shopping cart in front of
you. Clicking on a product causes it to be demonstrated with a specification sheet floating
alongside. This might be a single-page Web site or just one page within a Web site.
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available at http://www.w3.org/Graphics/Color/sRGB.html.
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Exhibit F
Wsﬁ‘ Techniques for WCAG 2.0
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PDF Techniques for WCAG 2.0

This Web page lists PDF Techniques from Techniques for WCAG 2.0: Techniques and Failures for
Web Content Accessibility Guidelines 2.0. Technology-specific techniques do not replace the general

techniques: content developers should consider both general techniques and technology-specific
techniques as they work toward conformance.

Publication of techniques for a specific technology does not imply that the technology can be used in
all situations to create content that meets WCAG 2.0 success criteria and conformance requirements.
Developers need to be aware of the limitations of specific technologies and provide content in a way
that is accessible to people with disabilities.

For information about the techniques, see Introduction to Techniques for WCAG 2.0. For a list of

techniques for other technologies, see the Table of Contents.
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PDF Technology Notes
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PDFS5: Indicating required form controls in PDF forms
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PDF Technology Notes

Introduction

The Portable Document Format (PDF) is a file format for representing documents in a manner
independent of the application software, hardware, and operating system used to create them, as well
as of the output device on which they are to be displayed or printed. PDF files specify the appearance
of pages in a document in a reliable, device-independent manner. The PDF specification was
introduced by Adobe Systems in 1993 as a publicly available standard. In July 2008, PDF 1.7 became
an ISO standard (ISO 32000-1) [ISO32000].

Of note for accessibility is PDF/UA (Universal Accessibility) which became an ISO Standard in July
2012, and was updated in 2014 (ISO 14289-1:2014 (See PDF/UA (ISO 14289-1:2014).) The scope of
PDF/UA is not meant to be a techniques (how-to) specification, but rather a set of guidelines for

creating more accessible PDF. The specification describes the required and prohibited components
and the conditions governing their inclusion in or exclusion from a PDF file in order for the file to be
available to the widest possible audience, including those with disabilities. The mechanisms for
including the components in the PDF stream are left to the discretion of the individual developer,
PDF generator, or PDF viewing agent. PDF/UA also specifies the rules governing the behavior for a
conforming reader.

PDF Accessibility Support

PDF includes several features in support of accessibility of documents to users with disabilities. The
core of this support lies in the ability to determine the logical order of content in a PDF document,
independently of the content's appearance or layout, through logical structure and Tagged PDF.
Applications can extract the content of a document for presentation to users with disabilities by
traversing the structure hierarchy and presenting the contents of each node. For this reason, producers
of PDF files must ensure that all information in a document is reachable by means of the structure
hierarchy.

Logical Structure

PDF's logical structure features (introduced in PDF 1.3) provide a mechanism for incorporating
structural information about a document's content into a PDF file. Such information might include,
for example, the organization of the document into chapters, headings, paragraphs and sections or the
identification of special elements such as figures, tables, and footnotes. The logical structure features

are extensible, allowing applications that produce PDF files to choose what structural information to
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include and how to represent it, while enabling PDF consumers to navigate a file without knowing
the producer's structural conventions.

PDF logical structure shares basic features with standard document markup languages such as
HTML, SGML, and XML. A document's logical structure is expressed as a hierarchy of structure
elements, each represented by a dictionary object. Like their counterparts in other markup languages,
PDF structure elements can have content and attributes. In PDF, rendered document content takes
over the role occupied by text in HTML, SGML, and XML.

A PDF document's logical structure is stored separately from its visible content, with pointers from
each to the other. This separation allows the ordering and nesting of logical elements to be entirely
independent of the order and location of graphics objects on the document's pages.

The logical structure of a document is described by a hierarchy of objects called the structure
hierarchy or structure tree. At the root of the hierarchy is a dictionary object called the structure tree
root, located by means of the StructTreeRoot entry in the document catalog. See Section 14.7.2,
("Structure Hierarchy") in PDF 1.7 (ISO 32000-1): Table 322 shows the entries in the structure tree
root dictionary. The K entry specifies the immediate children of the structure tree root, which are

structure elements.

Tagged PDF

Tagged PDF (PDF 1.4) is a stylized use of PDF that builds on PDF's logical structure framework. It
defines a set of standard structure types and attributes that allow page content (text, graphics, and
images) to be extracted and reused for other purposes. It is intended for use by tools that perform the

following types of operations:

¢ Simple extraction of text and graphics for pasting into other applications.

e Automatic reflow of text and associated graphics to fit a page of a different size than was
assumed for the original layout.

¢ Processing text for such purposes as searching, indexing, and spell-checking.

e Conversion to other common file formats (such as HTML, XML, and RTF) with document
structure and basic styling information preserved.

e Making content accessible to people who rely on assistive technology.

PDF File Production and Accessibility

PDF files may be produced either directly by application programs or indirectly by conversion from
other file formats or imaging models. In addition, tools exist for inspecting, checking, and repairing
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PDF files for accessibility. The following sections provide representative lists of applications and
tools typically used for these functions.

These notes do not, and cannot, provide an exhaustive list, nor do they endorse particular applications
and tools. Rather they provide a snapshot of tools in fairly wide use at the time the WCAG Working
Group undertook to review and publish techniques for producing PDF documents. As with any
software, application support for PDF accessibility will vary with different versions, with the
formatting requirements of specific PDF documents, and with actual usage of the application. That is,

the tools can be used properly to produce appropriate tags, etc..

In general, newer tools will provide greater support than earlier ones. The tools' vendors are the
source of authoritative information about their support for PDF accessibility.

Generating PDF Files

Many applications can generate PDF files directly, and some can import them as well. This direct
approach is preferable, since it gives the application access to the full capabilities of PDF, including
the imaging model and the interactive and document interchange features. Alternatively, applications
that do not generate PDF directly can produce PDF output indirectly. There are two principal indirect
methods:

e The application describes its printable output by making calls to an application programming
interface (API) such as GDI in Microsoft® Windows® or QuickDraw in the Apple Mac OS. A
software component called a printer driver intercepts these calls and interprets them to generate
output in PDF form.

e The application produces printable output directly in some other file format, such as PostScript,
PCL, HPGL, or DVI, which is converted to PDF by a separate translation program.

Although these indirect strategies are often the easiest way to obtain PDF output from an existing
application, the resulting PDF files may not make the best use of the high-level PDF imaging model
relied upon to expose the semantics of the document. This is because the information embodied in the
application's API calls or in the intermediate output file often describes the desired results at too low
a level. Any higher-level information maintained by the original application has been lost and is not
available to the printer driver or translator.

For example, since the printer driver or translator targets correct visual output, information about the
semantics of the document may not be sent at all or may be ignored when creating the PDF output.
As a result, headings may not be tagged as such, or link text may not be associated with its link
object. Check with the vendor of any PDF authoring tool in order to understand how to use the tool in
a way that produces the best tagged output.
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PDF Authoring Tools that Provide Accessibility Support
e Adobe Acrobat's PDFMaker - PDFMaker is part of Adobe Acrobat which adds macros to many

business applications such as Microsoft Office, AutoCAD and Lotus Notes that support the
conversion of content from the original format to tagged PDF.

e Adobe FrameMaker - Desktop publishing application from Adobe Systems that directly exports
tagged PDF and provides support for alternative text descriptions.

e Adobe InDesign - Page layout and desktop publishing application from Adobe Systems that
directly exports tagged PDF and provides support for alternative text descriptions.

e Adobe LiveCycle Designer - Windows-based forms design application from Adobe Systems that
directly exports tagged PDF interactive forms and provides support for alternative text

descriptions; can be invoked standalone or from within Acrobat Pro.

e LibreOffice - Open-source word processing software from The Document Foundation that can
export tagged PDF.

e Lotus Symphony Documents - Word-processing software from IBM that can export tagged PDF.
e Microsoft® Word - Word processing application from Microsoft Corporation that can export
tagged PDF using the save as XPS or PDF utility.

¢ OpenOftice.org Writer - Open source word-processing software from Sun Microsystems Inc.
that can export tagged PDF using the Export as PDF utility.

e CommonLook Office for Microsoft Office from Netcentric Technologies is an add-in to
Microsoft® Word and PowerPoint that makes it possible to create tagged PDF documents.
CommonLook Office provides tools to allow content authors to run accessibility tests in the
Microsoft Word and PowerPoint environments and to remediate accessibility issues prior to
conversion to PDF.

e Xenos Axess™ for Accessible Statements - PDF software integrates with an organization's
existing enterprise content management (ECM) infrastructure to capture high-volume print
streams and automatically transform them into tagged PDFs.

e WordPerfect® Office - Word-processing software from Corel that can be used to create, mark
up, and share tagged PDF documents.

e Microsoft Office 10 - a suite of desktop office applications that creates tagged PDF.

Note: Care should be taken when choosing PDF creation tools from the many available, as some
may not support creation of tagged PDF files.

Accessibility Checking and Repair

Adobe Acrobat Pro. Adobe Acrobat Pro is an application that creates and edits PDF files. It has a
number of tools for evaluating and repairing the accessibility of PDF files, including access to the

structure root through the tags panel, the ability to directly manipulate the reading order through the
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order panel, a built-in accessibility checker, and the Touch Up Reading Order tool which provides a
graphical mechanism for assessing and repairing the accessibility of a PDF document.

Commonlook™ PDF. Commonlook PDF. Commonlook PDF is a plug-in for Adobe Acrobat Pro
from Netcentric Technologies. CommonLook PDF helps identify, report and correct the most
common accessibility problems, including the proper tagging of images, tables, forms and other non-
textual objects.

API Inspection Tools

e aDesigner - a disability simulator from the Eclipse Foundation that helps designers ensure that
content is accessible and usable by visually impaired users.

e inspect32 - part of the Microsoft Windows Software Development Kit (SDK) that allows
developers and testers to examine the accessible properties of Ul components.

e PDDOMView - part of Acrobat Accessibility 9.1.zip which contains files that can be used by
Windows clients of the accessibility interfaces described in the Accessibility API Reference
document.

e UlSpy - part of the Microsoft Windows Software Development Kit (SDK) that allows
developers and testers to view and interact with the user interface (UI) elements of an

application.

User Agents
PDF User Agents with accessibility support include:

e Adobe Acrobat Pro - PDF Authoring Tool, Editor, and Viewer from Adobe Systems which is
compatible with MSAA devices on the Windows platform. Has a number of built in accessibility
features including text to speech (Read Out Loud), high contrast display, reflow for large print
display, auto scroll, accessibility full check, accessibility quick check, touch up reading order
tool, and an accessibility setup assistant.

e Adobe Reader — Freely distributed PDF Viewer from Adobe Systems which is compatible with
MSAA devices on the Windows platform. Has a number of built in accessibility features
including text to speech (Read Out Loud), high contrast display, reflow for large print display,
auto scroll, accessibility quick check, and an accessibility setup assistant.

e Kurzweil 3000™ - a comprehensive reading, writing and learning software solution from

Kurzweil Educational Systems® which reads PDF files using text to speech facilities.
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Adobe Reader and Acrobat Support for Accessibility APIs

Adobe provides methods to make the content of a PDF file available to assistive technology such as
screen readers:

¢ On the Microsoft® Windows® operating system, Acrobat and Adobe Reader export PDF
content as Component Object Model (COM) objects. Accessibility applications such as screen
readers can interface with Acrobat or Adobe Reader in two ways:

o Through the Microsoft Active Accessibility (MSAA) interface, using MSAA objects that
Acrobat or Adobe Reader exports

o Directly through exported COM objects that allow access to the PDF document's internal
structure, called the Document Object Model (DOM).

¢ On UNIX® platforms, Adobe Reader supports the Gnome accessibility architecture. C-based
Accessibility Toolkit (ATK) interfaces are available.

The DOM and MSAA models are related, and developers can use either or both. Acrobat issues
notifications to accessibility clients about interesting events occurring in the PDF file window and
responds to requests from such clients. Recent versions of Acrobat and Reader have enhanced the

support for accessibility interfaces:

e MSAA interfaces are supported in Acrobat/Reader 5.0 and later.

e In Acrobat/Reader 6.0 and later, information about the underlying PDF structure is made
available through direct COM objects that represent the PDF DOM. The DOM accessibility
interfaces provide somewhat more extensive access.

¢ In Acrobat/Reader 7.0 and later, ATK and expanded DOM support is available.

e The Linux®, Solaris™, AIX®, and HP-UX versions of Adobe Reader implement C-based ATK
interfaces, allowing screen readers, screen magnifiers, and on-screen keyboards to query an
Accessibility Technology - Service Providers Interface (AT-SPI) registry for applications that are

accessible.

¢ The DOM has been expanded to provide enhanced caret, selection, and focus support, as well as
the new interfaces IPDDomDocument, ISelectText, and IPDDomNodeExt.

Assistive Technology Support
e JAWS 12 for Windows - screen reader from Freedom Scientific. Support for PDF started with
JAWS version 4.

e MAGic 11 - screen magnifier from Freedom Scientific

e NVDA 2011.1 - NonVisual Desktop Access, open source screen reader distributed by NV
Access. Providing feedback via synthetic speech and Braille, NVDA allows blind and vision-
impaired people to access and interact with the Windows operating system and many third party
applications.
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e Supernova Access Suite 12.02 — full screen reader offering magnification, speech, and Braille
support from Dolphin. Support for PDF started with HAL version 5.

e System Access To Go - screen reader from Serotek Corporation
e VoiceOver - screen reader for Mac OS X v10.6 Snow Leopard

¢ Window-Eyes 7.2 - screen reader from GW Micro. Window-Eyes was the first screen reader to
provide support for PDF files, in Window-Eyes 4.2.

e ZoomText 9.1 - screen magnifier and screen reader from Ai Squared, with support for Adobe
Acrobat and Reader:

o PDF documents can be read using both AppReader and DocReader (without special
settings)

o PDF documents can be read in all Windows operating systems (without special settings)

o AppReader and DocReader start instantly in Adobe Reader

o PDF documents can be read with greater accuracy and without paging delays

o PDF documents can be read in Internet Explorer (with the Adobe Reader plug-in)

o Special Adobe Reader settings are no longer needed to obtain optimal reading

Related References

e Adobe Accessibility Resource Center

e Adobe Acrobat Accessibility Training Resources

e Accessing PDF Documents with Assistive Technology

e PDF Specification Archives
e PDF 1.7 Reference: ISO approved copy of the ISO 32000-1

e PDF Accessibility API Reference - How AT developers can use Acrobat MSAA and IPDDom
interfaces to provide access to PDF content

e PDF/UA (ISO 14289-1:2012)
e PDF/UA Conformance Testing Model: The Matterhorn Protocol
e  WebAIM PDF Accessibility

e Create accessible PDFs using Microsoft Office 10

YR
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PDF1: Applying text alternatives to images with the Alt entry in PDF
documents

Applicability

Tagged PDF documents with images
This technique relates to:

e Success Criterion 1.1.1 (Non-text Content)

o How to Meet 1.1.1 (Non-text Content)
o Understanding Success Criterion 1.1.1 (Non-text Content)

User Agent and Assistive Technology Support Notes

See User Agent Support Notes for PDF1. Also see PDF Technology Notes.

Description

The objective of this technique is to provide text alternatives for images via an /Alt entry in the
property list for a Tag. This is normally accomplished using a tool for authoring PDF.

PDF documents may be enhanced by providing alternative descriptions for images, formulas, and
other items that do not translate naturally into text. In fact, such text alternatives are required for
accessibility: alternate descriptions are human-readable text that can be vocalized by text-to-speech
technology for the benefit of users with vision disabilities.

When an image contains words that are important to understanding the content, the text alternative
should include those words. This will allow the alternative to accurately represent the image. Note

that it does not necessarily describe the visual characteristics of the image itself but must convey the
same meaning as the image.

10
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Examples

Example 1: Adding an /Alt entry to an image using Adobe Acrobat 9 Pro's TouchUp Object Tool

This example is shown with Adobe Acrobat Pro. There are other software tools that perform
similar functions. See the list of other software tools in PDF Authoring Tools that Provide

Accessibility Support.

1. Choose Tools > Advanced Editing > TouchUp Object Tool

| Tools |Advanced ‘Window Help

Comment & Markup " b [y Muttimedia v <P C
Select & Zoom ¥

__ —

Advanced Editing k Select Object Tool

Typewriter |28 Bukkan
analysis U1 article Tool
Mulkirmedia ‘[ﬁ Crop Toaol
% Link Tool
TouchUp Text Toal
ﬁ TouchlUp Reading Crder Tool
v [ﬁr' TouchUp Chject Tool

Custarize Toaolbars, .,

2. Access the context menu for the image and choose Properties.
3. On the TouchUp Properties dialog, select the Tag tab.
4. On the Tag panel, type the text alternative in the Alternate Text text box.

TouchUp Properties

.Cnntent Tag |Te>d: |C|:|I|:|r |

Type: IInIinEShape

Title: |

Actual Text: I

ayoung girl sitking at the dining table in the living

room,
Alternate Text:

This example is shown in operation in the working example of Adding an /Alt entry to an
image.

11
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Example 2: Adding an /Alt entry to an image using Adobe Acrobat 9 Pro's TouchUp Reading Order
Tool

This example is shown with Adobe Acrobat Pro. There are other software tools that perform
similar functions. See the list of other software tools in PDF Authoring Tools that Provide

Accessibility Support.

1. Choose Tools > Advanced Editing > TouchUp Reading Order Tool

| Tools |Advanced ‘window Help

3 . . o
Comment 8 Markup T ﬁ MAultimedia - :_j:’ Ci

Select & Zoom r

__ P——

Advanced Editing h- Select Object Taal

Typewriter 2 |26 Bukkan

Analysis r Ul Article Tool
Mulkimedia k ‘Iﬂ Zrop Tool

%) Link Taal

TouchUp Text Toal

I % TouchUp Reading Crder Tool

Customize Toolbars., .,

The TouchUp Reading Order dialog will be displayed.
Right-click on the image and choose Edit Alternate Text.
The Alternate Text dialog will be displayed.

A

Type the text alternative in the Alternate Text text box.

Alternate Texkt

Alternate Text:

woung girl sitting on a chair at the dining
table

Con't Add Alt-Text
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Example 3: Adding an /Alt entry to an image in PDF documents generated using Microsoft Word

This example is shown with Microsoft Word. There are other software tools that perform

similar functions. See the list of other software tools in PDF Authoring Tools that Provide

Accessibility Support.

Word 2000-2003

1. Right-click on the image and choose Format Picture
2. Select the Web tab
3. Type the alternative text into the text box provided and then click OK.

Format Picture

Colors and Lines Size Lawouk Picture

Alkernative kext:

Photograph of a hand holding the T3x) 100 Cellular Phone From Customs
Communication|

Web browsers display alternative text while pictures are loading or if they
are missing, Web search engines use alkernative text to help find Web
pages. Alternative text is also used to assisk users with disabilities.

Word 2007

1. Right-click on the image and choose Size
2. Select the Alt Text tab
3. Type the alternative text into the text box provided and then click OK.

13
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Alt Text

Alternative text:

Fhotograph of the Tx-100 Custom Communications most popular
GSM ready mobile chong|

Web browsers display alternative text while pictures zre loading
or if they are missing. Web search engines use alternative text to
help find Web pages. Alternative Textis also used to assist users
with disabilities,

14
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Example 4: Adding an /Alt entry to an image in PDF documents generated using OpenOffice.org
Writer 2.2

This example is shown with Open Office.org Writer. There are other software tools that
perform similar functions. See the list of other software tools in PDF Authoring Tools that
Provide Accessibility Support.

1. Access the context menu for the image and choose Picture...
2. Select the Options tab
3. Type the alternative text into Alternate (Text Only) text box and click OK.

@

Picture ..
Options |Wrap IH*_-,fperIink | Picture |Cr-:|p | Borders | Background |Mau:ru:u |

Marmes

MName

Slternative (Text anly)

Previous link |<N|:|ne>

Mext link |<Nn:|ne:=-

Protect
[ Contents

[ Position
[ Size

Properties
Print

T | | T

15
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Example 5: Adding a text alternative to an image in a PDF document using an /Alt entry

The /Alt property used on an image of mountains with a moon and trees typically would be
used like this (typically accomplished by an authoring tool):

/Figure <</Alt (Sketch of Mountains with moon rising over trees) >>

The image might also be represented by a tag with a different name. A different name might be
used because the tag name is written in a language other than English or because a specific tool
uses a different name for some other reason. In this situation, it is also necessary that the
RoleMap contained within the StructTreeRoot for the PDF document contain an entry which
explicitly maps the name of the tag used for the image with the standard structure type used in
PDF documents (in this case, Figure). If the RoleMap contains only an entry mapping Shape
tags to Figure tags, the rolemap information would appear as follows:

/RoleMap << /Shape /Figure >>

In this case, the usage of the /Alt entry as follows would also be correct:

/Shape <</Alt (Crater Lake in the summer, with the blue sky, clouds and crater walls perfect

Note that the /Alt entry in property lists can be combined with other entries.

Resources

Resources are for information purposes only, no endorsement implied.

e Section 14.9.4 (Replacement Text) in PDF 1.7 (ISO 32000-1)

e Acrobat and Accessibility

e PDF Reference 1.6, 10.8.2 Alternate Descriptions
e PDF and Accessibility

16
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Related Techniques

e (394: Providing short text alternative for non-text content that serves the same purpose and

presents the same information as the non-text content

Tests

Procedure

1. Verify the images which need equivalents have /Alt entries on an enclosing tag by one of the
following:

o Read the PDF document with a screen reader, listening to hear that the equivalent text is
read when tabbing to the non-text object (if it is tabbable) or hearing the alternative text
read when reading the content line-by-line.

o Using a PDF editor, check that a text alternative is displayed for each image.

o Use a tool which is capable of showing the /Alt entry value, such as aDesigner, to open the
PDF document and view the GUI summary to read the text alternatives for images.

o Use a tool that exposes the document through the accessibility API and verify that images
have required text equivalents.

Expected Results

e Check 1 is true for each image in the document which needs a text equivalent.

If this is a sufficient technique for a success criterion, failing this test procedure does not necessarily
mean that the success criterion has not been satisfied in some other way, only that this technique has
not been successfully implemented and can not be used to claim conformance.

PDF2: Creating bookmarks in PDF documents

Applicability

Tagged PDF documents
17

https://www.w3.org/TR/WCAG20-TECHS/pdf 17/194


http://www.w3.org/TR/2016/NOTE-WCAG20-TECHS-20161007/G94
http://www.w3.org/TR/2016/NOTE-WCAG20-TECHS-20161007/G94

11/6/23, 11:04 AM PDF Techniques | Techniques for WCAG 2.0

This technique relates to:

e Success Criterion 2.4.5 (Multiple Ways)
o How to Meet 2.4.5 (Multiple Ways)

o Understanding Success Criterion 2.4.5 (Multiple Ways)

User Agent and Assistive Technology Support Notes

See User Agent Support Notes for PDF2. Also see PDF Technology Notes.

Description

The intent of this technique is to make it possible for users to locate content using bookmarks (outline
entries in an Outline dictionary) in long documents.

A person with cognitive disabilities may prefer a hierarchical outline that provides an overview of the
document rather than reading and traversing through many pages. This is also a conventional means
of navigating a document that benefits all users.

18
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Examples

Example 1: Converting a table of contents created with Microsoft Word 2007 and creating
bookmarks for Adobe Reader 9 and Acrobat 9 Pro

This example is shown with Microsoft Word and Adobe Acrobat Pro. There are other software
tools that perform similar functions. See the list of other software tools in PDF Authoring Tools

that Provide Accessibility Support.

1. Create a table of contents at the beginning of the Word document.

-

l:-u“':\ e = A& Testing-k
et

—4/1 Home Insert Page Layout References

(S Al Test - LiyInsert Endnate

- = Update Tahle EE Mext Footnote =
Table of Insert
Contents = Footrhote El Showe Motes

Table of Contents Footnotes

2. Use Save as... > Adobe PDF to convert the Word document to PDF, specifying both of the
following:

o Enable Accessibility and Reflow with Tagged Adobe PDF
o Convert Word Headings into Bookmarks

The table-of-contents entries in the converted document will be linked to the headings in the

document.

In addition, the headings will appear as PDF Bookmarks in the left-hand Navigation pane.

|§ Bookmarks

I L (" " &
= [*] ‘Header One
24 =% Header Twao for List
- & [l ; h - Contents
SELETUIEE B Header Do oo o v i s e

|[| Header Four
=% Another Header One
|[| Another Header Two for List

Header Twoforlist ... .
Header Three Text ...
Another HeaderQOne_..____.. .

Another Header Two for List. ... ...

If the document provides a glossary and/or index, these sections should have headings that
appear in the table of contents (and thus as bookmarks in the Navigation pane). The table of

19
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contents also should be marked up with a heading so it is bookmarked as well.

If this markup has not been done in the authoring tool, Adobe Acrobat Pro can be used to

provide the tags. See PDF9: Providing headings by marking content with heading tags in PDF

documents if you need to modify converted headings or add new ones.

This example is shown in operation in the working example of creating bookmarks with Word
2007.

20
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Example 2: Converting a table of contents created with OpenOffice.org Writer 2.2 and creating
bookmarks for Adobe Reader 9 and Acrobat 9 Pro

This example is shown with OpenOffice.org Writer and Adobe Acrobat Pro and Reader. There
are other software tools that perform similar functions. See the list of other software tools in

PDF Authoring Tools that Provide Accessibility Support.

1. Create a table of contents at the beginning of the OpenOftice.org Writer document:

o Insert > Indexes and Tables... > Indexes and Tables > Insert Index/Table

2. Use File > Export as PDF... to convert the document to PDF, specifying Tagged PDF in
the Options dialog.

2 Untitled 1 - DpenOffice.arg YWifriter

File Edit Wiew Insert Format Table Tools Window Help
P i = (& =L (3| AS = == -
22 H= SIS - B¢ - @SE-w
- @ Contents1 [>| il =] 11 [~ f u E = =
Ly flee b eed =] O @ W EH esc =D [l
— Insert Index/Tahle
(i
Index/Table | Entries ISt},ers | Calumns
Twpe and title
Title fFable of Contents
- Table of Contents :
HEADING 1 1 Type |Tah|e of Contents
Heeoma 1.1 A —
ENTRY, 1 || Protected against
Heeoma 12 A
Create index/table -
HEADIMG 1 ¢ Mertire d .
- ThE b te conk attiom te Mretehaper Th & 3 wer dirconyenty, or [ERHEELOCHIIE
: S Create from
— This b the coniertiom chapier 1.1, This b the eving o the bl ofcorent. [] Cutline
HEADING 2.2 [] Additional Shyles
: This k& the conieattrom chaper 1.2, Ths kewoond b amals eriy.
; [¥] Index marks
i
: Tabk 1:Thk b bk 1
L
: | oK
(ma]

The table-of-contents entries in the converted document will be linked to the headings in the
document, and will appear as PDF Bookmarks in the left-hand Navigation pane. The

https://www.w3.org/TR/WCAG20-TECHS/pdf

21

21194



11/6/23, 11:04 AM PDF Techniques | Techniques for WCAG 2.0

OpenOffice.org Table of Contents and Bookmarks look the same as they appeared in Example
1.

This example is shown in operation in the working example of creating bookmarks with
OpenOffice Writer.

22
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Example 3: Adding bookmarks using Adobe Acrobat 9 Pro after conversion

This example is shown with Adobe Acrobat Pro. There are other software tools that perform
similar functions. See the list of other software tools in PDF Authoring Tools that Provide

Accessibility Support.

After conversion to tagged PDF, you may decide to add bookmarks that were not automatically
generated. Like the converted bookmarks, tagged bookmarks use the underlying structural
information in the document.

1. In the Bookmarks panel, choose the options menu, then choose New Bookmarks From
Structure...

2. From the Structure Elements dialog, select the elements you want specified as tagged
bookmarks.

The image below shows the Bookmarks options menu.

Bookmarks

Mews Bookmark Ctrl+B

Mew Bookrmarks from Structure..,
Expand Current Bookrmark
Collapse Top-Lewel Bookmarks

¥ Highlight Current Bookrmark
Hide After Lse

Text Size

Go to Bookmark

Print Page(s)

Cut

Paste under Selected Bookmark
Paste after Selected Bookmark
Delete Bookmarkis)

et Bookmark Destination
Renarme Bookmark

Use Current Sppearance as Mew Default

v Wrap Long Bookrmarks

Properties...

T T YT

The next image shows the selection of links in the document for bookmarking.

23

https://www.w3.org/TR/WCAG20-TECHS/pdf 23/194



11/6/23, 11:04 AM PDF Techniques | Techniques for WCAG 2.0

Bookmarks

Structure élements

Structure

H1
H?2
p
Sect
Span

cedl Aawl

3

Underline

Select &l ] | Clear &l ]

THRS3In TEEL

(] .4 ] l Cancel

o

The tagged bookmarks are nested under a new, untitled bookmark. Access the context menu for
the new bookmark and select the Rename option to rename the new bookmark, as shown in the
following image.

|§ Bookmarks

I - ("
=] Header One Header One

2.5 = Iﬂ Header Two for List Lorem ipsum dolor sit amet, consectetur adipist
Bl |E| Header Three Text sapien. Vivamus 2u mi velit, sit amet lacinia tort
Header Four

velit leo pretium mauris, nec ultrices lacus ligule
eu sagittis pellentesque, torter risus dictum null

=% Ancther Header One
K| Another Header Two for List Header Two for List

Mulla a justo necrisus malesuada -

=¥ Links

WCAG2.0 +  WCAG2.0 Lorem ipsum dolor sit amet, ¢
* Nulla sagittis magna at lacus adipiscing
* Nullam aest eget ipsum egestas tristigL

Header Three Text

This example is shown in operation in the working example of creating bookmarks with
Acrobat Pro.
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Example 4: Creating bookmarks with the outline hierarchy

The following code fragment illustrates part of an outline hierarchy used to create bookmarks
This is typically accomplished by an authoring tool.

121 © obj
<< /Type /Outlines
/First 22 @ R
/Last 29 @ R
/Count 6
>>
endobj
22 @ obj
<< /Title (Applying Guerrilla Tactics to Usability Testing by People with Disabilities)
/Parent 21 @ R
/Next 29 @ R
/First 25 @ R
/Last 28 @ R
/Count 4
/Dest [3 @ R /XYZ © 792 9]
>>
endobj
25 @ obj
<< /Title (Getting started)
/Parent 22 @ R
/Next 26 @ R
/Dest [3 @ R /XYZ null 701 null]
>>

endobj

Resources

Resources are for information purposes only, no endorsement implied.

e Section 12.3.3 (Document Outline) in PDF 1.7 (ISO 32000-1)
e PDF and Accessibility

Related Techniques

e (G64: Providing a Table of Contents
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Tests

Procedure

1. Check that the Bookmarks panel displays bookmarks.
2. Check that the bookmarks link to the correct sections in the document.

Expected Results

e Check #1 and Check #2 are true.

If this is a sufficient technique for a success criterion, failing this test procedure does not necessarily
mean that the success criterion has not been satisfied in some other way, only that this technique has
not been successfully implemented and can not be used to claim conformance.

R

PDF3: Ensuring correct tab and reading order in PDF documents

Applicability

Tagged PDF documents

This technique relates to:

Success Criterion 1.3.2 (Meaningful Sequence)
o How to Meet 1.3.2 (Meaningful Sequence)
o Understanding Success Criterion 1.3.2 (Meaningful Sequence)

Success Criterion 2.1.1 (Keyboard)
o How to Meet 2.1.1 (Keyboard)

o Understanding Success Criterion 2.1.1 (Keyboard)

Success Criterion 2.1.3 (Keyboard (No Exception))
o How to Meet 2.1.3 (Keyboard (No Exception))

o Understanding Success Criterion 2.1.3 (Keyboard (No Exception))

Success Criterion 2.4.3 (Focus Order)
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o How to Meet 2.4.3 (Focus Order)

o Understanding Success Criterion 2.4.3 (Focus Order)

User Agent and Assistive Technology Support Notes

See User Agent Support Notes for PDF3. Also see PDF Technology Notes.

Description

The intent of this technique is to ensure that users can navigate through content in a logical order that
is consistent with the meaning of the content. Correct tab and reading order is typically accomplished
using a tool for authoring PDF.

For sighted users, the logical order of PDF content is also the visual order on the screen. For
keyboard and assistive technology users, the tab order through content, including interactive elements
(form fields and links), determines the order in which these users can navigate the content. The tab

order must reflect the logical order of the document.

Logical structure is created when a document is saved as tagged PDF. The reading order of a PDF
document is determined primarily by the tag order of document elements, including interactive
elements, but the order of content within individual tags is determined by the PDF document’s
content tree structure.

If the reading order is not correct, keyboard and assistive technology users may not be able to
understand the content. For example, some documents use multiple columns, and the reading order is
clear visually to sighted users as flowing from the top to the bottom of the first column, then to the
top of the next column. But if the document is not properly tagged, a screen reader may read the
document from top to bottom, across both columns, interpreting them as one column.

The simplest way to ensure correct reading order is to structure the document correctly in the
authoring tool used to create the document, before conversion to tagged PDF. Note, however, that
pages with complex layouts with graphics, tables, footnotes, side-bars, form fields, and other
elements may not convert to tagged PDF in the correct reading order. These inconsistencies must then
be corrected with repair tools such as Acrobat Pro.

When a PDF document containing form fields has a correct reading order, all form fields are
contained in the tab order in the appropriate order, and in the correct order relative to other content in
the PDF. Common tab-order errors include:

e Form fields missing from the tagged content.
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¢ Form fields in the wrong location in the PDF content; e.g., at the end of non-interactive content.

Examples

Example 1: Creating a 2-column document using Microsoft Word 2007

This example is shown with Microsoft Word. There are other software tools that perform
similar functions. See the list of other software tools in PDF Authoring Tools that Provide

Accessibility Support.

Multi-column documents created using Word's Page Layout > Columns... tool typically are in
the correct reading order when converted to tagged PDF. The image below shows Word's

Columns tool.

Insert Page Layout References Mailings Review View Acrobat
px Ij %= Breaks ~ 4] Watermark =~ | Indent Spacing
=) ¥ Line Numbers ~ | <4 Page Color~ | 25 Left: 0" > || $= Before
largins Orientation Size |Columns| __ y B g | =
- - - - be Hyphenation ~ Q Fage Borders | =% Right: 0~ - || 4= After
Page 5¢ ET- Page Background Paragraph
= One [
=5 Two
Three
= Left
Appl nd that
Lorem| |=E ol nsectetur adipiscing elit. Nuncsed velit in mi molestie
sapien __ amet lacinia tortor. Aenean sollicitudin, metus vitae [;
== | More Columns... ! L

velit | spremerrrmeerereeeeitrices lacus ligula at elit. Inrutrum viverra aliguam. Cr

eu sagittis pellentesgue, tortor risus dictum nulla, eu ornare nuncnisl eget ligula.

This example is shown in operation in the working example of 2-column document using Word
2007 (Word file) and working example of 2-column document using Word 2007 (PDF file).
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Example 2: Creating a 2-column document using OpenOffice.org Writer 2.2

This example is shown with OpenOffice.org Writer. There are other software tools that perform
similar functions. See the list of other software tools in PDF Authoring Tools that Provide

Accessibility Support.

Multi-column documents created using OpenOffice.org Writer's Format > Columns... tool
typically are in the correct reading order when converted to tagged PDF. The image below
shows Writer's Columns tool.

View Insert Format Table Tools Window Help

] 4 B =M A -
sHa B8R VE IR & 00 88 v Ho B
ext body TimesNewRoman  [»] 12 [+] B 7 U === £
a L J].- 4 J.2 L J.3 L J.4 L L 5 4 L 6 L J.d-
1 Columns
Application fa|| setings
Lorem ipsum dolor sk amet ¢ — =So[=C|E=
zapien. Vivamus eu mi velit, Lolumns — == l==|l==
vllame orper, velit leo preti 2 - = ===l ===—
dignissim, tellus 2u sagittis = — ===ll==ll==
Evenly distribute contents to all columns
List Width and spacing
Nulla a justo nec risus malesis Eollimn
. Lorem ipsum deler =it
HE Width 346" ; 346"
. Mulla sagittis magna at
. Mullam a est eget ipsun Spacing 0.00" =
[¥] AutoWidth
Header Oﬂe Separator line
Cras rutrum molli= nunc, ul :
odio at urna lacinia fa-m'lisis‘q 2 [None =]
sodalez vel massa. Phazellus -
02s
Pellentesque sapien lacus, alig —
y |T|:r: |
Another list
_——m

This example is shown in operation in the working example of 2-column document using
OpenOffice Writer (OpenOffice file) and working example of 2-column document using
OpenOffice Writer (PDF file).

29

https://www.w3.org/TR/WCAG20-TECHS/pdf

29/194


https://www.w3.org/WAI/WCAG20/Techniques/working-examples/PDF3/reading-order-2cols-oo.odt
https://www.w3.org/WAI/WCAG20/Techniques/working-examples/PDF3/reading-order-2cols-oo.odt
https://www.w3.org/WAI/WCAG20/Techniques/working-examples/PDF3/reading-order-2cols-oo.pdf
https://www.w3.org/WAI/WCAG20/Techniques/working-examples/PDF3/reading-order-2cols-oo.pdf

11/6/23, 11:04 AM PDF Techniques | Techniques for WCAG 2.0

Example 3: Setting the tab order for one or more pages using Adobe Acrobat 9 Pro

This example is shown with Adobe Acrobat Pro. There are other software tools that perform

similar functions. See the list of other software tools in PDF Authoring Tools that Provide

Accessibility Support.

In a tagged PDF document:

1. Open the Pages panel by either:
o Clicking the Pages icon

o Or selecting View > Navigation Panels > Pages

2. Select one or more page thumbnails.
3. Access the context menu for the selected thumbnail(s) and select Page Properties...
4. Select the Tab Order tab in the Page Properties dialog.
5. Ifneeded, select a tab order option:
Option Description
Use Row Tabs from the upper left field, moving first left to right and then down, one
Order table row at a time.

Use Column  Tabs from the upper left field, moving first from top to bottom and then across
Order from left to right, one table column at a time.

For tagged documents, moves in the tag order specified by the authoring

Use Document 2PPlication.

Note: This is usually the correct reading order and will be selected by

Structure
default for tagged documents.
If the document was created using an earlier version of Acrobat Pro, the tab
) order is Unspecified by default. With this setting, form fields are tabbed
Unspecified

through first, followed by links and then comments ordered by row. This may
not be correct reading order.
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This example is shown in operation in the working example of setting the tab order (Word file)

_Tah Order | Actions

I:reate E%J Carhine = .DLI I’"hll:uhnr:uh:- - -"..:j] 'Q.:-_rl_l_r'.:- - Aﬁ N Ta T

| Page Propetties

(70 Use Row Order

(70 Use Colurnn Qrder

71 Unspecified

iterns an a page.

@ Use Document Structure

Choose one of the ahowve options to
setthe arder for tabbing through

Ok

=

|E—| Ervrrz

ir
=
ki

"_|||"I

u(

and working example of setting the tab order (PDF file).

https://www.w3.org/TR/WCAG20-TECHS/pdf

31

T T O T e oY

Wlll he sut:uec:ttl:l greater fatlgue tha

31/194


https://www.w3.org/WAI/WCAG20/Techniques/working-examples/PDF3/reading-order.docx
https://www.w3.org/WAI/WCAG20/Techniques/working-examples/PDF3/reading-order.pdf

11/6/23, 11:04 AM PDF Techniques | Techniques for WCAG 2.0
Example 4: Repairing the reading order using the Tags panel in Adobe Acrobat 9 Pro

This example is shown with Adobe Acrobat Pro. There are other software tools that perform
similar functions. See the list of other software tools in PDF Authoring Tools that Provide
Accessibility Support (http://trace.wisc.edu/wcag_wiki/index.php?
title=PDF_Technology Notes).

To correct the reading order in Example 5, use the Tags panel, and either

e Drag-and-drop the H1 tag to precede the required-field text (tagged H2), or
e Cut-and-paste the H2 tag to follow the H1 tag.

In the following image, the reading order is correct for the text and header. That is, the content
elements H1 and H2 have been switched into the correct reading order.
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Application for this and that
Lorem ipsum dalor sit amet, consectetur adipiscing efit. Munc sed velit in mi
sapien. Vivamus eu mi velit, sit amet ladnia tortor. Aenean sollicitudin, metus

eu sagittis pellentesque, tortor risus dictumn nulla, 2u ornare nunc nisl eget ligul

List
Mulla a justo nec risus malesuada :

*  Loremn ipsum dolor sit amet, consectetur adipiscing elit.
*  Nulla sagittis magna at lacus adipiscing vulputate blandit libero hendre
*  Nullam a est eget ipsurn egestas wristique.

Pleasze complete the following form
* = required field

* Nama: |

* Email address: |

Telephone:

You will be contacted within a week_

After the form

Cras rutrum mollis munc, ullamcorper porta neque cursus consequat. Etiam ut
oddio at urna lacinia facilisis non scelerisgue nunc. Sad turpis libero, ultrices imp
sodales vel massa. Phasellus mattis felis a libero tincdunt consectetur ut vitae |

Pellentesque sapien lacus, aliquet varius vestibulum vitae, consactetur ut sapis

Another list
Phasellus mattis felis a libero tncidunt consactetur ut vitae ligula -

1. aenean ultrices mi at erat egestas vitae venenatis est acoumsan.
2. Nulla malesuada ipsum non nulla bibendum ac hendrerit ipsum eleifend.
3. Morbi porta imculis massa, sed scelerisque felis fringilla ornare.

4. Donec eleifend tellus at purus placerat pharetra.

Resources

welit leo pretium mauris, nec ultrices lacus ligula at elit. in nutrum viverra aigua ,f_b i

= Tags
EHE| <Sect>

PDF Techniques | Techniques for WCAG 2.0

Content Order Tags

E|<f3 <Hl>
5§ Application for this and that
1 «ps
E@ <H2=»
W List
1 <ps
<;5 L=
=S <H1>
¢ Please complete the following for
Elf;a <H2=
B * = required field
'ﬂ <P
'ﬂ P
1 <ps
B <Hz>

Resources are for information purposes only, no endorsement implied.

e Section 14.8 (Tagged PDF) in PDF 1.7 (ISO 32000-1)
e PDF and Accessibility

e Making PDF documents accessible with Adobe Acrobat Pro
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Related Techniques

e G57: Ordering the content in a meaningful sequence

e (359: Placing the interactive elements in an order that follows sequences and relationships within

the content

e (202: Ensuring keyboard control for all functionality

Tests

Procedure

1. Verify that the content is in the correct reading order by one of the following:

o Read the PDF document with a screen reader or a tool that reads aloud, listening to hear
that each element is read in the correct order.

o Use a tool that exposes the document through the accessibility API, and verify that the
reading order is correct.

2. Verify that the tab order is correct for focusable content by one of the following:
o Use the tab key to traverse the focus order in the document.

o Use a tool that is capable of showing the page object entry that specifies the tab order
setting to open the PDF document and view the setting.

Expected Results

e #1 and Check #2 are true.

If this is a sufficient technique for a success criterion, failing this test procedure does not necessarily
mean that the success criterion has not been satisfied in some other way, only that this technique has
not been successfully implemented and can not be used to claim conformance.

R S
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PDF4: Hiding decorative images with the Artifact tag in PDF documents

Applicability

Tagged PDF documents
This technique relates to:

e Success Criterion 1.1.1 (Non-text Content)

o How to Meet 1.1.1 (Non-text Content)

o Understanding Success Criterion 1.1.1 (Non-text Content)

User Agent and Assistive Technology Support Notes

See User Agent Support Notes for PDF4. Also see PDF Technology Notes.

Description

The purpose of this technique is to show how purely decorative images in PDF documents can be
marked so that they can be ignored by Assistive Technology by using the /Artifact tag. This is
typically accomplished by using a tool for authoring PDF.

In PDF, artifacts are generally graphics objects or other markings that are not part of the authored
content. Examples of artifacts include page header or footer information, lines or other graphics
separating sections of the page, or decorative images.
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Examples

Example 1: Marking a background image as an artifact using Adobe Acrobat 9 Pro's TouchUp
Reading Order Tool

This example is shown with Adobe Acrobat Pro. There are other software tools that perform
similar functions. See the list of other software tools in PDF Authoring Tools that Provide

Accessibility Support.

The TouchUp Reading Order Tool can be used to mark an image as "Background," which
removes it from the document tag structure.

1. Open the TouchUp Reading Order Tool in Acrobat Pro: Advanced > Accessibility >
TouchUp Reading Order

2. Select the decorative image in the document

3. In the TouchUp Reading Order Tool, click the Background button to remove the selected

image from the tag structure

The screenshot below illustrates this example.
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This example is shown in operation in the working example of creating a decorative image
(Word file) and working example of marking a background image as an artifact (PDF file).

https://www.w3.org/TR/WCAG20-TECHS/pdf

PDF Techniques | Techniques for WCAG 2.0

TouchUp Reading Crder

Diraw a rectangle around the content
then click ane of the buttons below:

Texgt ] [ Figure

Headingl | | Tabile

]
Eormfield | | Figure/Caption |
]
]

Heading 2 ] [ Cell

Background

[¥] Show page content order
[¥] Show tabile cells
[¥] Show tables and figures n

[ Clear Page Structure... ] [ Show Order Panel ]

T ——
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Example 2: Marking an image as an artifact in a PDF document using an /Artifact tag or property

list
The PDF specification allows images to be marked as "artifacts" as defined in Section 14.8.2.2
(Real Content and Artifacts) in PDF 1.7 (ISO 32000-1). An artifact is explicitly distinguished
from real content by enclosing it in a marked-content sequence with the /Artifact tag.
/Artifact
IBMC ... EMC
or
/Artifact propertyList
|BDC ... EMC
The first is used to identify a generic artifact; the second is used for artifacts that have an
associated property list. Note, to aid in text reflow, artifacts should be defined with property
lists whenever possible. Artifacts lacking a specified bounding box are likely to be discarded
during reflow.
Property list entries for artifacts include Type, BBox, Attached, and Subtype.
Resources

Resources are for information purposes only, no endorsement implied.

e Section 14.8.2.2 (Real Content and Artifacts) in PDF 1.7 (ISO 32000-1)
e PDF and Accessibility

Tests

Procedure

1. For an image that is purely decorative, use one of the following to verify that it is marked as an
artifact:
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o Read the PDF document with a screen reader, listening to hear that the decorative image is
not announced when reading the content line-by-line.

o Using a PDF editor, make sure the decorative image is marked as an artifact.
o Reflow the document and make sure the decorative image does not appear on the page.

o Use a tool that is capable of showing the /Artifact entry or property list, such as aDesigner,
to open the PDF document and verify that decorative images are marked as artifacts.

o Use a tool that exposes the document through the accessibility API and verify that the
decorative image is not exposed through the APIL.

Expected Results
e #1istrue.

If this is a sufficient technique for a success criterion, failing this test procedure does not necessarily
mean that the success criterion has not been satisfied in some other way, only that this technique has
not been successfully implemented and can not be used to claim conformance.

PDF5: Indicating required form controls in PDF forms

Applicability

Tagged PDF documents with forms
This technique relates to:

e Success Criterion 3.3.1 (Error Identification)

o How to Meet 3.3.1 (Error Identification)

o Understanding Success Criterion 3.3.1 (Error Identification)

e Success Criterion 3.3.2 (Labels or Instructions)

o How to Meet 3.3.2 (Labels or Instructions)

o Understanding Success Criterion 3.3.2 (Labels or Instructions)

Note: This technique must be combined with other techniques to meet SC 3.3.2. See
Understanding SC 3.3.2 for details.
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e Success Criterion 3.3.3 (Error Suggestion)

o How to Meet 3.3.3 (Error Suggestion)

o Understanding Success Criterion 3.3.3 (Error Suggestion)

User Agent and Assistive Technology Support Notes

See User Agent Support Notes for PDF5. Also see PDF Technology Notes.

Description

The objective of this technique is to notify the user when a field that must be completed has not been
completed in a PDF form. Required fields are implemented using the /Ff entry in the form field's
dictionary (see Table 220 in Section 12.7 (Interactive Forms) of PDF 1.7 (ISO 32000-1). This is

normally accomplished using a tool for authoring PDF.

If errors are found, an alert dialog describes the nature of the error in text. This may be accomplished

through scripting created by the author (see, for example, SCR18: Providing client-side validation
and alert). User agents, such as Adobe Acrobat Pro and LiveCycle, can provide automatic alerts (as
described in the examples below).

Note: once the user dismisses the alert dialog, it may be helpful if the script positions the keyboard
focus on the field where the error occurred, although some users may expect the focus to remain on
the last control focused prior to the alert appearing. Authors should exercise care to ensure that any
movement of the focus will be expected. For example, if the alert announces a missing required
phone number, positioning the focus on the phone number field when the alert is dismissed can be
regarded as helpful and expected. In some cases, however, this may not be possible. If multiple input
errors occur on the page, another approach must be taken to error reporting. (See, for example, the
Adobe scripting resources.)

Ensuring that users are aware an error has occurred, can determine what is wrong, and can correct it
are keys to software usability and accessibility. Meeting this objective helps ensure that all users can

complete transactions with ease and confidence.

Labels for required form controls

It is also important that users are aware that an error may occur. You can incorporate this information
in labels; for example, "Date (required)" or the use of a red asterisk to indicate required fields. (Make
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sure that a legend appears on each form with required fields, e.g., "* = required field".) See PDF'10:

Providing labels for interactive form controls in PDF documents.

Examples

Example 1: Creating a required field in a PDF form using Adobe Acrobat 9 Pro

This example is shown with Adobe Acrobat Pro. There are other software tools that perform
similar functions. See the list of other software tools in PDF Authoring Tools that Provide

Accessibility Support.

1. Access the context menu of the field and select the Properties dialog.

2. If the field is required, check the Required box. This checkbox forces the user to fill in the
selected form field. If the user attempts to submit the form while a required field is blank,
an error message appears and the empty required form field is highlighted.

Text Field Properties & ng form.

General | Appearance I Options I Lctions I Forrmat I Walidate I Calculate|

rte wou are available

Tooltip iFirstname irequired) nggmat.

Cornrmon Properties

Form Field: | Visible - [ Read Only

Orientation: degrees Eﬂequired

1

Bt

This example is shown in operation in the working example of creating a required field in

Acrobat.
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Example 2: Creating a required field in a PDF form using Adobe LiveCycle Designer ES 8.2.1

This example is shown with Adobe LiveCycle Designer. There are other software tools that

perform similar functions. See the list of other software tools in PDF Authoring Tools that

PDF Techniques | Techniques for WCAG 2.0

Provide Accessibility Support.

1. Access the context menu of the form control, select Palettes, and select Object.
2. Select "User entered - Required" from the Type pulldown.

3. Enter an error message in the "Empty Message" field. This message appears when a user
tries to submit the form without entering a value in the required field.

If the user attempts to submit the form with a required field left blank, the Empty Message text

appears and the empty required field is highlighted.

The image below shows the Adobe LiveCycle Object palette with the required selection.

You can also add explicit text to the form label to indicate required fields (e.g., "(Required)").

https://www.w3.org/TR/WCAG20-TECHS/pdf

How To X ™,

¥

Ohieck Library - Fragment Library

| Object Library 'zl\ Fragmenk Library

| Dbject IEI\L\LayDut \l\ Accessibility

Field j Yalue \I-\Binding

Type: User Entered - Required

Default;
Empty Message:

You must enter your name.

Yalidation Pattern. .. ]

Walidation Pattern Message: [TIErrar

-~

Yalidation Script Message: [CErrar

-~

-
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This example is shown in operation in the working example of creating a required field in
LiveCycle Designer.
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Example 3: Adding a required text field in a PDF form using the /Tx field type and Ff flag

The following code fragment illustrates code that is typical for the object definitions for a
typical text field. Note that the text field is required, using the Ff flag. This is typically
accomplished by an authoring tool.

<< /AP -dict-
/DA /Helv © Tf @ g
/DR -dict-
/F ox4
/FT Tx % FT key set to Tx for Text Field
/Ff ox2
/P -dict-
/Rect -array-
/StructParent Ox1
/Subtype Widget
/T First % Partial field name First

/TU First name (required) % TU tool tip value serves as short description

e

5 Ff integer 0x2 value indicates required

/Type Annot
/V Pat Jones

<Start Stream>
BT
/P <</MCID @ >>BDC
/CS@ cs @ scn
/TTO 1 T
-0.001 Tc 0.003 Tw 11.04 © © 11.04 72 709.56 Tm
[(P)-6(le)-3(as)10(e)-3( )11(P)-6(rin)2(t)-3( Y)8(0)-7(u)2(r N)4(a)li(m)-6(e)]TI
@ Tc © Tw 9.533 0 Td
()73
-0.004 Tc 0.004 Tw 0.217 0 Td
[N -5(R)-4(e)5(q)-1(u)-1(i)-3(r)-3(e)-6(d)-1(\))]1T3I
EMC
/P <</MCID 1 >>BDC
0 Tc © Tw 4.283 0 Td
[C)-2¢ )13
EMC
/ArtifactSpan <</MCID 2 >>BDC
0.002 Tc -0.002 Tw 0.456 0 Td

()11 )11()12(_)11(__)11()12(__)11(__)11(__)11(_)]173
© Tc © Tw 13.391 @ Td

()73
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EMC
ET

<End Stream>

Resources

Resources are for information purposes only, no endorsement implied.

e Section 12.7 (Interactive Forms) in PDF 1.7 (ISO 32000-1)
e Adobe XML Forms Architecture (XFA)
¢ PDF and Accessibility

Related Techniques

e G83: Providing text descriptions to identify required fields that were not completed

e H90: Indicating required form controls using label or legend

e SCRI18: Providing client-side validation and alert

e PDF23: Providing interactive form controls in PDF documents

e PDF10: Providing labels for interactive form controls in PDF documents

e PDF22: Indicating when user input falls outside the required format or values in PDF forms

Tests

Procedure

For each form field that is required, verify that validation information and instructions are provided
by applying the following:

1. Check that the required status is indicated in the form control's label.
2. Leave the field blank and submit the form. Check that an alert describing the error is provided.

3. Use a tool that exposes the document through the accessibility API, and verify that the required
property is indicated.
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Expected Results

o #1,#2, and #3 are true.

If this is a sufficient technique for a success criterion, failing this test procedure does not necessarily
mean that the success criterion has not been satisfied in some other way, only that this technique has
not been successfully implemented and can not be used to claim conformance.

PDF6: Using table elements for table markup in PDF Documents

Applicability

Tagged PDF documents with tables
This technique relates to:

e Success Criterion 1.3.1 (Info and Relationships)

o How to Meet 1.3.1 (Info and Relationships)

o Understanding Success Criterion 1.3.1 (Info and Relationships)

User Agent and Assistive Technology Support Notes

See User Agent Support Notes for PDF6. Also see PDF Technology Notes.

Description

The purpose of this technique is to show how tables in PDF documents can be marked up so that they
are recognized by assistive technology. This is typically accomplished by using a tool for authoring
PDF.

Tabular information must be presented in a way that preserves relationships within the information
even when users cannot see the table or the presentation format is changed. Information is considered
tabular when logical relationships among text, numbers, images, or other data exist in two
dimensions (vertical and horizontal). These relationships are represented in columns and rows, and
the columns and rows must be recognizable in order for the logical relationships to be perceived.
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Tagged tables can be created using the Add Tags to Document feature in Adobe Acrobat, using the
Object Library in Adobe LiveCycle, or converting tables to PDF from a third-party application, such
as Microsoft Word. However, the resulting tables may not be tagged correctly and you should ensure
that table tagging issues are resolved.

Within PDF documents, a table uses the following structure types for table elements:

e A table element (7able).

¢ One or more table row elements(7R) which define each row of table cells as immediate children
of the Table element.

¢ One or more table header elements (7H) or table data elements (7D) as the immediate children

of each table row element.
e Cells that span two or more rows or columns should use the RowSpan or ColSpan attribute.

e For tables that contain blank cells, you may need to add empty 7D cells so that each row or
column has the same number of cells.
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Examples

Example 1: Creating tables in Microsoft Word 2007 that have correctly tagged headings when
converted to PDF

This example is shown with Microsoft Word. There are other software tools that perform
similar functions. See the list of other software tools in PDF Authoring Tools that Provide
Accessibility Support.

1. Access the table header row's context menu and select Table Properties...

2. Select the Row tab.

3. Check "Repeat as header at the top of each page" as shown in the following image.

Tablz Properties

[] spedy height: 12" —| Row heightis: |Atleast
Options

[ Allows row to break across pages
Repeat as header row at the top of each page

[fl‘ Previous Row ] [43' Mext Row

This example is shown in operation in the working example of tagged table headings in Word

2007.

Note: Microsoft Word can only mark up cells as column headings, not as row headings.
Only the first row can be marked as heading for all table columns. When the table has row

headings or a more complex heading structure, this mark-up must be added in a PDF
editor such as Acrobat Pro.
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Example 2: Creating tables in OpenOffice.org Writer 2.2 that have correctly tagged headings when
converted to PDF

This example is shown with OpenOffice.org Writer. There are other software tools that perform

similar functions. See the list of other software tools in PDF Authoring Tools that Provide
Accessibility Support.

1. Access the table's context menu and select Table...

2. Select the Table Format tab.

3. Check Repeat Heading and select "1" in the First Rows listbox as shown in the following
image.

Table Format l

|Table Text Flow |Co|umns| Borders IEackgmund

Allow table to split across pages and columns

Allow row to break across pages and columns
[] Keep with next paragraph
Repeat heading

The first |1 = | rows

Text direction |U5e superordinate chject settings

Alignment -

Vertical alignment |TDF' IE”

oK || Cancel || Help || Reset

This example is shown in operation in the working example of tagged table headings in
OpenOffice Writer.

Note: OpenOffice.org Writer can only mark up cells as column headings, not as row
headings. Only the first row can be marked as heading for all table columns. When the

table has row headings or a more complex heading structure, this mark-up must be added
in a PDF editor such as Acrobat Pro.
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Example 3: Modifying table tags using the Tags tab in Adobe Acrobat 9 Pro

This example is shown with Adobe Acrobat Pro. There are other software tools that perform
similar functions. See the list of other software tools in PDF Authoring Tools that Provide
Accessibility Support.

To check that a converted document with tables has correct table tagging:

¢ In the View menu, select Navigation Panel, then select Tags.

Example table

This sac tion contains a sampl= @ b= showing num)
schook.

Schoal

MNorth ElmScheo |

EHEH «<Table>
EHER <TR:-
B <TDs
BHEH <TD»
o <TD=

Cantral School

Hilltep & heol

¥ PathPathPathPathPathPathPat|
FHEE TR F

BHEEH <TR>

| PR TR~
1

Note that in this case, the table headers were not formatted as illustrated in Examples 1 and 2,
and are marked as data cells (7D). To change these to TH tags:

1. On the Tags tab, open the table row that contains the header cells, as shown on the image
above.

2. Select on the first data cell and select Properties...

3. On the Tags tab in the Properties dialog, use the Type dropdown to change Table Data
Cell to Table Header Cell.

4. Repeat for all the table header cells in the first table row.
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Example table
This sactioncontainsa sample @ b= showing q-l =P =
schooks.
EHEH <Tables
5 hool Gmde 1 | Gmd=2 |5
EHEES <TR:
North Elm&heol = )
=5 <TH>
Cantrl ool 19 =
B <TH> |
Hilkop School 15
B =TD>

Touchlp Properties

FHES <TD=
80 <TD> | | Content| Tag | Text | Color |
BHEH «<TD >
B <TD Type:  Table Data Cell
B¢ PathPa Cluate
FEE <TR> Title:  peference
FEH LTR» Section
== Actual Text: Span
1 Tahle
- Table Data Cell
Alternate Text  WEEE SEEE ]

Tahle Of Contents
Tahle Of Cantents Itern
Tahle Rowr

j(NR

Language:

EditTag.. | | EditAttribute Objects..

This example is shown in operation in the working example of tagged table headings in

Acrobat.
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Example 4: Marking up a table using table structure elements

The following code fragment illustrates code that is typical for a simple table (header row and
data row) such as shown in Examples 1-3:

95 0 obj %Structure element for a table
<<
/A 39 @ R
/K[96 © R 101 @ R 106 @ R 111 @ R]
/P 93 @ R
/S/Table %standard structure type is table
>>
endobj
96 © obj %Structure element for a table row
<<
/K[97 @ R 98 © R 99 © R 100 0 R]
/P 95 @ R
/S/TR %standard structure type is table row
>>
endobj
97 © obj %Structure element for a table header
<</A[23 @ R 120 0 R]
/K 1
/P 96 @ R
/S/TH %standard structure type is table head
/Pg 8 @ R
>>
endobj
104 0 obj %Structure element for table data (cell contents)
<<
/A 29 @ R
/K 7
/P 101 @ R
/S/TD %standard structure type is table data
/Pg 8 @ R
>>

endobj

Resources

Resources are for information purposes only, no endorsement implied.

e Section 14.8.4.3.4 (Table Elements) in PDF 1.7 (ISO 32000-1)
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e PDF and Accessibility

Related Techniques

e H51: Using table markup to present tabular information

e PDF20: Using Adobe Acrobat Pro's Table Editor to repair mistagged tables

Tests

Procedure

1. For each table, confirm one of the following:

o Read the PDF document with a screen reader, listening to hear that the tabular information
is presented in a way that preserves logical relationships among the table header and data
cells.

o Using a PDF editor, verify that the appropriate TR, TH, and TD tags are in the proper
reading order and hierarchy in the table tree.

o Use a tool which is capable of showing the table elements to open the PDF document, view
the table structure, and verify that it contains the appropriate TR, TH, and TD structures.

o Use a tool that exposes the document through the accessibility API, and verify that the table
structure contains the appropriate TR, TH, and TD structures, and that they are in the
proper reading order and hierarchy.

Expected Results

e #1 is true.

If this is a sufficient technique for a success criterion, failing this test procedure does not necessarily
mean that the success criterion has not been satisfied in some other way, only that this technique has
not been successfully implemented and can not be used to claim conformance.

$ s
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PDF7: Performing OCR on a scanned PDF document to provide actual
text

Applicability

Scanned PDF documents

This technique relates to:

¢ Success Criterion 1.4.5 (Images of Text)
o How to Meet 1.4.5 (Images of Text)
o Understanding Success Criterion 1.4.5 (Images of Text)

e Success Criterion 1.4.9 (Images of Text (No Exception))

o How to Meet 1.4.9 (Images of Text (No Exception))

o Understanding Success Criterion 1.4.9 (Images of Text (No Exception))

User Agent and Assistive Technology Support Notes

See User Agent Support Notes for PDF7. Also see PDF Technology Notes.

Description

The intent of this technique is to ensure that visually rendered text is presented in such a manner that
it can be perceived without its visual presentation interfering with its readability.

A document that consists of scanned images of text is inherently inaccessible because the content of
the document is images, not searchable text. Assistive technologies cannot read or extract the words;
users cannot select, edit, resize, or reflow text nor can they change text and background colors; and
authors cannot manipulate the PDF for accessibility.

For these reasons, authors should use actual text rather than images of text, using an authoring tool
such as Microsoft Word or Oracle Open Office to author and convert content to PDF.

If authors do not have access to the source file and authoring tool, scanned images of text can be
converted to PDF using optical character recognition (OCR). Adobe Acrobat Pro can then be used to
create accessible text.
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Examples

Example 1: Generating actual text rather than images of text using Adobe Acrobat 9 Pro

This example is shown with Adobe Acrobat Pro. There are other software tools that perform
similar functions. See the list of other software tools in PDF Authoring Tools that Provide

Accessibility Support.

This example uses a simple one-page scanned image of text. To ensure that actual text is stored
in the document, perform the following steps:

1.

Scan the document using as high a resolution as possible to improve the OCR
performance.

Load the scanned document in Acrobat Acrobat Pro. Select Document > OCR Text
Recognition > Recognize Text Using OCR...

In the next dialog, select the All Pages radio button under Pages (or Current Page if you
are converting only one page), and then select OK.

Under the Settings list, select Edit. In the next dialog, select Formatted Text and Graphics
in the PDF Output Style drop-down list. This is important for ensuring accessibility.

Depending on the resolution and how clear the text was, OCR converts images of words
and characters to actual text. Text that Acrobat Pro does not recognize is listed as an
"OCR suspect," or text element that Acrobat suspects was not recognized correctly.

To fix the suspects, choose Document > OCR Text Recognition > Find First OCR

Suspect. Acrobat Pro presents each suspect one at a time, which can be corrected using
Acrobat Pro touchup tools.

Run Advanced > Accessibility > Add Tags to Document
Test for accessibility: Advanced > Accessibility > Full Check...

Note: Alternatively, you can use Document > OCR Text Recognition > Find All OCR
Suspects to display all OCR suspects at the same time for faster editing.

The following image shows a scanned one-page document in Adobe Acrobat Pro.
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FLEEREEE Comments  Forms  Toaols Adwvanced  Window  Help

iea =E el qnalel " Secure v /ff‘( sign @ Forms = E bultimedia = ;_'r"’f
Background r

Witatermark k Ih QQ_"J,J "Eé ‘?,,}h = # 667% - i‘.'JA':'] |-.-+} L,_J

| EE L T |

Insert Pages L
Extract Pages..
Beplace Pages...
Delete Pages.., Shift+Ctrl +D CABBAGE VEGETAR

Split Document.., v round beef
divm anion, choppe

Crop Pages... Shift+Ctrl +T b ot cans b broth
Fotate Pages... Shift +Ctrl +R - T

i

Scan to POF » YYD HOMUNG DA WL VR
Dptirmize Scanned POF -.-..-Il.:-. it v hresd Mk
DCR Text Recognition Recognize Text Using OCE...

Recognize Text in Multiple Files Using QCR...

Feduce File Size...
Exarmine Document.., Find Eirst QCR Suspect |
Cormpare Documents... Find &l DCR Suspects t

Add Bookmark Ctrl+B ™

| bspif | n bone

P potaioes, diced and pan

A2 Attach a File...

The next image shows the converted content after adding tags to the document. It will probably
be necessary to use the TouchUp Reading Order tool and the Tags panel to tag the content
properly for the intended final document. For this example, the image of the spiral book
binding was tagged in the conversion. The TouchUp Reading Order tool was used to hide the
image as a background (decorative) image (see PDF4. Hiding decorative images with the
Artifact tag in PDF documents). The recipe titles were tagged as first level headers.
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Taon

Content Order | Tags @HHM;E VEGETABLE SOUP

EJ ground beet
medium onlon, chopped

2 16 0z cans beef broth

5§ CABBAGE VEGETAELE SOUP Lr.ndol
=¥ «p»

¢ IIb. ground beef 3 carrots, diced 1me
= @ <Hl> Fry ground beef with the onton untll be
Put all ingredients in a crock pot and cod
with a crusty bread Makes 4 servings.

1/2 - 34 head of cabbage, chopped

1-26 07 can tomato purese

5# KALE SOUP PomPerez
W <>
B <H1-

Bl CATT'C DD Il‘i:I ICCC €TYWI C CmmddC 3 @I.]: ﬁl}l][}

1 | 1]

F

r'gu onions, sliced

olive oil
1T butter
1/2 Ih. linguica
1/2 Ih. chorico
1 beef shin bone
4 potatoes, diced and parboiled
water

In a large pot, saute onons ol and by
pan. Sauté linguica and chortco. Rermof |
add onioms, lingiica, and chorien: and 3
C water. (NOTE: Beef broth may be subs |
\dd parboiled potatoes, beans, kale. bay| |
tomatoes. Simmer11/2 - 2 hours. Removena
Eehieal and serve. Makes 8-10 servirgs.

Note: Acrobat Pro may automatically add tags when the file is run through OCR.

This example is shown in operation in the working example of generating actual text and the
result of performing OCR.

Resources

Resources are for information purposes only, no endorsement implied.

e PDF and Accessibility
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Related Techniques

e (3140: Separating information and structure from presentation to enable different presentations

Tests

Procedure

1. For each page converted to text using OCR, ensure that the resulting PDF has been converted
correctly, using one of the following ways:

o Read the PDF document with a screen reader or a tool that reads aloud, listening to hear
that all text is read correctly and in the correct reading order.

o Save the document as text and check that the converted text is complete and in the correct
reading order.

o Use a tool that is capable of showing the converted content to open the PDF document and
verify that all text was converted and is in the correct reading order.

o Use a tool that exposes the document through the accessibility API and verify that all text
was converted and is in the correct reading order.

Expected Results

e #] is true.

If this is a sufficient technique for a success criterion, failing this test procedure does not necessarily
mean that the success criterion has not been satisfied in some other way, only that this technique has
not been successfully implemented and can not be used to claim conformance.

PDFS: Providing definitions for abbreviations via an E entry for a
structure element

Applicability

Tagged PDF documents containing abbreviations or acronyms
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This technique relates to:

¢ Success Criterion 3.1.4 (Abbreviations)

o How to Meet 3.1.4 (Abbreviations)

o Understanding Success Criterion 3.1.4 (Abbreviations)

User Agent and Assistive Technology Support Notes

See User Agent Support Notes for PDFS. Also see PDF Technology Notes.

Description

The objective of this technique is to provide an expansion or definition of an abbreviation for the first
occurrence of the abbreviation. For example, a reference to an abbreviation, such as "WCAG,"
should be available as "Web Content Accessibility Guidelines (WCAG)" on its first occurrence in a
document.

This is done by setting expansion text using an /E entry for a structure element, and is normally
accomplished using a tool for authoring PDF. A Span structure element is typically used to tag the
abbreviation, but the /E entry is valid with any structure element.

This technique is applicable for any abbreviation, including acronyms and initialisms. Note that on
the first occurrence of the abbreviation, both the abbreviation and the expansion text must be
provided. This will aid recognition of later use of the abbreviation.

PDF documents may be enhanced by providing expansions for abbreviations. In fact, such
expansions are required for accessibility to ensure understanding by people who have difficulty
decoding words; rely on screen magnification (which may obscure context); have limited memory; or
who have difficulty using context to aid understanding.
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Examples

Example 1: Adding an /E entry to an abbreviation using Adobe Acrobat 9 Pro's Tags panel

This example is shown with Adobe Acrobat Pro. There are other software tools that perform
similar functions. See the list of other software tools in PDF Authoring Tools that Provide

Accessibility Support.

In a tagged PDF document:

1. Select the Tags panel, using Views > Navigation Panes > Tags

2. Select the first instance of the abbreviated text that needs to be expanded. If the selected
text is part of a larger tag, access the Tags panel options menu, select Create Tag from
Selection, and create a new Span tag. In this example, the text "WCAG2" (within the
LBody tag) has been enclosed in a Span tag.

3. In the Tags panel, access the context menu for the spanned text and select Properties... to
open the TouchUp Properties dialog for the Span tag.

4. On the Content tab of the TouchUp Properties dialog, enter the expansion text, followed
by the originally selected text.

The following image illustrates this technique:
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Order | Tags

=47 <LBody>
H -
EF <Span>
B WCAG0

blestie feugiat eu et
itae laoreet ullamcc
. Cras dignissim, t

TouchUp Properties l

=

Content |Tag I Text

I Color |

Type: Container

Container Tag:

Structure Tag:  Span

Expansion Text:

Language:

Web Content Accessibility Guidelines (WCAG) 2.0

| Edit Dictionary... |

Close

This example is shown in operation in the working example of Providing definitions for

Abbreviations (Word document),

document).
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working example of Providing definitions for Abbreviations

(OpenOffice document), and working example of Providing definitions for Abbreviations (PDF
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Example 2: Using a /Span structure element with an /E entry to define an abbreviation

The following code fragment illustrates code that is typical for using the /Span structure
element to define an abbreviation.

This example uses the sentence "Sugar is commonly sold in 5 Ib bags." The abbreviation "Ib" is
tagged as a /Span structure element with an /E entry (typically accomplished by an authoring

tool).
10 obj % structure element
<< /Type /StructElemen
/S /Span % element type
/P ... % Parent in structure hierarchy
/K << /Type /MCR
/Page 2 @ R % Page containing marked-content sequence
/MCID o % Marked content identifier for "1lb"
>>
/E (pound, 1b)
>>
endobj
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Example 3: Using a /TH structure element with an /E entry to define an abbreviation
As noted in the Description, the /E entry is valid with any structure element.

The following code fragment illustrates code that is typical for using an /E entry to define an
abbreviation.

A table that contains columns for each month uses abbreviations as the values of column
headers. The expansion for each abbreviation is provided as the /E entry of the /TH structure
element (typically accomplished by an authoring tool).

1 0 obj % structure element
<< /Type /StructElemen

/S /TH % element type

/P ... % Parent in structure hierarchy

/K << /Type /MCR
/Page 2 @ R % Page containing marked-content sequence
/MCID o % Marked content identifier for "Dec"

>>
/E (December, Dec)

endobj

Resources

Resources are for information purposes only, no endorsement implied.

e Section 14.9.5 (Expansion of Abbreviations and Acronyms) in PDF 1.7 (ISO 32000-1)

e  Microsoft Inspect.exe tool

e PDF and Accessibility

Related Techniques

e (G102: Providing the expansion or explanation of an abbreviation

G55: Linking to definitions

G62: Providing a glossary

G70: Providing a function to search an online dictionary

G97: Providing the first use of an abbreviation immediately before or after the expanded form
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Tests

Procedure
1. Verify that the first occurrence of abbreviations that require expansion text have /E entries on an
enclosing tag by one of the following and that both the abbreviation and the expansion text are
provided:

o In Windows, use Microsoft's Inspect.exe tool, or some other tool that allows inspection of
the MSAA interface, to locate the text of the abbreviation in the document tree and ensure
that the value of the abbreviation is in the expansion text.

o Ina PDF editor, locate the tag for the text that is the abbreviation, and check that an
expansion or definition is provided for each abbreviation in the Expansion Text field in the
corresponding tag's properties.

o Read the PDF document with a screen reader, listening to hear that on the first occurrence,
the abbreviation and expansion are read when the screen reader reads the content line-by-
line.

o Use a tool that is capable of showing the /E entry value, such as aDesigner to open the PDF
document and view the GUI summary to read the text expansions for abbreviations.

o Use a tool that exposes the document through the accessibility API and verify that the text

expansion of the abbreviation is properly implemented.

Expected Results

e Check #1 is true.

If this is a sufficient technique for a success criterion, failing this test procedure does not necessarily
mean that the success criterion has not been satisfied in some other way, only that this technique has

not been successfully implemented and can not be used to claim conformance.

VR
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PDFO: Providing headings by marking content with heading tags in PDF
documents

Applicability

Tagged PDF documents with headings
This technique relates to:

e Success Criterion 1.3.1 (Info and Relationships)

o How to Meet 1.3.1 (Info and Relationships)

o Understanding Success Criterion 1.3.1 (Info and Relationships)

¢ Success Criterion 2.4.1 (Bypass Blocks)
o How to Meet 2.4.1 (Bypass Blocks)

o Understanding Success Criterion 2.4.1 (Bypass Blocks)

User Agent and Assistive Technology Support Notes

See User Agent Support Notes for PDF9. Also see PDF Technology Notes.

Description

The purpose of this technique is to show how headings in PDF documents can be marked so that they
are recognized by assistive technologies. Headings are marked up using the heading elements (H, HI,
H2, ... H6) in the structure tree. This is typically accomplished by using a tool for authoring PDF.

Heading markup can be used:

e to indicate start of main content
e to mark up section headings within the main content area

e to demarcate different navigational sections, such as top or main navigation, left or secondary
navigation, and footer navigation

e to mark up images (containing text) which have the appearance of headings visually.

Because headings indicate the start of important sections of content, it is possible for assistive
technology users to access the list of headings and to jump directly to the appropriate heading and
begin reading the content. This ability to "skim" the content through the headings and go directly to
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content of interest significantly speeds interaction for users who would otherwise access the content
slowly.
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Examples

Example 1: Adding or modifying tagged headings in PDF documents with Adobe Acrobat 9 Pro

This example is shown with Adobe Acrobat Pro. There are other software tools that perform
similar functions. See the list of other software tools in PDF Authoring Tools that Provide

Accessibility Support.

Using the Touchup Reading Order tool

One method of adding headings to PDF documents uses the Touchup Reading Order tool:

1. Open the PDF document in Adobe Acrobat Pro

2. Select Advanced > Accessibility > TouchUp Reading Order...

3. Click the Show Order Panel button on the TouchUp Reading Order panel
4. View the tags in the Show Order panel.

The following image shows a PDF document opened in Adobe Acrobat Pro. The Tags panel is
open, showing heading text "Cooking techniques" tagged as H1 and "Cooking with oil" tagged
as H2. The text "Cooking with butter" should be tagged as H2 but is not.

=HE| <Sect>
= <3 <H1x
=# Cooking techniques ﬂﬂklﬂg tEChnlquES

o <P some text here... |
B <Hz»

## Coaking with ol poking with oil
= p
=4 <P

: B Cooking with butter Cﬂﬂkiﬂg with butter

bection text here. .

section text here...

To correct the H2 heading, use the TouchUp Reading Order panel as follows:

1. Left click and drag a selection box over the content you want to tag.
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2. Select the Heading 2 tag from the TouchUp Reading Order panel.

The following image shows the PDF document opened in Adobe Acrobat Pro. The TouchUp

Reading Order panel is visible. A selection box appears around the text "Cooking with butter,'

and Heading 2 on the panel is selected.

joking techniques

brne text here.. |

yoking with oil |

1
2z
3
4

ectiontest here ..

Cooking with butter

Lsedtiontest here..

Finally, click the Show Order Panel button on the TouchUp Reading Order panel.

The following image shows the PDF document opened in Adobe Acrobat Pro. The Tags panel

TouchUp Reading Crder

Drawe a rectangle around the content .
then click one of the buttons below: .

Text

| |

Figure

Farrm Field l I Figure/Caption

I
l

Heading 1

| |

Fobila |

Heading 2

|

Cell |

Heading 3

| |

Farmula

Background

Table Editor

[¥] Showe page cantent arder

[] Showe table cells

[¥] Shove tables and figures

’ Clear Page Structure,., l I Showe Order Panel ]

|

Help

| |

Close l

is visible, showing that the text "Cooking with butter" is now tagged as H2.
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Order | Tags
i:b_v
B |ﬂ <Sect»
EI@ zH1x

B Cooking techniques
4 <ps

poking techniques

B <H2> W - Bome text here... |

B Cooking with oil
B9 <ps poking with oil

B .section text here... — W, kection text here... |

B <Hz:

¥ Cooking with butter s poking with butter

5 Fecﬁon text here... |

Using the Order and Tags panels

You can also add or change headings as follows:

1. Bring up the Order panel.
2. Access the context menu for the text to be changed or added as a heading.

3. Select the correct heading tag for the text.

The following screenshot shows Order panel and the context menu for the text "Cooking with

butter." "Tag as heading 2" is selected in the context menu.
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joking techniques |

tme test here |

yoking with oil |
Ection text here .. |

|2 b i~ [ |

?ﬁnking with butter |
il

- Bctiontext here.. |
6]

You can then check that the correct heading is applied by opening the Tags panel, as shown in

the following screenshot.

https://www.w3.org/TR/WCAG20-TECHS/pdf

¢ [1] Cooking technigues
B 2] .osome text here..
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Showy table cells

¥ Show tables and figures

Cut
Dielete Selected Iterm Structure
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Tag as text

Tag a3 background
Tag as figure
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Tag as cell
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Tag as heading 1
Tag a3 heading 2
Tag as heading 3
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Cooking techniques

.some test here...
LRectr

Cooking with oil 7 <H1»
sedtiontest here... '@;‘ Cooking techniques

Cook b 4 <P
ooking wi utter EIO “H=

Lsediontest here... E«g‘ Cooking with oil
#-4q ps
E@ 2HZ =
% Cooking with butter
4 <p-

This example is shown in operation in the working example of adding tagged headings (Word

LT A Al f nreanald A0 LA b A A LA L /MIMTY L2110
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Example 2: Creating documents in Microsoft Word that have correctly tagged headings when
converted to PDF

This example is shown with Microsoft Word. There are other software tools that perform
similar functions. See the list of other software tools in PDF Authoring Tools that Provide
Accessibility Support.

Use Styles to create heading formats: Heading 1, Heading 2, Heading 3, etc. Make styles
progress in a logical manner; e.g., a Heading 2 should come after a Heading 1.

In Microsoft Word 2003

e Select the "Format > Styles and Formatting" menu item to reveal the styles and formatting
task pane.

e Use the Heading 1 to Heading 6 styles provided in the "Styles and Formatting" panel.

B CustemCommunicationsExample - Microseft Word

Bi8in
Fermatting of webested beut

Heading 1
Gan)

Pick fommatting bo apply

Heading 1 "

harrtacturer o mobls pharas and Heading 2 1
[Vt i T, [ s '] ol

prawidia dor affacti integration:
L |
hyles and Foematting. .. Z-J - . Heading 3
ok
dy—lm#ﬂwl—ﬁ' gy el skorieere e Heading 4 1
thet Uritkd Sames, Thi cargamp o
| leviert Teod Bgx

Tmrnd Marbosk Shove; | Al yles i
"LICIEEEE

Page 1 Sar L 15

SPECIFECATION SHEET

In Microsoft Word 2007/2010

Select the Home Ribbon in Word 2007/2010 and select the appropriate heading (Heading 1 to
Heading 6) from the Styles group.
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Example 3: Creating documents in OpenOffice.org Writer 2.2 that have correctly tagged headings
when converted to PDF

This example is shown with OpenOffice.org Writer. There are other software tools that perform

similar functions. See the list of other software tools in PDF Authoring Tools that Provide

Accessibility Support.

Use Styles to create heading formats: Heading 1, Heading 2, Heading 3, etc. Make styles

progress in a logical manner; e.g., a Heading 2 should come after a Heading 1.

Export to PDF as follows:

1. From the File menu, select Export as PDF...

2. The first time you export as PDF, an Options Dialog appears.

3. Select Tagged PDF, then select Export.

Cooking techniques

Seme text

Cooking with oif

Some text

Cooking with butter

Some text
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Signature
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Example 4: Marking up headings using /Hn elements

Headings within PDF documents can be marked up using /Hn elements elements in the

structure tree, where 7 is numeral 1 through 6 (for example /H1, /H2, etc.).

The following code fragment illustrates code that is typical for using the /Hn elements
elements to mark content. Note that /H1 has been role-mapped to /Head1 in this example. This

is typically accomplished by an authoring tool.

@ obj% Document catalog
<< /Type /Catalog
/Pages 100 © R
/StructTreeRoot 300 © R
>>

endobj

300 @ obj% Structure tree root
<< /Type /StructTreeRoot
/K[ 301 @R
304 0 R
1
/RoleMap << /Chap /Sect
/Headl /H
/Para /P
>>
/ClassMap << /Normal 305 © R >>
/ParentTree 400 @ R
/ParentTreeNextKey 2
/IDTree 403 0 R
>>
endobj
301 @ obj
<< /Type /StructElem
/S /Chap
/ID (Chapl)
/T (Chapter 1)
/P 300 @ R
/K[ 362 @ R
303 @ R

>>
endobj
302 0 obj
<< /Type /StructElem
/S /Headl
/ID (Secl.1)
/T (Section 1.1)

https://www.w3.org/TR/WCAG20-TECHS/pdf
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Page tree
Structure tree root

Two children: a chapter

and a paragraph

Mapping to standard structure types

Class map containing one attribute class
Number tree for parent elements
Next key to use in parent tree

Name tree for element identifiers

Structure element for a chapter

Element identifier

Human-readable title

Parent is the structure tree root
Two children: a section head

and a paragraph

Structure element for a section head

Element identifier

Human-readable title
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/P 301 @ R % Parent is the chapter
/Pg 101 1 R % Page containing content items
/A << /O /Layout % Attribute owned by Layout

/SpaceAfter 25
/SpaceBefore 0
/TextIndent 12.5

/K © % Marked-content sequence ©
>>

endobj

Within marked content containers, headings can be marked up using /Headn elements as
follows for a first-level heading in a PDF document:

BT % Start of text object
/Headl <</MCID @ >> % Start of marked-content sequence
BDC
(This is a first level heading. Hello world: ) Tj

EMC % End of marked-content sequence

ET % End of text object

Resources

Resources are for information purposes only, no endorsement implied.

e Section 14.8.4.3.2 (Paragraphlike Elements) in PDF 1.7 (ISO 32000-1)

e PDF Accessibility Documentation:headings

e PDF and Accessibility

Related Techniques

e (G141: Organizing a page using headings
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Tests

Procedure

1. For all PDF content that is divided into separate sections, use one of the following to verify that
headings are tagged correctly:

o Read the PDF document with a screen reader, listening to hear that the list of headings is
announced correctly.

o Using a PDF editor, make sure the headings are tagged correctly.

o Use a tool that is capable of showing the /Headn entries to open the PDF document and
verify that headings are tagged correctly.

o Use a tool that exposes the document through the accessibility API and verify that the
headings are tagged correctly.

Expected Results

e #1 is true.

If this is a sufficient technique for a success criterion, failing this test procedure does not necessarily
mean that the success criterion has not been satisfied in some other way, only that this technique has
not been successfully implemented and can not be used to claim conformance.

$ s

PDF10: Providing labels for interactive form controls in PDF documents

Applicability

e Tagged PDF documents with forms.
e PDF forms created using Adobe LiveCycle Designer.

This technique relates to:

e Success Criterion 1.3.1 (Info and Relationships)

o How to Meet 1.3.1 (Info and Relationships)

o Understanding Success Criterion 1.3.1 (Info and Relationships)
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e Success Criterion 3.3.2 (Labels or Instructions)

o How to Meet 3.3.2 (Labels or Instructions)

o Understanding Success Criterion 3.3.2 (Labels or Instructions)

e Success Criterion 4.1.2 (Name, Role, Value)

o How to Meet 4.1.2 (Name, Role, Value)

o Understanding Success Criterion 4.1.2 (Name, Role. Value)

User Agent and Assistive Technology Support Notes

See User Agent Support Notes for PDF10. Also see PDF Technology Notes.

Description

The objective of this technique is to ensure that users of assistive technology are able to perceive
form control labels and understand how form controls are used.

Form controls allow users to interact with a PDF document by filling in information or indicating
choices which can then be submitted for processing. Assistive technology users must be able to
recognize and understand the form fields, make selections, and provide input to complete the forms,
and submit the form, just as sighted users can. Understandable labels that convey the purpose of each

form control are essential to form accessibility.

Form inputs generally have labels and instructions to help users understand what information is
required and how to fill in the form. Unless these labels are programmatically associated with the
relevant fields, assistive technology might not be able to associate them correctly, and thus users
might not understand how to complete the form.

Using Adobe Acrobat Pro with documents with interactive forms, you can make sure that the forms
are accessible and usable by making sure that programmatically associated labels that convey the
purpose of the fields are provided.

The heuristics used by assistive technology will sometimes use the text label if a programmatically
associated label cannot be found. The TU entry (which is the tooltip) of the field dictionary is the
programmatically associated label (see Example 3 below and Table 220 in PDF 1.7 (ISO 32000-1)).
Therefore, add a tooltip to each field to provide a label that assistive technology can interpret.
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The table below lists the placement rules governing where Adobe LiveCycle positions labels by
default. Note that these rules assume left-to-right text directionality. If your form requires different
positioning (e.g., to accommodate PDF documents in languages that use right-to-left text

directionality), see Repositioning form labels in Example 2 below. In general, authors should review

label positioning to make sure it meets the requirements of their particular form.

Control Type

LiveCycle Placement Rules

Text input (including
date/time and
password fields)

Default placement for the label is to the left of the control. If this is not
possible, LiveCycle will attempt to place it immediately above the control.

Checkbox

Default placement for the label is to the right of the check box.

Radio button group

Default placement for the label for each individual radio button is to the right
of the button. Create a visible caption for the radio button group by creating
static text and placing it to the left of or above the group. (See Labeling radio

buttons below.)

Combo box Default placement for the label is to the left of the drop-down list. If this is
not possible, LiveCycle will attempt to place it immediately above the
control..

List box Default placement for the label is above the list box.

Button LiveCycle automatically places the label on the button; it does not have to be

positioned manually. Ensure that the button's purpose is properly described in
the label text.
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Example 1: Providing labels using the Forms tool in Adobe Acrobat 9 Pro

This example is shown with Adobe Acrobat Pro. There are other software tools that perform
similar functions. See the list of other software tools in PDF Authoring Tools that Provide

Accessibility Support.

As noted in the Description, text labels added in an authoring tool and then converted to PDF
might be visually associated with the fields but are not programmatically associated, and you

should provide a tooltip.

l.
2.
3.

4.

In the Forms menu, select Add or Edit Fields...
For the field you want to edit, access the context menu and select the Properties dialog.

In the General tab of the Properties dialog, type a description for the form field in the
Tooltip field.

Repeat for all form fields.

The following image shows the Properties dialog with a description in the Tooltip field.
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Flease complete the following form.

¥ = required

) ! Date wou are available
Cate wouare available: i
Use mmydd e Fomat.
| I Fr—
* First| Text Field Praperties

¥ last

General |.ﬂ~ppearance | Optians |.ﬂu:ti|:|ns | Farmat I “Walidate | Calculatel

*Ema

Marme ]Date wou are available

Tooltip }e wou are available: use mm/ddfyyy format]

-

Cormrmon Properties

Form Field: [ visible - 7] Read Orly

Orientation: degrees ("] Required

Dlede

This example is shown in operation in the working example of providing labels using the forms

tool.
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Example 2: Providing labels to form controls in Adobe LiveCycle Designer ES 8.2.1

This example is shown with Adobe LiveCycle Designer. There are other software tools that

perform similar functions. See the list of other software tools in PDF Authoring Tools that
Provide Accessibility Support.

LiveCycle Designer provides several options for associating descriptive text and labels with

form elements.

For sighted or low-vision users, it is important to properly position the label adjacent to the
control. For screen reader users, you should also ensure that the label is programmatically
associated with the form control and that sufficient information is provided so that screen
reader users can readily complete and submit the form.

This example is shown in operation in the working example of providing labels in LiveCycle
Designer.

Specifying accessible label text using the accessibility palette

In LiveCycle Designer, create or import a form. Then:

1. Enable the palette by selecting Window > Accessibility or by pressing shift + F6.
2. The palette appears in LiveCycle Designer's right-hand panel.

3. Select an object in your form. The palette shows the object's accessibility properties.
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How To =

t.Z-hcu:nseatDpic... b 1ﬁ @ 'b

E§ HOW TO instructions
Create form designs

Create a form design

Create a blank form design

¥

Cbject Library - Fragment Librarsy
| Object Library IZI\I\ Fragment Library

Cbject :| Accessibility =™,

Tacl Tip:
Enter today's date in the form »

mm/ddAny =

Screen Reader Precedence: | Cuskom Text |i

Cuskom Screen Reader Texk:

— Tool Tip
Capkion

Marme
Mone

The label that a screen reader uses does not necessarily have to be the same as the visual
caption. In some cases, you may want to provide more information about a form element's

To specify what text should be announced by the screen reader for a particular object, you can
use the Accessibility Palette's Screen Reader Precedence drop down list. Text is announced in
the order shown in the list: custom text, tool tip, caption, and name.

Depending on the complexity and difficulty of your form, you must decide which option best

suits the requirements for your form.

By default, a screen reader searches for an object's text in order shown in the image. Once
descriptive text has been found for a control, the search stops.
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The image below shows an example of a text field with a visual caption that might be unclear
for screen reader users. One of the fields has a caption of "Date" but screen reader users may
want to know the preferred date format (shown as screen text). So this text is provided in the
tooltip. Because a tooltip has a higher precedence than the visual caption, the screen reader
uses the tooltip.

format: mm/dd/yyyy

|Enter today's date in the form mm/ddAnny

Labeling radio buttons

When a screen reader user tabs into a radio button, the screen reader needs to announce two
items:

e A general description of the purpose of the group of buttons

¢ A meaningful description for the purpose of each radio button

To make radio buttons accessible:

1. In the Hierarchy palette, select the radio button group.
2. Select the Accessibility palette and in the Custom Screen Reader Text box, type the speak

text for the group. For example, type "Select a method of payment."
In the Hierarchy palette, select the first radio button in the group.

4. In the Object palette, select the Field tab. In the Item area, select the item and type a
meaningful value for the selected radio button. For example, type "Cash."

5. Repeat steps 3 and 4 for each radio button in the group.
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| object | Layout | Accessibility =™

Tool Tip:

Screen Reader Precedence:  Cuskom Text
E‘:"—""‘_F“ma—ﬂ.:'ﬁ;fﬁ. | Custom Screen Readsr Texk:
.f'f*'“,r_',;,'a'&'.:'.',.-_d' 'E' Select a method of payment,

P Rt |

Repositioning form labels

The placement of a caption, or label, is important because users expect them to be found at a
particular location adjacent to the control. For screen magnification users this is even more

important, as they might not be able to view both the control and the label at the same time.

When you create an object, Adobe LiveCycle Designer automatically positions the label as
specified by the control type (see the table in the Description above). For example, for a text
field, the label is positioned to the left of the control.

If you need to change the position of the label text (for example, to accommodate right-to-left
text directionality):

1. Select the object by moving the focus to it.

2. In the Layout palette, under Caption at the bottom of the palette, select the position of
your object from the Position drop-down list.
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Ohbject :| Layout @\ Arcessibility

— Size & Position

e 5,5in

Widkh; 3in
[]Expand ko it

fnchor: Top Left

i

£.875in

Height:  0.44lin

- [EE% g

[|Expand to fit

- Margins
Left: din
Right: in

Top: Qi

Eotkarn:  Oin

— Caption

Paosition:  Top

w FReserve: .III.191in

The resulting repositioned label is shown below. The label for the Date text field has been
moved from the left of the field to the line above the field.

*Employee Mame
Address:

State/Province:

Zip/Postal Code:
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Example 3: Adding a tooltip to interactive form controls

The following code fragment illustrates the use of the TU entry to provide a tooltip (or
programmatically associated text label) for a form field. This is typically accomplished by an
authoring tool.

<< /AP -dict-
/DA /Helv © Tf @ g
/DR -dict-
/F ox4
/FT Tx % FT key set to Tx for Text Field
/P -dict-
/Rect -array-
/StructParent ox1
/Subtype Widget
/T Date you are available % Partial field name Date
/TU Date you are available: use MM/DD/YYYY format % TU tool tip value serves as short des
/Type Annot
/V Pat Jones

<Start Stream>
BT
/P <</MCID @ >>BDC
/CS@ cs © scn
/TTe 1 Tf
-0.001 Tc 0.003 Tw 11.04 © © 11.04 72 709.56 Tm
[(P)-6(le)-3(as)le(e)-3( )11(P)-6(rin)2(t)-3( Y)8(0)-7(u)2(r N)4(a)li(m)-6(e)]T3
@ Tc © Tw 9.533 0 Td
()T
-0.004 Tc 0.004 Tw 0.217 © Td
[(N()-5(R)-4(e)5(q)-1(u)-1(i)-3(r)-3(e)-6(d)-1(\))]TI
EMC
/P <</MCID 1 >>BDC
@ Tc © Tw 4.283 @ Td
[C)-2¢ )13
EMC
/ArtifactSpan <</MCID 2 >>BDC
0.002 Tc -0.002 Tw 0.456 0 Td
[(_)11(__)H11(__)H11(__)11(__)11()11(__ )11 )11(__)11(_ )17
@ Tc © Tw 13.391 0 Td

()13
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EMC
ET
<End Stream>

Resources

Resources are for information purposes only, no endorsement implied.

e PDF 1.7 (ISO 32000-1)
e Adobe XML Forms Architecture (XFA)
e PDF and Accessibility

Related Techniques

G131: Providing descriptive labels

G162: Positioning labels to maximize predictability of relationships

PDF23: Providing interactive form controls in PDF documents

PDFS5: Indicating required form controls in PDF forms

PDF22: Indicating when user input falls outside the required format or values in PDF forms

Tests

Procedure
1. For each form control, verify visually that the label is positioned correctly in relation to the
control.
2. For each form control, verify that the name is programmatically associated with the control by
one of the following:
o Open the PDF document with a tool that is capable of showing the name associated with

the control and verify that the name is associated correctly with the control.

o Use a tool that exposes the document through the accessibility API, and verify that the
name is associated correctly with the control.
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Expected Results

e #1 and #2 are true.

If this is a sufficient technique for a success criterion, failing this test procedure does not necessarily
mean that the success criterion has not been satisfied in some other way, only that this technique has
not been successfully implemented and can not be used to claim conformance.

SR

PDF11: Providing links and link text using the Link annotation and the
/Link structure element in PDF documents

Applicability

PDF documents that contain links
This technique relates to:

Success Criterion 1.3.1 (Info and Relationships)

o How to Meet 1.3.1 (Info and Relationships)

o Understanding Success Criterion 1.3.1 (Info and Relationships)

Success Criterion 2.1.1 (Keyboard)

o How to Meet 2.1.1 (Keyboard)

o Understanding Success Criterion 2.1.1 (Keyboard)
Success Criterion 2.1.3 (Keyboard (No Exception))

o How to Meet 2.1.3 (Keyboard (No Exception))

o Understanding Success Criterion 2.1.3 (Keyboard (No Exception))

Success Criterion 2.4.4 (Link Purpose (In Context))
o How to Meet 2.4.4 (Link Purpose (In Context))
o Understanding Success Criterion 2.4.4 (Link Purpose (In Context))

Note: This technique must be combined with other techniques to meet SC 2.4.4. See
Understanding SC 2.4.4 for details.

Success Criterion 2.4.9 (Link Purpose (Link Only))
o How to Meet 2.4.9 (Link Purpose (Link Only))
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o Understanding Success Criterion 2.4.9 (Link Purpose (Link Only))

User Agent and Assistive Technology Support Notes

See User Agent Support Notes for PDF11. Also see PDF Technology Notes.

Description

The purpose of this technique is to show how link text in PDF documents can be marked up to be
recognizable by keyboard and assistive technology users. That is, the link information is
programmatically available to user agents so that links are recognizable when presented in a different
format. This is typically accomplished by using a tool for authoring PDF.

Links in PDF documents are represented by a Link tag and objects in its sub-tree, consisting of a link
object reference (or Link annotation) and one or more text objects. The text object or objects inside
the Link tag are used by assistive technologies to provide a name for the link.

The simplest way to provide links that comply with the WCAG success criteria is to create them

when authoring the document, before conversion to PDF.

However, in some cases, it may not be possible to create the links using the original authoring tool. In
these cases, Adobe Acrobat Pro can be used to create the link. But, because the tooltip created using
the Link dialog in Adobe Acrobat Pro is not accessible to screen readers, be sure that the link text or
the link context makes the purpose clear.

In all cases, link purpose should be made clear as described in the general techniques:

e (53: Identifying the purpose of a link using link text combined with the text of the enclosing
sentence

e (91: Providing link text that describes the purpose of a link
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Examples

Example 1: Creating a hyperlink in Microsoft Word 2007 before conversion to PDF

This example is shown with Microsoft Word. There are other software tools that perform
similar functions. See the list of other software tools in PDF Authoring Tools that Provide

Accessibility Support.

To create a hyperlink in Microsoft Word, first locate the item (e.g., web page) to link to. Then:

1. Either
o Select Insert on the ribbon and select Hyperlink in the Links tools
o Or, use the CTRL+K keyboard shortcut
2. On the Insert Hyperlink dialog, add the link destination and link text.
3. Save the file as tagged PDF. (See the PDF Technology Notes.)

Example 2: Creating a hyperlink in OpenOffice.org Writer 2.2 before conversion to PDF

This example is shown with OpenOffice.org Writer. There are other software tools that perform
similar functions. See the list of other software tools in PDF Authoring Tools that Provide

Accessibility Support.

1. On the Insert menu, select Hyperlink.
2. In the Hyperlink dialog, insert the target URI in the Target field under Hyperlink Type.

3. Insert the link text in the Text field under Further Settings. (You can also select the link
text from the document text before bringing up the dialog. The Text field will be filled in
with the selected text.)

4. Save the file as tagged PDF. (See the PDF Technology Notes.)
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Example 3: Creating a hyperlink using the Create Link dialog in Adobe Acrobat 9 Pro

This example is shown with Adobe Acrobat Pro. There are other software tools that perform
similar functions. See the list of other software tools in PDF Authoring Tools that Provide
Accessibility Support.

1. Select the text that will become the link text.

2. Access the context menu and select Create Link.

Avoiding trafficjams going to Cape Cod
The first rule istao avoid going at all between Memaoria Day and Labar Day.

The Sagamore Erid;
From Boston, thisismore - opy

Copy With Eormatting
The Bourne Bridge [—

Those from Mew York and =

Ctrl+0C

Copy & Table

A Save As Table..
ki) Dpen Table in Spreadsheet

Select Al Ctel+28,
Deselect All Shift+Ctrl +2,

Beplace Text (Carmrment)
Highlight Text {Cormment)
Add Mote to Text (Comment)
Underline Text (Camment)
Cross Qut Text (Comment)

Add Bookmark Ctrl+B
Cregte Link

Look Up "Bridge"

3. Follow the instructions in the Create Link dialog to specify the link appearance, as shown
below.
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Create Link

Link Appearance

Link Type: "‘u"isihle Rectangle v] Line Shyle:

Highlight Style: | Inset

z)

Line Thickness; ’Thin

z)

Link Action

(71 Gotoa page wiew
(71 Open afile

@ Open aweb page

Colorn E]

Mext ] l Cancel

Then select Next and specify the URI. The image below shows the resulting hyperlink and

tooltip.

Avoiding trafficjams going to Cape Cod

The first rule isto avoid going at all between Memorid Day and Labor Day.

The Sagamore Bridge

From Boston, thisismaore heavily traveled.

Those from Mew Yark and Mew lersey use this bridge.

This example is shown in operation in the working example of creating a hyperlink in PDF.

https://www.w3.org/TR/WCAG20-TECHS/pdf

TheBmm;capeccdlivecam.cnm;sagamgre,ghtm
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Example 4: Marking up link text using a /Link structure element

Link annotations in PDF documents are associated with a geometric region of a page rather

than a particular object in a content stream. For this reason, link annotations alone are not

useful for users with visual impairments, or to applications that must determine which content

can be activated to invoke a hypertext link.

Tagged PDF /Link elements use PDF's logical structure to establish the association between

content items and link annotations, providing functionality comparable to HTML hypertext

links.

In HTML, the following example produces text containing a hypertext link:

Here is some text <a href="http://www.w3.org/WAI/"> with a link </a> inside.

In PDF the page must be painted first and then a link annotation placed over the area where the

object action will occur.

The following code fragment shows PDF equivalent to the HTML above; it uses link text

displayed in blue and underlined. A second code fragment follows, indicating the associated

logical structure hierarchy. This is typically accomplished by an authoring tool.

/P <</MCID ©>>

BDC

BT
/F1 11.04 Tf
1001 72.024 709.54 Tm
°g
0 G

[(H)3(ere )-4(is s)10(0)5(m)-4(e)9( t)-3(e)9(xt)-3( )] T3
ET

EMC

/Span <</MCID 1>>
BDC
BT
10 0 1 152.42 709.54 Tm
001rg
0 0 1 RG
[(with a )-2(1i)3(n)14(k)] T3
ET
001rg
152.42 707.62 45.984 0.72 re
-F*
EMC
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%Marked Content Sequence 0 ({
%Begin marked content sequend
%Begin text object

%set text font and size

%set text matrix

%set non stroking color to bl
%set stroke color to black
%Show text preceding the linK
%end text object

%end marked content sequence

%Marked Content Sequence 1 (|
%Begin marked content sequend
%Begin text object

%set text matrix

%set non-stroking color to bl
%set stroke color to blue
%Show link text " with a 1linK
%end text object

%set stroke color to blue
%rectangle operator - target
%fill the path using the ever

%end marked content sequence
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/P <</MCID 2>>
BDC
BT
100 1 198.41 709.54 Tm
0g
0 G
()]
ET
BT
1001 200.93 709.54 Tm
[(in)5(sid)5(e.)] T3
ET
BT
10 0 1 229.97 709.54 Tm
()]
ET
EMC
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%Marked Content Sequence 2 ({
%Begin marked content sequeng
%begin text object

%set text matrix

%set non stroking color to bl
%set stroke color to black
%empty text string showing wh
%end text object

%begin text object

%set text matrix

%show text following the linK
%end text

%begin text object

%set text matrix

%empty text string showing wh
%end text object

%end marked content sequence

The following code fragment is an excerpt from the logical structure that establishes the

association between the content items and the link annotation:

11 0 obj
<</K[1
<<
/Obj 26 @ R
/Type/OBJR
>>]
/P 12 @ R
/Pg 17 @ R
/S/Link
>>

endobj

26 0 obj
<</A 31 @ R
/BS
<</S/S
/Type/Border
/W o
>>
/Border[0 0 0]
/H/I

/Rect[150.128 694.558 200.551 720.0]

/StructParent 1

https://www.w3.org/TR/WCAG20-TECHS/pdf

%0bject ID 11, generation @, obj kg
%immediate child of the structure trq

%reference to Object 26

%this object describes an indirect of

%object ID 26 which is referenced by

%a colorless border

%the boundaries defining target area
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/Type/Annot %Structure element is an annotation
/Subtype/Link
>> %It is a link annotation

endobj

31 0 obj %0bject 31, gen 0, obj
<</S/URI %0bject type is URI action

JURI(http://www.w3.0org/WAT) %The Uniform resource identifier to f

>>

endobj

Resources

Resources are for information purposes only, no endorsement implied.

e Section 14.8.4.4.2 (Link Elements) in PDF 1.7 (ISO 32000-1)
e PDF and Accessibility

Related Techniques

e (53: Identifying the purpose of a link using link text combined with the text of the enclosing

sentence

e G91: Providing link text that describes the purpose of a link
e PDF13: Providing replacement text using the /Alt entry for links in PDF documents

Tests

Procedure
For each hyperlink, verify that the link is correctly tagged and the link text is properly exposed:

1. Read the PDF document with a screen reader, listening to hear that the link is read correctly and
that it describes the purpose of the link (i.e., its destination).

2. Visually scan the tag tree to verify that the link is tagged correctly and the link text is exposed
(for screen magnifier users and sighted users with cognitive disabilities).

96

https://www.w3.org/TR/WCAG20-TECHS/pdf 96/194


http://www.adobe.com/content/dam/Adobe/en/devnet/pdf/pdfs/PDF32000_2008.pdf
http://www.adobe.com/accessibility/products/acrobat.html
http://www.w3.org/TR/2016/NOTE-WCAG20-TECHS-20161007/G53
http://www.w3.org/TR/2016/NOTE-WCAG20-TECHS-20161007/G53
http://www.w3.org/TR/2016/NOTE-WCAG20-TECHS-20161007/G91
http://www.w3.org/TR/2016/NOTE-WCAG20-TECHS-20161007/PDF13

11/6/23, 11:04 AM PDF Techniques | Techniques for WCAG 2.0

3. Use a tool that is capable of showing the /Link entry value to open the PDF document and view
the hyperlink and link text.

4. Use a tool that exposes the document through the accessibility API and verify that the link has
the correct link text.

5. Tab to each link and check that it can be followed to its target by pressing Enter.

Expected Results

e #] or #2 or #3 or #4 is true.

e #51s true.

If this is a sufficient technique for a success criterion, failing this test procedure does not necessarily
mean that the success criterion has not been satisfied in some other way, only that this technique has
not been successfully implemented and can not be used to claim conformance.

¢+ v

PDF12: Providing name, role, value information for form fields in PDF
documents

Applicability

Tagged PDF documents with interactive form fields.
This technique relates to:

e Success Criterion 1.3.1 (Info and Relationships)

o How to Meet 1.3.1 (Info and Relationships)

o Understanding Success Criterion 1.3.1 (Info and Relationships)

e Success Criterion 4.1.2 (Name, Role, Value)

o How to Meet 4.1.2 (Name, Role, Value)

o Understanding Success Criterion 4.1.2 (Name, Role, Value)
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User Agent and Assistive Technology Support Notes

See User Agent Support Notes for PDF12. Also see PDF Technology Notes.

Description

The objective of this technique is to ensure that assistive technologies can gather information about

and interact with form controls in PDF content.

The types of PDF form controls are: text input field, check box, radio button, combo box, list box,

and button.

Providing name, role, state, and value information for all form components enables compatibility

with assistive technology, such as screen readers, screen magnifiers, and speech recognition software

used by people with disabilities.

The PDF specification defines how name, role, and value are set for form controls in Section 12.7.4
(Field Types) of PDF 1.7 (ISO 32000-1), as shown in the following table. The Comments column
explains how Adobe Acrobat Pro displays the corresponding information.

Interactive
Form Used to
L. Comments
Dictionary Define
Entries
Controls that share field type also use field flags to set the
FT Role appropriate role. In Adobe Acrobat the role for form controls is set
automatically.
In Adobe Acrobat the TU entry value is provided via the Tooltip
field in the form control's Properties dialog. This should not be
confused with the T entry which is defined as the Name in Acrobat's
TU Name . . . .
form control properties dialog - the name field in the Properties
dialog is not used to provide the name for a control when read by
assistive technologies.
Name . . .
In Adobe Acrobat the CA entry value is provided via the label field
CA (Pushbuttons || ) )
in the form control's Properties dialog.
only)
The Value entry is set by the user interacting with the control, where
\4 Value )
a value is needed.
DV Default Value In Adobe Acrobe%t the‘ DV entry value can be set in the form
control's Properties dialog.

https://www.w3.org/TR/WCAG20-TECHS/pdf
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The following table describes how the role, name, value, and state are defined for PDF form controls
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created using Adobe Acrobat Pro. Adobe LiveCycle Designer provides the same controls as well as

several additional ones: see Example 2 below.

PDF form ||Role (FT entry) Name (TU |[Value (V entry) Configurable
element entry) States
Text field ||Text /7x Tooltip Default value (DV entry in Read Only,
field dictionary) can be set in ||Required,
the Properties dialog. Value is ||Multiline, Password
entered by user.
Check box ||Check box /Btn Tooltip V entry is set to 'Yes' or 'No'  ||Read Only,
depending on Checked state. ||Required, Checked
Radio Radio button /8tn  |[Tooltip V entry is set to 'Yes' or 'No'  ||Read Only,
button (Field Flag set to depending on Checked state. |[Required, Checked
'Radio")
Combo box||{Combo box /ch Tooltip Default value (/DV) can be set |[Read Only,
(Field Flag set to in the Properties dialog. Value ||Required
'Combo') is determined by user
selection.
List box  ||Drop-down list /ch || Tooltip Default value (/DV) can be set |[Read Only,
in the Properties dialog. Value |[Required
is determined by user
selection.
Button Push button /Btn Label (CA  ||Push buttons do not have or  ||Read Only,
(Field Flag setto  |lentry instead |[require a value. Required
'Pushbutton') of TU entry)
Signature ||Text /sig Tooltip Default value (DV entry in Read Only,
field field dictionary) can be set in ||[Required
the Properties dialog. Value is
entered by user.
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Example 1: Specifying name, role, value and/or state for a form field using Adobe Acrobat 9 Pro

This example is shown with Adobe Acrobat Pro. There are other software tools that perform
similar functions. See the list of other software tools in PDF Authoring Tools that Provide

Accessibility Support.

This example uses a check box for illustration; the procedure is the same for other form

controls. In Form Editing mode:

l.
2.

Access the context menu for the form field you are creating or modifying.
Select the Properties... dialog for the form field.

Specify the name by adding a value to the tool tip field. This will used by the accessibility
API as the Name for the control and should usually be set to match the text used as a
visual label for the control.

Select the Options tab.
Specify the default value and the default state, if appropriate.

The image below shows the Check Box Properties dialog, open in the General tab. (The Name

field in the dialog is not needed for accessibility.)

General |Appearance Options || Actions

MName |

Tooltip |JAWS user

Common Properties

Form Field: | visible [ ]Read Only

Orientation: I.EI v_i degrees [JRequired

Do

The image below shows the Check Box Properties dialog, open in the Options tab.
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Check Box Properties

| General || Appearance | Options |Ar_tiuns|

Check Box Style; |Chen:k o

Export Value; |Yes

[W]icheck box is checked by default

Check boxes should be used to create
ists of items where zero or mare items
can be selected at once. To make a list
of items where anly one item can be
selected, use radio button fields.

Close

This example is shown in operation in the working example of specifying name, role, value
using Acrobat Pro.
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Example 2: Specifying name, value, and state for a form field using Adobe LiveCycle Designer ES

8.2.1

PDF Techniques | Techniques for WCAG 2.0

This example is shown with Adobe LiveCycle Designer. There are other software tools that

perform similar functions. See the list of other software tools in PDF Authoring Tools that
Provide Accessibility Support.

The following image shows the Object Palette.

In Adobe LiveCycle Designer, you use the Object Library to create form objects and the Object
Palette to specify name, role, state or value for the object.

| Object Library IEI\ Fragment Library

- My Favorites

J @ 1

0 & / =

Check Box Circle Drop-down  Email Submit Image Line List Box
List Eutton
Muneric Field Print Button Radio Button  Rectangle Text Field

[omn | »

X

mn
L

for specifying the type (or role) of the field.
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| Object IZI\La';.fnut \j\ Accessibiliby

J Field ™. Yalue . Binding

Tvpe: V’ Check Box

Zaption: ;Check if wou are retired

Appearance;  Sunken Sguare -

States: @ onfofF ) OnfOFFMeutral

Size: 10pk

Check Skyle: [DeFauIt - ]

Presence: Wisible

Locale: Default locale

English (L5A)

The next image shows the Value tab, with options that can be applied to the field.

| Object IEI\La';.-'Dut \l\ Accessibility

Field :l Yalue . Binding

User Entered

Default: -off

Validation Script Message: ERAL

-

The third images shows the Binding tab, specifying the name of the field.
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Object Library IZI\ Fragment Library

- bty Favarites

| Object EI\L\LEI‘;.-'DLIII \]\.ﬁ.ccessibility

| Field | Walue | Binding ™,

Mame: R.etires 0

Cefault Binding (Open, Save, Submit);

Mormal

on Value:

Off Walue:

REEE

Import/Export Bindings (Execute):

This example is shown in operation in the working example of specifying name, role, value

<<<<<< ~ T e T TN

Example 3: Adding a checkbox in a PDF document using the /Btn field type

The following code fragment illustrates code that is typical for a simple check box field such as
shown in Examples 1 and 2. This is typically accomplished by an authoring tool.

1 0 obj
<< /FT /Btn % Role
/TU Retiree % Name
/V /Yes % Value
/AS /Yes
/AP << /N << /Yes 2 ©@ R /Off 3 @ R>>
>>
endobj
Resources

Resources are for information purposes only, no endorsement implied.
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e Section 12.7.4 (Field Types) of PDF 1.7 (ISO 32000-1)
e Adobe XML Forms Architecture (XFA)
e PDF and Accessibility

Related Techniques

e PDF23: Providing interactive form controls in PDF documents

e PDFS5: Indicating required form controls in PDF forms

e PDF22: Indicating when user input falls outside the required format or values in PDF forms

Tests

Procedure

1. For the form control, verify that name, role, and value/state are specified by one of the
following:

o Use a screen reader to navigate to the form control and check that it can be activated or that
its value can be changed. Verify that the name (tooltip) and role are announced.

o Use a tool capable of showing the form field information to open the PDF document and
verify that the form control has the correct name, role, value, and state (if appropriate)
information.

o Use a tool that exposes the document through the accessibility API, and verify that the form
control has the correct name, role, value, and state (if appropriate) information.

Expected Results

e #] is true.

If this is a sufficient technique for a success criterion, failing this test procedure does not necessarily
mean that the success criterion has not been satisfied in some other way, only that this technique has
not been successfully implemented and can not be used to claim conformance.

¢ v
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PDF13: Providing replacement text using the /Alt entry for links in PDF
documents

Applicability

Tagged PDF documents that contain links.
This technique relates to:

e Success Criterion 2.4.4 (Link Purpose (In Context))

o How to Meet 2.4.4 (Link Purpose (In Context))

o Understanding Success Criterion 2.4.4 (Link Purpose (In Context))

Note: This technique must be combined with other techniques to meet SC 2.4.4. See
Understanding SC 2.4.4 for details.

e Success Criterion 2.4.9 (Link Purpose (Link Only))
o How to Meet 2.4.9 (Link Purpose (Link Only))

o Understanding Success Criterion 2.4.9 (Link Purpose (Link Only))

User Agent and Assistive Technology Support Notes

See User Agent Support Notes for PDF13. Also see PDF Technology Notes.

Description

The objective of this technique is to provide replacement link text via the /Alt entry in the property
list for a tag. This is usually not necessary, but in some situations, additional information beyond the
visible link text is needed, particularly for screen reader users. Screen readers can read visible link
text, but replacing the screen text with meaningful alternate text for links in a PDF document can
make links more accessible.

Links in PDF documents are represented by a Link tag and objects in its sub-tree, consisting of a link
object reference (or Link annotation) and one or more text objects. The text object or objects inside
the Link tag are used by assistive technologies to provide a name for the link.

Authors can replace the default link text by providing an /Alt entry for the Link tag. When the Link
tag has an /Alt entry, screen readers ignore the value of any visible text objects in the Link tag and
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use the /Alt entry value for the link text.

The simplest way to provide context-independent link text that complies with the WCAG 2.0 success
criteria is to create them when authoring the document, before conversion to PDF. In some cases, it
may not be possible to create the links using the original authoring tool. When editing PDF
documents with Adobe Acrobat Pro, the best way to create accessible links is to use the Create Link
command.

Authors should make sure that the alternate text makes sense in context of the screen text before and
after the link.

107

https://www.w3.org/TR/WCAG20-TECHS/pdf 107/194



11/6/23, 11:04 AM PDF Techniques | Techniques for WCAG 2.0

Examples

Example 1: Adding alternate link text using Adobe Acrobat 9 Pro

This example is shown with Adobe Acrobat Pro. There are other software tools that perform
similar functions. See the list of other software tools in PDF Authoring Tools that Provide

Accessibility Support.

The image below shows a document converted to PDF from Oracle Open Office. Note that the
visible link text is the URL for the link target. A screen reader will read the entire URI as the
link text.

breating accessible links

Lorem ipgum dolor sit atnet, consecte tur adipiseing elit. Hune sedwelitin md rmolestie feugiaten et
sapien. Whrarans e ral welit, sit armet lacinda tortor. Benean sollicidin, metus vitae laoreet

ullarncorpet, welit leo pretintn mauris, nec ultrices lacus ligula at elit. In nobrore viverra aliquarn, Cras
dignissirn, tellus en sagitts pellentesoue, tortor rsus dic b nulla, en ormare nune nisl eget ligula,

More: hitpod s hoston.comfbhusine ssiec hnol og !

To create more accessible link text for assistive technology:

1. In the View menu, open the Tag panel by selecting Navigation Panels > Tags.

2. Locate the Link tag in the tag tree, access the context menu for the link, and select
Properties.

3. In the TouchUp Properties dialog, in the Tags tab, enter replacement text in the Alternate
Text field. Screen readers will read this text instead of the entire URI.

The next image shows the Link tag structure in the Tag panel.
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breating accessible link

Lorern ipeurn dolor sit amet, conse cte oy adipiseing e ket @ <Docyment
sapier. Wivarnas e md velit, sit amet lacinia tortor. & G <Hl=
wlarmecorper, welitleo pre inen manris, nec ultrices lag

i £ ¥ : -«
dignizsirn, tellns en sagitts pellentesgue, toror risus B <‘j <Text body:

Ivlore: hitpol hananarhoston.c omSbhuasine saitee hnol og B <Text body
Bl {? <Span
=¥ More:

B httpif e boston.com/busines 3
7 Link - OBIR

The last image shows the Alternate Text specified in the Link tag's TouchUp Properties dialog.
A screen reader will read the Alternate Text as the link text.
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Creating accessible links

Lorern ipsurn dolor sit amet, conse ote tar adipiscing 4
sapier. Vivarnis en md velit, sit amet lacinda tortor. 4
larmcorpet, velit leo peetinz manris, nec ultrices la
dignizsirn, tellus en sagittis pellentesgue, toror rsus

Ivlore: httpofhananarhostor. omfhusine saitec hnolog

Tauchlp Properties

Content | Tag Text

Calar

Type:
Title:

Actual Text:

Alternate Text

10

Language:

Link

[Boston Glabe technology page

en-U%s

Edit Tag,. | | EditAttribute Objects. | | Edits

This example is shown in operation in the working example of adding alternate link text
(OpenOffice file) and working example of adding alternate link text (PDF file).
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Example 2: Adding alternate link text in a PDF document using the /Alt entry

The following code fragment illustrates code that is typical for alternative text for a link. This
is typically accomplished by an authoring tool.

32 @ obj
<<
/S/URI %Action type (required), must be URI for a UH
/JURI(http://www.boston.com/business/technology/) %Uniform resource identifier(required),
>>
endobj

The following illustrates how to specify alternate text for the URL in the above link:

11 © obj
<<
/Alt(Boston Globe technology page) %Alternate text entry
/K[ 1
<<
/Obj 27 @ R
/Type /OBJR %0bject reference to the link
>>
1
/P 12 @ R
/Pg 18 @ R
/S
/Link
>>

endobj

Resources

Resources are for information purposes only, no endorsement implied.

e Section 14.9.4 (Replacement Text) in PDF 1.7 (ISO 32000-1)
e PDF and Accessibility
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Related Techniques

e (53: Identifying the purpose of a link using link text combined with the text of the enclosing
sentence

e (91: Providing link text that describes the purpose of a link

e (149: Using user interface components that are highlighted by the user agent when they receive

focus

e PDF11: Providing links and link text using the Link annotation and the /Link structure element in
PDF documents

Tests

Procedure
1. For the hyperlink, verify that the alternate link text is properly coded by one of the following:

o Read the PDF document with a screen reader, listening to hear that the alternate link text is
read correctly.

o Use a tool that is capable of showing the /Alt entry to open the PDF document and view the
hyperlink and alternate link text.

o Use a tool that exposes the document through the accessibility API and verify that the
alternate link text is the text for the link.

Expected Results

e #] is true.

If this is a sufficient technique for a success criterion, failing this test procedure does not necessarily
mean that the success criterion has not been satisfied in some other way, only that this technique has
not been successfully implemented and can not be used to claim conformance.

S
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PDF14: Providing running headers and footers in PDF documents

Applicability

Tagged PDF documents
This technique relates to:

¢ Success Criterion 2.4.8 (Location)

o How to Meet 2.4.8 (Location)

o Understanding Success Criterion 2.4.8 (Location)

e Success Criterion 3.2.3 (Consistent Navigation)

o How to Meet 3.2.3 (Consistent Navigation)

o Understanding Success Criterion 3.2.3 (Consistent Navigation)

User Agent and Assistive Technology Support Notes

See User Agent Support Notes for PDF14. Also see PDF Technology Notes.

Description

The objective of this technique is to help users locate themselves in a document by providing running
headers and footers via pagination artifacts. This is normally accomplished using a tool for authoring

PDF.

Running headers and footers help make content easier to use and understandable by providing

repeated information in a consistent and predictable way. The content of headers and footers will vary

widely depending on the document scope and content, the audience, and design decisions. Some

examples of location information that may be used in headers and footers are listed below. Whether

the information appears in a header or a footer is often a design decision; page numbers often appear

in footers but they may alternatively appear in headers.

e Document title
e Current chapter and/or section in the document
e Page numbers with location information such as, "Page 3-4" or "Page 9 of 15."

¢ Author and/or date information.
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Consistency helps users with cognitive limitations, screen-reader users and low-vision magnifier
users, and users with intellectual disabilities understand content more readily.

The easiest way to provide page headers and footers is in the authoring tool for the document.
Authoring tools typically provide features for creating header and footer text and information (such
as page numbers). However, if after converting your document to PDF, you need to add or modify
page headers and footers, authoring or repair tools like Adobe Acrobat Pro's Header & Footer tools
can be used. In all cases, the tools generate page headers and footers in consistent and predictable

layout, format, and text.
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Examples

Example 1: Adding running headers and footers using Microsoft Word 2007

This example is shown with Microsoft Word. There are other software tools that perform
similar functions. See the list of other software tools in PDF Authoring Tools that Provide

Accessibility Support.

In Microsoft Word, use the Insert ribbon, which allows you to specify header, footer, and page
number information and layout, as shown in the following images.

Header Footer Page
o i Mumber =

Header & Footer

You can use these tools to specify headers and footers as shown in the following images:

Test Docum

Header One
Loremipsum dolor sit amet, consectetur adipiscing elit. Nuncsed velit in mi molestie

3. Morbiporta iaculis massa, sed scelerisque felis fringilla ornare.

Header One | Aome Accessibility Inc.

When converted to PDF, the page headers and footers appear in the document.
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Test Dnc'umentl 2011

Header One

Lorem ipsum dolar sit amet, consectetur adipiscing elit. Nunc sed velit in mi molestie feugiat eu et

3. Morbi porta iaculis massa, sed scelerisque felis fringilla ornare.

Header One | Acme Accessibility Inc.

This example is shown in operation in the working example of adding running headers using
Word (Word file) and working example of adding running headers using Word (PDF file).
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Example 2: Adding running headers and footers using OpenOlffice.org Writer 2.2

This example is shown with OpenOffice.org Writer. There are other software tools that perform
similar functions. See the list of other software tools in PDF Authoring Tools that Provide
Accessibility Support.

In OpenOftice.org Writer, use the Insert > Header and Insert > Footer tools, which allow you to
specify header and footer information and layout, as shown in the following images.

Eile Edit Eimm Format Table Toocls Window Help

E-I - Bﬂ- ﬁ Manual Break... , g '-—{'L‘:_“ % - g

: Fields »
J")'J Text body Special Character...

| Formatting Mark  » |

Section...

Hyperlink

&

Footer

Footnote,..
1
r= —dTIC,

& Ronkmark...

Header Ons

Header One

Lorem ipsum dolor sit amet, consectetur adipiscing klit. Nunc
sed velit in mi molestie feugiat eu et sapien. Vivamus eu mi

ornare nunc nisl eget ligula.

Soff 02:0311

When converted to PDF, the page headers and footers appear in the document as they do in the
converted Word document in Example 1.
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This example is shown in operation in the working example of adding running headers using
OpenOffice Writer (OpenOffice file) and working example of adding running headers using

N\ NCCT O XXT i /MTNT 1N
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Example 3: Adding running headers and footers to PDF documents using Adobe Acrobat 9 Pro

This example is shown with Adobe Acrobat Pro. There are other software tools that perform

similar functions. See the list of other software tools in PDF Authoring Tools that Provide

Accessibility Support.

In Adobe Acrobat Pro, you can add or modify headers and footers:

1. Select Document > Header & Footer > Add...

2. In the Add Header and Footer tool, specify text and formats for headers and footers in

your document.

3. Use the Previews to make sure the text, fonts, and layout are as you want them for your

document.

The image below shows Acrobat Pro's Add Header and Footer tool.
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Add Header and Footer

Delete ’ Seve Settings... l

Saved Settings: ’:Custn:nm-nn:ntsaved] v]
Fort
Mezme: ’Arial

- ] size: 8

Appearance Options...

Margin (Inch

TEE b
lefe 1

| Insert Fage Murrber

Preview

Preview Page |2 = of5

Lett Header | ext Lerter Header | ext Figh: Hezd
Lot Footer Tout Certer Footer Toe Righ: Footc
<< mm,/dd

Test Docume1l
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Example 4: Marking a running header or footer as a pagination artifact in a PDF document using
an /Artifact tag or property list

The PDF specification allows running headers and footers to be marked as "pagination
artifacts" as defined in section 14.8.2.2 "Real Content and Artifacts," of PDF 1.7 (ISO 32000-

1.

An artifact is explicitly distinguished from real content by enclosing it in a marked-content
sequence with the /Artifact tag.

/Artifact
BMC

EMC

or

/Artifact propertylList
BDC

EMC

The first is used to identify a generic artifact; the second is used for artifacts that have an
associated property list. Note: to aid in text reflow, artifacts should be defined with property
lists whenever possible. Artifacts lacking a specified bounding box are likely to be discarded
during reflow.

Property list entries for artifacts include Type, BBox, Attached, and Subtype.

Resources

Resources are for information purposes only, no endorsement implied.

e Section 14.8.2.2 (Real Content and Artifacts) in PDF 1.7 (ISO 32000-1)
e PDF and Accessibility
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Related Techniques

¢ G61: Presenting repeated components in the same relative order each time they appear

e PDF9: Providing headings by marking content with heading tags in PDF documents
e PDF2: Creating bookmarks in PDF documents

Tests

Procedure

1. Check that running headers and/or footers are provided and contain information to help users
locate themselves within the document (such as page numbers or chapter numbers).

2. Ifsection headers are used in the running header or footer, check that the section header and the
running header or footer are consistent.

Expected Results

e #] and #2 are true.

If this is a sufficient technique for a success criterion, failing this test procedure does not necessarily
mean that the success criterion has not been satisfied in some other way, only that this technique has
not been successfully implemented and can not be used to claim conformance.

¢ v

PDF15: Providing submit buttons with the submit-form action in PDF
forms

Applicability

Tagged PDF documents with forms.
This technique relates to:

e Success Criterion 3.2.2 (On Input)
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o How to Meet 3.2.2 (On Input)

o Understanding Success Criterion 3.2.2 (On Input)

User Agent and Assistive Technology Support Notes

See User Agent Support Notes for PDF15. Also see PDF Technology Notes.

Description

The objective of this technique is to provide a mechanism that allows users to explicitly request a
change of context using the submit-form action in a PDF form. The intended use of a submit button is
to generate an HTTP request that submits data entered in a form, so it is an appropriate control to use
for causing a change of context. In PDF documents, submit buttons are normally implemented using
a tool for authoring PDF.

Examples 1 and 2 demonstrate how to add a submit button using specific authoring tools. There are

other PDF tools that perform similar functions. Check the functionality provided by PDF Authoring

Tools that Provide Accessibility Support.
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Examples

Example 1: Adding a submit button using Adobe Acrobat 9 Pro

This example is shown with Adobe Acrobat Pro. There are other software tools that perform
similar functions. See the list of other software tools in PDF Authoring Tools that Provide

Accessibility Support.

1. From the toolbar, select Forms > Form Tools > Button and create a button on the form.

2. Access the context menu for the button and select Properties... to open the Button
Properties dialog.

3. In the General tab, provide a tooltip for the button.

4. In the Options tab, choose an option in the Layout menu for the button label, icon image,
or both. Then, type text in the Label box to identify the button as a submit button and/or
click Choose Icon and locate the image file you want to use.

5. In the Actions tab:

o For Select Trigger, choose Mouse Up. (The Mouse Up event is keyboard accessible
and, in addition, ensures that the button will not change context unexpectedly, as it
might with, e.g., a Mouse Enter event.)

o For Select Action, choose Submit A Form.
o Click Add.

6. In the Add dialog, enter a URL to collect data on a server or collect form data as e-mail
attachments.

The following image shows the Options tab on the Button Properties dialog.
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=y
Button Properties

| General I .ﬂ«ppearancel Dptions |.ﬂu:ti|:|ns

Layout: Lahg':l ohily v] Svanced..,

Behavior

Icon and Label

State:

Up Label: |Subrmnit

Icam: Choose Ican..,

Clear

[ Locked

The following image shows the Actions tab on the Button Properties dialog.
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Example 2: Adding a submit button using Adobe LiveCycle Designer ES 8.2.1

This example is shown with Adobe LiveCycle Designer. There are other software tools that
perform similar functions. See the list of other software tools in PDF Authoring Tools that

Provide Accessibility Support.

1. On the Insert > Standard menu, select the HTTP Submit Button item.
2. On the Object panel for the HTTP Submit Button, insert the URL for form-submission

processing.

The following image shows the Standard menu with the list of form controls.

Insert Table Layout Tools ‘Wwindow Help

‘ My Favarites ’ | |||I Mriar Pro
Standard
Custom r Check Box
Barcodes ko Circle

Content Area

A9 Date/Time Field

7 Decimal Field

? Signature Field

E? Drop-dowen List

= Email Submit Buttan

" WY Hypetlinks.. 8| HTTP Submit Button

% Wrap in Subfarm

‘ Whnwvrap Subtarm

‘ WWkap im Subfiorm set
. ‘ WWrap i Chajce subtarn Set
% ‘ Urwrap subform, Set

The following image shows the Object panel with the URL and other fields for button

appearance.
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Example 3: Adding a script action to a submit button in a PDF document using JavaScript

The following JavaScript code illustrates the use of a script to specify the submit-form action.

To add this script to the form field:

1. Open the Button Properties dialog, as shown in Example 1, and select the Actions tab
2. Select Run a JavaScript from the drop-down list, and select the Add button

3. Enter JavaScript code in the JavaScript Editor dialog, for example:

var aSubmitFields = new Array( "name", "id", "juser" );
this.submitForm({
cURL: "http://www.example.com/cgi-bin/myscript.cgi#FDF",
aFields: aSubmitFields,
cSubmitAs: "FDF" // the default, not needed here

1)

The following images illustrate this process:
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_iavagcript Editar

Create and Edit JavaScripts

var afukbmitFields = new Array( *
"name", "id", "score” );
thiz.=zubmitForm (!

cUUREL:

"http: //www, example. com/ cgi-
bin/myscript.cgi#FDF",

aField=: aSubmitFields,
cSubmitAs: "FDE"™ // the

default, not needed here

[

L6, Col 4

0] J | Cancel ] I Goto..

This example is shown in operation in the working example of adding a script action to a

submit button.

Resources

Resources are for information purposes only, no endorsement implied.

e Section 12.7.5.2 (Submit-Form Action) in PDF 1.7 (ISO 32000-1)

e Create submission forms in LiveCycle Designer
e XML Forms Architecture (XFA) Specification Version 2.5
e PDF and Accessibility

Related Techniques

e (G80: Providing a submit button to initiate a change of context

e PDF23: Providing interactive form controls in PDF documents
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e PDF12: Providing name, role, value information for form fields in PDF documents

Tests

Procedure

1. For each page that submits a form, visually verify that the form contains a submit button and
check one of the following:

o Tab to the button and check that it submits the form in response to user action to select the
button.

o Open the PDF document with a tool that is capable of showing the submit-form action and
check that the button action is to submit the form.

Expected Results

e #1 is true for each page that contains a form.

If this is a sufficient technique for a success criterion, failing this test procedure does not necessarily
mean that the success criterion has not been satisfied in some other way, only that this technique has
not been successfully implemented and can not be used to claim conformance.

S

PDF16: Setting the default language using the /Lang entry in the
document catalog of a PDF document

Applicability

Tagged PDF documents
This technique relates to:

e Success Criterion 3.1.1 (Language of Page)

o How to Meet 3.1.1 (Language of Page)

o Understanding Success Criterion 3.1.1 (Language of Page)
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User Agent and Assistive Technology Support Notes

See User Agent Support Notes for PDF16. Also see PDF Technology Notes.

Description

The objective of this technique is to specify a document's default language by setting the /Lang entry
in the document catalog. This is normally accomplished using a tool for authoring PDF.

Both assistive technologies and conventional user agents can render text more accurately when the
language of the document is identified. Screen readers can load the correct pronunciation rules.
Visual browsers can display characters and scripts correctly. Media players can show captions
correctly. As a result, users with disabilities are better able to understand the content.
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Examples

Example 1: Adding a /Lang entry to specify the default document language using Adobe Acrobat 9
Pro

This example is shown with Adobe Acrobat Pro. There are other software tools that perform
similar functions. See the list of other software tools in PDF Authoring Tools that Provide

Accessibility Support.

1. Open the document in Adobe Acrobat Pro
From the File menu, select "Properties..."

In the "Properties" dialog, select the "Advanced" tab

> L

In the "Reading Options" field, select the default language from the "Language" combo

box

Erint Scaling: | Defalt

Reading Options

Note: Acrobat includes 16 preset language selections. If you need to specify a language
that is not on the list, such as Russian, you must type the ISO 639 code for the language,
not its name.

This example is shown in operation in the working example of adding a /Lang entry using
Acrobat Pro.
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Example 2: Specifying the default document language in a PDF document using Microsoft Word

2007

This example is shown with Microsoft Word. There are other software tools that perform
similar functions. See the list of other software tools in PDF Authoring Tools that Provide

Accessibility Support.

Documents authored in Microsoft Word: "In some instances, even if the document language
has been specified in the source file, the information about document language is not conveyed
to the PDFMaker. Setting the language for an entire document in the Document Properties
dialog box [see Example 1] corrects all errors related to this option."(Adobe® Acrobat® 9 Pro
Accessibility Guide: Creating Accessible PDF from Microsoft® Word)

Example 3: Specifying the default document language in a PDF document using a /Lang entry

The natural language used for text in a document is determined in a hierarchical fashion, based
on whether an optional /Lang entry is present in any of several possible locations. At the
highest level, the document's default language may be specified by a /Lang entry in the
document catalog.

The following code fragment illustrates code that is typical for using the /Lang entry in the
document catalog for a document's default language (in this case, US English). (This is
typically accomplished by an authoring tool.)

1 0 obj
<< /Type /Catalog

/Lang (en-US)

>>
endobj

Resources

Resources are for information purposes only, no endorsement implied.

Section 14.9.2 (Natural Language Specification) in PDF 1.7 (ISO 32000-1)
ISO 639-2 Codes
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e PDF Reference 1.6, 10.8.1 Natural Language Specification (PDF 8.7 Mb)

e PDF Standards: Natural Language Specification
e Adobe® Acrobat® 9 Pro Accessibility Guide: Creating Accessible PDF from Microsoft® Word
e PDF and Accessibility

Related Techniques

e PDF19: Specifying the language for a passage or phrase with the Lang entry in PDF documents

Tests

Procedure

1. Verify that the default language for the document is correctly specified by applying one of the
following:

o Read the PDF document with a screen reader, listening to hear that the text is read in the

correct natural language.
o Using a PDF editor, check that the language is set to the default document language.

o Use a tool which is capable of showing the /Lang entry value in the document catalog to
open the PDF document and view the language settings.

o Use a tool that exposes the document through the accessibility API and verify that the

language is set to the default language.

Expected Results

e #] is true.

If this is a sufficient technique for a success criterion, failing this test procedure does not necessarily
mean that the success criterion has not been satisfied in some other way, only that this technique has
not been successfully implemented and can not be used to claim conformance.
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PDF17: Specifying consistent page numbering for PDF documents

Applicability

Tagged PDF documents
This technique relates to:

e Success Criterion 1.3.1 (Info and Relationships)

o How to Meet 1.3.1 (Info and Relationships)

o Understanding Success Criterion 1.3.1 (Info and Relationships)

e Success Criterion 2.4.8 (Location)

o How to Meet 2.4.8 (Location)

o Understanding Success Criterion 2.4.8 (Location)

e Success Criterion 3.2.3 (Consistent Navigation)

o How to Meet 3.2.3 (Consistent Navigation)

o Understanding Success Criterion 3.2.3 (Consistent Navigation)

User Agent and Assistive Technology Support Notes

See User Agent Support Notes for PDF17. Also see PDF Technology Notes.

Description

The objective of this technique is to help users locate themselves in a document by ensuring that the
page numbering displayed in the PDF viewer page controls has the same page numbering as the
document. For example, Adobe Acrobat Pro and Reader display page numbers in the Page
Navigation toolbar. The page number format is specified by the /PageLabels entry in the Document
Catalog.

Many documents use specific page number formats within a document. Commonly, front matter is
numbered with lowercase Roman numerals. The main content, starting on the page numbered 1, may
actually be the fifth or sixth page in the document. Similarly, appendices may begin with page
number 1 plus a prefix of the appendix letter (e.g., "A-1").

Authors should make sure that the page numbering of their converted documents is reflected in any
page number displays in their user agent. Consistency in presenting the document's page numbers
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will help make navigating the document more predictable and understandable.

As an example, if /PageLabels has not been provided to describe the page number formatting, the
page numbering scheme will not be reflected in the Page Navigation toolbar in Adobe Acrobat Pro or
Reader. This toolbar displays the page number in a text box, which users can change to move to
another page. In addition, users can select the arrows to move one page up or down in the document.
The toolbar also displays the relative page number location. In the image below, the default display
indicates the user is on page 1 of 4 pages.

%1!4

A more direct way of going to a page is to use the shortcut for the View > Page Navigation > Page
menu item. On Windows, this shortcut is "Ctrl + Shift + N"; on Mac OS, it is "Cmd + Shift + N".
This brings up a dialog box to go to a specific page number.
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Example 1: Editing PDF page number formatting specifications using Adobe Acrobat 9 Pro

This example is shown with Adobe Acrobat Pro. There are other software tools that perform
similar functions. See the list of other software tools in PDF Authoring Tools that Provide
Accessibility Support.

The example document converted from Microsoft Word 2007 has 4 pages, numbered i, ii, iii, 1.
The image below shows the Word document with lowercase Roman numeral page numbering

specified In Word using:

e Insert ribbon > Page number > Page Number Format

In this document, a new section has been created with page numbering beginning with Arabic
numeral 1 on the fourth page of the document. The document was then converted to PDF from

Word.

In Adobe Acrobat Pro, Select View > Navigation Panels > Pages. The following image shows
the page thumbnails in the Pages panel and the Page Navigation toolbar. Both the thumbnails

-

Page Number Format I. ? ﬁ,l

Number format: E_E

[7] tndude chapter number

Chapter starts with style: |Heading 1

IJse separator: - {hyphen)

Examples: 1-1, 1-A

Page numbering

(7 Continue from previous section

-

i@ Startat: |i =

and the toolbar use Arabic page numbers.
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To correct the page numbers:

1. Select the pages to be renumbered
2. Access the context menu for the selected pages and select Number Pages

3. Inthe Page Numbering dialog, select the lowercase Roman numeral style and the starting

page (1 by default, which is correct in this case)
4. Select OK

The following image shows the Page Numbering dialog and selections.
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=B ECIY % 4 ) & 8 (&8 o - [

Page Murmbeting

Pages
|

@ Selected
7 Fram: 1 To: |3 of 4

Mumbering

@ Begin new section

= —— soie: (DR

Prefiz: I

Start: Il

3 4 () Extend numbering used in preceding section to selected pages

Sample: i, i, il ..

Follow the same process to change the fourth page number to Arabic numeral 1.

The following image shows the correct page numbers for the 4 pages. Note that page iii is
selected in the Pages panel and the Page Navigation toolbar shows iii in the text area. In
addition, the relative location in the document is shown at the right of the toolbar: "(3 of 4)."
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= EHCTS 8 0 gy

This example is shown in operation in the working example of specifying page numbers in a
document converted from Word (Word file) and working example of specifying page numbers

1 4 4 10 XY71 1 /71T M1\

142

https://www.w3.org/TR/WCAG20-TECHS/pdf 142/194


https://www.w3.org/WAI/WCAG20/Techniques/working-examples/PDF17/page-numbers.docx
https://www.w3.org/WAI/WCAG20/Techniques/working-examples/PDF17/page-numbers.docx
https://www.w3.org/WAI/WCAG20/Techniques/working-examples/PDF17/page-numbers.pdf
https://www.w3.org/WAI/WCAG20/Techniques/working-examples/PDF17/page-numbers.pdf

11/6/23, 11:04 AM PDF Techniques | Techniques for WCAG 2.0

Example 2: Specifying page numbers using the /PageLabels entry

The following code fragment illustrates code that is typical for specifying multiple page

numbering schemes in a document.

The example below is for a document with pages labeled:

Example: 1, 1i, iii, 1v, 1, 2, 3, A-8, A-9, ...

This numbering scheme requires 3 page-label dictionaries (for lowercase Roman, Arabic, and
prefixed numbers)

1 0 obj
<< /Type /Catalog
/PagelLabels << /Nums [ @ << /S /r >> % lowercase Roman numerals
4 << /S /D >> % Arabic numerals

7 << /S /D % Arabic numerals with ...
/P (A-) % the prefix "A-"...
/St 8 % starting at page 8

>>

>>

>>

endobj

Page labels are specified as follows:

e /s specifies the numbering style for page numbers:
o /b - Arabic numerals (1,2,3...)
o /r - lowercase Roman numerals (i, ii, iii,...)
o /R -uppercase Roman numerals (I, II, IIL,...)
o /A -uppercase letters (A-Z)
o /a-lowercase letters (a-z)

e /P (optional) - page number prefix

e /st (optional) - the value of the first page number in the range (default: 1)
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Resources

Resources are for information purposes only, no endorsement implied.

e Section 12.4.2 (Page Labels) PDF 1.7 (ISO 32000-1)
e PDF and Accessibility

Related Techniques

e PDF14: Providing running headers and footers in PDF documents

Tests

Procedure
1. For every section in the document that uses a different pagination format, check that the page
navigation feature uses the same format used on the document pages:
o Select the pages that begin a new pagination format and visually verify that the same

format and page number is shown in the page navigation feature.

o Using a screen reader, check that the page number announced in the page navigation
feature is the same as the page number announced on the document page.

o Using a tool that is capable of showing the /PageLabels entries, open the PDF document
and view the entries.

o Use a tool that exposes the document through the accessibility API, and verify that the
/PageLabels entries are specified correctly.

Expected Results

e #1 is true.

If this is a sufficient technique for a success criterion, failing this test procedure does not necessarily
mean that the success criterion has not been satisfied in some other way, only that this technique has
not been successfully implemented and can not be used to claim conformance.
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PDF18: Specifying the document title using the Title entry in the
document information dictionary of a PDF document

Applicability

Tagged PDF documents
This technique relates to:

e Success Criterion 2.4.2 (Page Titled)
o How to Meet 2.4.2 (Page Titled)
o Understanding Success Criterion 2.4.2 (Page Titled)

Note: This technique must be combined with other techniques to meet SC 2.4.2. See
Understanding SC 2.4.2 for details.

User Agent and Assistive Technology Support Notes

See User Agent Support Notes for PDF18. Also see PDF Technology Notes.

Description

The intent of this technique is to show how a descriptive title for a PDF document can be specified
for assistive technology by using the /Title entry in the document information dictionary and by
setting the DisplayDocTitle flag to True in a viewer preferences dictionary. This is typically
accomplished by using a tool for authoring PDF.

Document titles identify the current location without requiring users to read or interpret page content.
User agents make the title of the page easily available to the user for identifying the page. For
instance, a user agent may display the page title in the window title bar or as the name of the tab
containing the page.
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Examples

Example 1: Setting the document title in the metadata and specifying that the title be displayed in
the title bar using Adobe Acrobat 9 Pro

This example is shown with Adobe Acrobat Pro. There are other software tools that perform
similar functions. See the list of other software tools in PDF Authoring Tools that Provide

Accessibility Support.

Open the PDF document in Adobe Acrobat Pro:

1. Select File > Properties

2. Select the Description tab to view the metadata in the document, including the document

information dictionary

3. Modify the Title field to add or change the document's Title entry
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Dacument Proserties ﬁ T A R &%Mﬂbﬁm m

Descristion | Seciity | Frnts | Tnitial Uipwl Custom | hd‘l.r.'-mrpdl

Description

File Cape-cod-traffic.pdf

Title: Iﬁvuiding Cape Cod Traffic

Author |

Subject: I

Keywords:

Creatzd:  11/5/2010 12:42:32 PM R e T

Modifizd: 2372011 12:56:35 PM

Apolication:  Acrobat PDFMaker 9.0 for Word

Hdvanced
PDF Producer:  Adobe PDF Library 9.0
PDF Version: 1.6 (Acrobat 7.x)
Locetion: Ch\Users\Mary\Documents\ Adobe PDF techniques for W3 Chsamnple filesh,
FileSize: 42.99 KB (44,023 Bytes)
PageSizer B8.50x11.00in Mumber of Pages: 1

Tagged PDF: Yes Fast Web View: Mo

i)

Note that, with Adobe Acrobat installed, you can also enter and read the data properties
information from the desktop. Access the file's context menu, choose Properties, and select the
PDF tab. Any information you type or edit in this dialog box also appears in the Document
Properties Description when you open the file.

To display the document title in the title bar of a user agent:

1. Select File > Properties
2. Select the Initial View tab

3. In the Window Options section, select Document Title in the Show pull-down list.
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Document Prooserties - - - - —— m— ﬂ

Nescrintinn | Sectity | Fants  Initial View | Custom | hd'l.rﬂnr?dl

Laycut and Magnificatizn

MNavigation tab: ’ Page Only v]
Pagz layout: ISingIE Page Continuous v]
Magnification:  Default -

Opento page: Il ofl

Winduw Oplivns

[ Resize window to initial page
[] Center window on screen

[T Open n Full Screer mode

Shows ’ Document Ttle -

UserInterface Options

[THide menu kar
[11 lide tzol bars

[Hide window contrals

[ox ] [omes

The title is displayed in the title bar, as shown in the image below.

[ﬁ Avoiding Cape Cod Traffic - Adcbe Acrobat Pro Extended

This example is shown in operation in the working example of displaying document title in the

a1 1
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Example 2: A /Title entry in the document information dictionary of a PDF document

The following code fragment illustrates code that is typical for providing a /Title entry in a

document information dictionary that contains a document title.

1 0 obj
<< /Title (Applying Guerrilla Tactics to Usability Testing by People with Disabilities)
/Author (Mary Smith)
/CreationDate (D:19970915110347-08'00")
>>
endobj

Resources

Resources are for information purposes only, no endorsement implied.

e PDF and Accessibility
e Section 14.3.3 (Document Information Dictionary) in PDF 1.7 (ISO 32000-1)

e PDF Reference 1.6, TITLE entry of the document information dictionary

Related Techniques

o G88: Providing descriptive titles for Web pages

Tests

Procedure
1. Verify that the title for the document is correctly specified and displayed in the user agent title
bar by applying one of the following:
o Open the PDF document with a screen reader, listening to hear that the document title is
read correctly.

o Using a PDF editor, check that the document title is specified. Select the Initial View tab to
check that the title will be displayed.
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o Use a tool which is capable of showing the /Title entry value in the document catalog to
open the PDF document and view the /Title entry and /DisplayDocTitle flag settings.

Expected Results
e #1istrue.

If this is a sufficient technique for a success criterion, failing this test procedure does not necessarily
mean that the success criterion has not been satisfied in some other way, only that this technique has
not been successfully implemented and can not be used to claim conformance.

R

PDF19: Specifying the language for a passage or phrase with the Lang
entry in PDF documents

Applicability

Tagged PDF documents

This technique relates to:

e Success Criterion 3.1.1 (Language of Page)

o How to Meet 3.1.1 (Language of Page)

o Understanding Success Criterion 3.1.1 (Language of Page)

e Success Criterion 3.1.2 (Language of Parts)

o How to Meet 3.1.2 (Language of Parts)
o Understanding Success Criterion 3.1.2 (Language of Parts)

User Agent and Assistive Technology Support Notes

See User Agent Support Notes for PDF19. Also see PDF Technology Notes.
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Description

The objective of this technique is to specify the language of a passage, phrase, or word using the
/Lang entry to provide information in the PDF document that user agents need to present text and

other linguistic content correctly. This is normally accomplished using a tool for authoring PDF.

Both assistive technologies and conventional user agents can render text more accurately when the
language is identified. Screen readers can load the correct pronunciation rules. As a result, users with
disabilities are better able to understand the content.

Note: This technique can be used to set the default language for the entire document if the entire
document is contained in the container or tag. In this case, this technique would apply to
Success Criterion 3.1.1.

Examples

Example 1: Adding a /Lang entry to specify the language for a paragraph using Adobe Acrobat 9
Pro

This example is shown with Adobe Acrobat Pro. There are other software tools that perform
similar functions. See the list of other software tools in PDF Authoring Tools that Provide

Accessibility Support.

1. In the Tools menu, select Advanced Editing.

2. Select the TouchUp Reading Order Tool.

3. Click the Show Order Panel button in the TouchUp Reading Order Tool
4

Select the Tags tab in the Show Order Panel and select the paragraph that is in the
different language. You can also use the Options menu in the Tags tab: select Find Tag

from Selection.
5. Right-click the selection and select Properties in the context menu.
6. In the Tags tab in the Properties dialog, select the language from the drop-down list.

Note: Acrobat includes 16 preset language selections. If you need to specify a language
that is not on the list, such as Russian, you must type the ISO 639 code for the language,

not its name.
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Example 2: Adding a /Lang entry to specify the language for a specific word or phrase using Adobe
Acrobat 9 Pro

This example is shown with Adobe Acrobat Pro. There are other software tools that perform
similar functions. See the list of other software tools in PDF Authoring Tools that Provide

Accessibility Support.

1. Select the word or phrase that is in a different language and create a tag for it in the
Reading Order Panel (e.g., Text).

2. Open the Tags tab in the Show Order Panel and select the tagged word or phrase that is in
the different language. You can also use the Options menu in the Tags tab: select Create
Tag from Selection.

Right-click the selection and select Properties in the context menu.

4. In the Tags tab in the Properties dialog, select the language from the drop-down list.

When you tag a word or phrase, Acrobat splits the original content into three document content
tags: one for the text that precedes your selection, one for the selection, and one for the text
that follows the selection. As needed, drag the document content tag for the selected text into
position between the other two tags, so that the text reads in the proper order. All three tags

must also be at the same level beneath their parent tag. Drag them into place if they are not.
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Example 3: Specifying the language for a word or phrase in a PDF document using a /Lang entry

Below the level of the default document language, the language for a passage may be specified
for the following items:

e Marked-content sequences that are not in the structure hierarchy, through a /Lang entry in
a property list attached to the marked-content sequence with a Span tag.

e Structure elements of any type, through a /Lang entry in the structure element dictionary.

The following code fragment illustrates code that is typical for using the /Lang entry to

override the default document language by specifying a marked-content sequence within a
page's content stream:

/P % Start of marked-content sequence
BDC
(See you later, or in Spanish you would say, ) Tj
/Span << /Lang (es-MX) >>% Start of nested marked-content sequence
BDC
(Hasta la vista.) Tj
EMC% End of nested marked-content sequence

EMC% End of marked-content sequence

The following code fragment illustrates code that is typical for using the /Lang entry in the
structure element dictionary. In this case, the /Lang entry applies to the marked-content
sequence having an MCID (marked-content identifier) value of 0 within the indicated page's
content stream.

1 © obj% Structure element
<< /Type /StructElem
/S /Span% Structure type
/P /P% Parent in structure hierarchy
/K<< /Type /MCR
/Pg 2 @ R% Page containing marked-content sequence
/MCID 0% Marked-content identifier
>>
/Lang (es-MX)% Language specification for this element
>>
endobj
2 © obj% Page object
<< /Type /Page
/Contents 3 @ R% Content stream

>>
endobj

3 0 obj% Page's content stream
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<< /Length .. >>
stream
BT
/P % Start of marked-content sequence
BDC
(See you later, or in Spanish you would say, ) Tj
/Span << /MCID @ >>% Start of nested marked-content sequence
BDC
(Hasta la vista.) Tj
EMC% End of nested marked-content sequence
EMC% End of marked-content sequence
ET
endstream

endobj

Resources

Resources are for information purposes only, no endorsement implied.

e Section 14.9.2 (Natural Language Specification) in PDF 1.7 (ISO 32000-1)
e ISO 639-2 Codes
e PDF Reference 1.6, 10.8.1 Natural Language Specification (PDF 8.7 Mb)

e PDF Standards: Natural Language Specification
e Adobe® Acrobat® 9 Pro Accessibility Guide: Creating Accessible PDF from Microsoft® Word
e PDF and Accessibility

Related Techniques

e PDF16: Setting the default language using the /Lang entry in the document catalog of a PDF

document

Tests

Procedure

1. Verify that the language of a passage, phrase, or word that differs from the language of the
surrounding text is correctly specified by a /Lang entry on an enclosing tag or container:
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o Read the PDF document with a screen reader that supports the language of the phrase and
the language of the surrounding text, listening to hear that the text is read in the correct

natural language.

o Using a PDF editor, select the word or phrase that is in the different language and check
that the language is set correctly.

o Use a tool which is capable of showing the /Lang entry value to open the PDF document
and view the language settings.

o Use a tool that exposes the document through the accessibility API and verify that the
language for the passage or phrase is set correctly.

2. Verify that if the container or tag contains the entire document, the language setting is the
language intended as the default for the document.

Expected Results

e #] and #2 are true.

If this is a sufficient technique for a success criterion, failing this test procedure does not necessarily
mean that the success criterion has not been satisfied in some other way, only that this technique has
not been successfully implemented and can not be used to claim conformance.

¢ v 2

PDF20: Using Adobe Acrobat Pro's Table Editor to repair mistagged
tables

Applicability

Tagged PDF documents with tables.

This technique relates to:

¢ Success Criterion 1.3.1 (Info and Relationships)

o How to Meet 1.3.1 (Info and Relationships)

o Understanding Success Criterion 1.3.1 (Info and Relationships)
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User Agent and Assistive Technology Support Notes

See User Agent Support Notes for PDF20. Also see PDF Technology Notes.

Description

The purpose of this technique is to show how table cells in PDF documents can be marked up so that
the logical relationships among rows and columns are preserved and recognized by assistive
technology. This is typically accomplished by using a tool for authoring PDF.

However, tables converted to PDF may have incorrectly merged or split table cells, even if they were
marked up correctly in the authoring tool. Authors can ensure that table cells are structured properly
by using the Table Editor in Adobe Acrobat Pro's TouchUp Reading Order tool.
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Example 1: Repairing table cells using the Table Editor in the TouchUp Reading Order tool in

Adobe Acrobat 9 Pro

This example is shown with Adobe Acrobat Pro. There are other software tools that perform
similar functions. See the list of other software tools in PDF Authoring Tools that Provide

Accessibility Support.

This example uses a table that was marked up correctly when it was created in Microsoft Word.
Some table headers span two rows in the header row; one table header spans two columns.

[Example table
Thisis anexample of a data table.

Disahility
Category

Participants

Ballots
Completed

Ballots
Incom plete/
Term inated

Results

Accuracy

Time to
com plete

Elind

€}

34.5%, n=1

1199s5ec, n=1

Low Wision

3

95.3% n=2

{97.7%, n=3

1F16s5ec, n=3

[192ds5ec, n=2]

D et erity

G2 3%, n=4

1672.15ec, n=4

Mlobility

95.49%, n=3

14l16s5ec, n=3

To check the table in the PDF document:

1. Advanced > Accessibility > TouchUp Reading Order...

2. Select the table by clicking the number in the top left hand corner of the table (3 in the

reading order in the image below).

3. Select the Table Editor button on the TouchUp Reading Order panel. The table cells will
be outlined in red and labeled with their tags. The red outlines may not exactly match up
to the table cells but you should be able to determine if the cells are tagged correctly.

The following image shows the example table in the TouchUp Reading Order tool. Note that
the Results header appears to span two sub-headers and the other headers to the left span the

two rows in the Results header.
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TouchUp Reading Order [E

Drawe 3 rectangle around the content
then click one of the buttons below:

[omee | bigue I Eﬂ?:???::lainmle of adata table. |
| FormField | | Figure/Caption | bl

| Heading1 | Table

| Headingz | | Cell |

| Heading3 | | Eronula ]

[ S |

[ Table Editar ]

[¥] Show page content order =
[¥] Show table cells |
|

Show tables and figures

I Clear Page Structure... ] I Showe Order Panel ]

[ Help | | i |

The following images shows the example table in the Table Editor. The cells are outlined in
red, and the tab for each cell is displayed. Upon conversion, the Results header was incorrectly
split and does not span its two sub-headers. The headers to the right were incorrectly split into
2 cells each and do not span the Results headers. In addition, the incorrectly split cells were
merged into one cell.
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Example table

Thisis an example of a data table.
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s

His

Terminated

Accuracy(TH|  Time to.

complete

4

D 34,506, n=1

_DhEIEI seq n=1

3

D a2 3% n=2

(97. 7%, n=3]

o 16 5ec n=3

(1924 5ec n=2]

O e 39 n=g

D?E.l sec, n=ty

[il 90, 9%. n=2

D

To repair the Results header:

A

Select the header in the table (it will be outlined in blue when selected)

Access the context menu

Select Table Cell Properties...

In the Table Cell Properties dialog, change the Column Span from 1 to 2

Press OK. You'll get a warning that the change might result in a malformed table structure.
In this case, the change is correct. The cell you changed should change color to show the

new span, as shown in the following image.
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Table Cell Properties
Type
.é! Header Cell SCDFIE: Mone -v]
(71 Data Cell
Attributes ferey—
ped
Fowe Span:

Colurnn Span:

U ez n=2 J1CF16:

17

1D (97.7%, n=3] | (1934:

Associated Header Cell IDs; D g3 305 n=4 DFaa

[il ot g%, n=2

| ok || Cancel

Similarly, to repair the incorrectly split header cells to the left of Results header:

1. Select the top cell in the column (it will be outlined in blue when selected)

Access the context menu
Select Table Cell Properties...
In the Table Cell Properties dialog, change the Row Span from 1 to 2

A

Press OK. The following image shows the correction being made to the last header cell,
with the corrected header cells to its left.
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" Table Cell Properties —
Type
@ Header Cell Scope: | Mane v]
(71 Data Cell itz table.
H TH]
Attribiutes H

Fowe Span:

Colurnn Span:

ik
E!

I
¥ MO
Associated Header Cell IDs;
=
-
K, Cancel

The following image shows the repaired example table.

Example table
Thisis an example of a data table.

H H H

D 99 5ec n=1

b 16 5ac n=3
11834 sec, n=2)

Eerity D?E.lsec,n:ﬂl
D D

jlity =
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This example is shown in operation in the working example of repairing table structure (Word
file) and working example of repairing table structure (PDF file).

Example 2: Marking up a table using table structure elements

The following code fragment illustrates code that is typical for a simple table (header row and
data row) such as shown in Examples 1-3:

95 © obj %Structure element for a table
<<
/A 39 @ R
/K[96 @ R 101 @ R 106 @ R 111 @ R]
/P 93 @ R
/S/Table %standard structure type is table
>>
endobj
96 © obj %Structure element for a table row
<<
/K[97 © R 98 © R 99 © R 100 0 R]
/P 95 @ R
/S/TR %standard structure type is table row
>>
endobj
97 © obj %Structure element for a table header
<</A[23 @ R 120 @ R]
/K 1
/P 96 @ R
/S/TH %standard structure type is table head
/Pg 8 @ R
>>
endobj
104 0 obj %Structure element for table data (cell contents)
<<
/A 29 @ R
/K 7
/P 101 @ R
/S/TD %standard structure type is table data
/Pg 8 @ R
>>

endobj
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Resources

Resources are for information purposes only, no endorsement implied.

e PDF and Accessibility
e 14.8.4.3.4 (Table Elements) in PDF 1.7 (ISO 32000-1)

Related Techniques

e H51: Using table markup to present tabular information

¢ PDF6: Using table elements for table markup in PDF Documents

Tests

Procedure
1. For a table that has been repaired with the Table Editor, confirm one of the following:
o Read the PDF document with a screen reader, listening to hear that the tabular information

is presented in a way that preserves logical relationships among the table header and data
cells. (Configure the screen reader to not use heuristics to read table header cells.)

o Using a PDF editor, verify that the appropriate 7R, TH, and 7D tags are in the proper
reading order and hierarchy in the table tree.

o Use a tool which is capable of showing the table elements to open the PDF document, view
the table structure, and verify that it contains the appropriate TR, TH, and TD structures.

o Use a tool that exposes the document through the accessibility API, and verify that the table
structure contains the appropriate TR, TH, and TD structures, and that they are in the
proper reading order and hierarchy.

Expected Results

e #] is true.

If this is a sufficient technique for a success criterion, failing this test procedure does not necessarily
mean that the success criterion has not been satisfied in some other way, only that this technique has

not been successfully implemented and can not be used to claim conformance.
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¢+ v <

PDF21: Using List tags for lists in PDF documents

Applicability

Tagged PDF documents with lists.

This technique relates to:

¢ Success Criterion 1.3.1 (Info and Relationships)
o How to Meet 1.3.1 (Info and Relationships)

o Understanding Success Criterion 1.3.1 (Info and Relationships)

User Agent and Assistive Technology Support Notes

See User Agent Support Notes for PDF21. Also see PDF Technology Notes.

Description

The intent of this technique is to create lists of related items using list elements appropriate for their
purposes. PDF files containing lists are normally created or repaired using a tool for authoring PDF.

When markup is used that visually formats items as a list but does not indicate the list relationship,
users may have difficulty navigating the information. An example of such visual formatting is simply
using line-breaks to separate list items.

Some assistive technologies allow users to navigate from list to list or item to item. If the lists are not
correctly formatted with list tags, these users will have difficulty understanding the list content.

The easiest way to create lists in PDF content is to format them properly using list markup in the
authoring tool, for example, Microsoft Word or OpenOffice.org Writer. However, if you do not have
access to the source file and authoring tool, you can use Acrobat Pro's TouchUp Reading Order tool
and the Tags panel.

The PDF specification defines list structure in section 14.8.4.3.3 (List Elements). The structure types

for lists in PDF documents are:
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e L - the List tag, which contains one or more LI tags.
e LI - the List Item tag. List item tags can contain Lbl and LBody tags.

e Lbl - the list item label. Contains distinguishing information such as a item number or bullet
character.

¢ LBody - the list item body. Contains list item content, or in the case of a nested list, it may
contain additional List tag trees.
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Examples

Example 1: Adding lists to Microsoft Word 2007 documents

This example is shown with Microsoft Word. There are other software tools that perform
similar functions. See the list of other software tools in PDF Authoring Tools that Provide

Accessibility Support.

On the Home ribbon, use the lists tools to create or repair lists in Word documents. This is the
easiest way to ensure that lists are formatted correctly when they are converted to PDF.

In the image below, the numbered and bullet lists were created using the list tools. The third list
did not use the list tool (see the ribbon) and the list will not be tagged as list elements when
converted to PDF.

e = e G —
rabe %, X' Aa~||R7- A~ |E |3z~ | ||| 7

Mormal

Font ls Faragraph

Local Schools

Thelocal schoolsin Frosthite Falls are:

* RockyHighschool
¢  NooseMiddle School

* FeabodyElementary

The most popular school sports are:

1. Snow-shoeing

2. lce-skating
3. Skiing

Thizis anincorrectly formattedlist, usingparagraphs:
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Example 2: Adding lists to OpenOffice.org Writer 2.2 documents

This example is shown with OpenOffice.org Writer. There are other software tools that perform

similar functions. See the list of other software tools in PDF Authoring Tools that Provide

Accessibility Support.

Use the Bullets and Numbering tool to create or repair lists in OpenOffice.org Writer

documents. This is the easiest way to ensure that lists are formatted correctly when they are

converted to PDF.

In the image below, the numbered and bullet lists were created using the list tools. The third list

did not use the list tool (see the toolbar) and the list will not be tagged as list elements when

converted to PDF.

Local Schools

The local schools in Frostbite Falls are:
*  Eocky High School
*  Moose Middle School
*  Peabody Elementary
The most popular school sports are:
1. Snow-shoeing
2. Ice-gkating
3. Sking

Thisz 1z an incorrectly formatted list, using paragraphs:

Ttem ll

Ttem 2

Item

This example is shown in operation in the working example of adding lists to OpenOffice

Writer documents.
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Example 3: Ensuring that lists are correctly formatted using Adobe Acrobat 9 Pro

This example is shown with Adobe Acrobat Pro. There are other software tools that perform

similar functions. See the list of other software tools in PDF Authoring Tools that Provide

Accessibility Support.

1. View > Navigation Panels... > Tags

2. Inspect the lists in the document to determine which, if any, are not formatted properly.

In the following image, the third list is formatted as text. The list items are separated only by
line-breaks. Assistive technology may not be able to render the list intelligibly for users.

t[lucal Schools

The local schools in Frosthite Fallz a "b rd
+  FRockyHigh School
+  Nboss Ividdle School
+  Peabody Elementary
The most popular school sports are: S <LBody>
1. Snow-shosing B <Text body>
2. Ice-gkating B¢ 3.5kiing

3. Skiing H47 «Text body>
This 15 an incorrectly formatted list,

= | This is an incarrectly farmatted lis

Ttera 1 E{j <Text body > |
B e 1

lenis H <Text body>

Htern 3 :'-_‘:'il Itern 2
H7 «Text body>

B Itern 3
i

To repair the list, use the Tags panel to create list tags in the content.

The following image shows the resulting first list item correctly formatted.
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L.ocal Schools

The local schools in Frosthite Falls a ‘fﬁ -
+  FRocky High School
+  Dbose Widdle School
+  Pedbody Elementary
The rmost popular school sports are:
1. Snow-shoeing

B oLl
B4 <L

=47 <LBody>
=¥ «Text body>

2. Ice-shating B¢ 3.5kiing
EF «Test body>

3. Skiing
This is an incorrectly forma thed list,

Ttern 1

I r 2 =<7 <LBody>
=47 <Test body>

Lo B Itern 1
H47 «Text body>

This example is shown in operation in the working example of ensuring lists are properly
formatted in Acrobat Pro.

170

https://www.w3.org/TR/WCAG20-TECHS/pdf

170/194


https://www.w3.org/WAI/WCAG20/Techniques/working-examples/PDF21/lists.pdf
https://www.w3.org/WAI/WCAG20/Techniques/working-examples/PDF21/lists.pdf

11/6/23, 11:04 AM PDF Techniques | Techniques for WCAG 2.0

Example 4: Marking up lists using List structure elements

The following code fragment illustrates code that is typical marking up a list hierarchy in PDF
documents. It uses the simple numbered list in the previous examples. This is typically
accomplished by an authoring tool.

4 0 obj
<</Type /Page
/Contents 5 @ R
>>

endobj
5 © obj
<< /Length 3 @ R >
stream
/P <</MCID 1>> BDC
BT T* (The most popular sports are:) Tj ET EMC
/Lbl <</MCID 11>> BDC
BT T* (1. ) Tj ET EMC
/LBody <</MCID 12>> /BDC
BT (Snow-shoeing ) Tj ET EMC
/Lbl <</MCID 21>> BDC
BT T* (2. ) Tj ET EMC
/LBody <</MCID 22>> /BDC
BT (Ice-skating ) Tj ET EMC
/Lbl <</MCID 31>> BDC
BT T* (3. ) Tj ET EMC
/LBody <</MCID 32>> /BDC
BT (Skiing ) Tj ET EMC
endstream

endobj

101 @ obj % Structure element for intro paragraph to list ("The most popular
<< /Type /StructElem
/S /P
/P 201 0 R
/Pg 4 @ R
/K 1
>>
endobj

111 © obj % Structure element for first item, list label (Lbl): "1."
<< /Type /StructElem
/S /Lbl
/P 211 @ R
/Pg 4 @ R
/K 11
>>
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endobj

112 @ obj
<< /Type /StructElem % Structure element for first item, list text (LBody): ("Snow-shq
/S /LBody
/P 211 @ R
/Pg 4 @ R
/K 12
>>

endobj

[ objects 121-122 and 131-132, referencing MCIDs 21-22 and 31-32 are omitted in the intg

201 @ obj
<< /Type /StructElem
/S /Caption % Intro paragraph
/P 400 0 R
/K [101 @ R]
>>

endobj

211 © obj
<< /Type /StructElem
/S /LI % List item for "1. Snow-shoeing"
/P 400 @ R
/K [111 @ R 112 @ R]
>>

endobj

212 @ obj
<< /Type /StructElem
/S /LI % List item for "2. Ice-skating"
/P 301 @ R
/K [121 @ R 122 0 R]
>>

endobj

213 0 obj
<< /Type /StructElem
/S /LI % List item for "3. Skiing"
/P 301 @ R
/K [131 © R 132 0 R]
>>

endobj

400 © obj
<< /Type /StructElem

/S /L % Top-level structure element in the list hierarchy
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/K [201 0 R 211 @ R 212 © R 213 @ R]
>>

Resources

Resources are for information purposes only, no endorsement implied.

e Section 14.8.4.3.3 (List Elements) in PDF 1.7 (ISO 32000-1)
e PDF and Accessibility

Related Techniques

e (115: Using semantic elements to mark up structure

Tests

Procedure

1. For alist in a PDF document, verify in one of the following ways:

o Read the PDF document with a screen reader, listening to hear that list is read correctly

when reading the content line-by-line.

o Use a tool that is capable of showing lists to open the PDF document and view the list to

check that it is correctly structured.

o Inspect the tag tree to verify that the list is structured according to the PDF specification.

o Use a tool that exposes the document through the accessibility API and verify that the list is

correctly structured.

Expected Results

e #] istrue

If this is a sufficient technique for a success criterion, failing this test procedure does not necessarily

mean that the success criterion has not been satisfied in some other way, only that this technique has

not been successfully implemented and can not be used to claim conformance.

173

https://www.w3.org/TR/WCAG20-TECHS/pdf


http://www.adobe.com/content/dam/Adobe/en/devnet/pdf/pdfs/PDF32000_2008.pdf
http://www.adobe.com/accessibility/products/acrobat.html
http://www.w3.org/TR/2016/NOTE-WCAG20-TECHS-20161007/G115

11/6/23, 11:04 AM PDF Techniques | Techniques for WCAG 2.0

R

PDF22: Indicating when user input falls outside the required format or
values in PDF forms

Applicability

Tagged PDF documents
This technique relates to:

e Success Criterion 3.3.1 (Error Identification)

o How to Meet 3.3.1 (Error Identification)

o Understanding Success Criterion 3.3.1 (Error Identification)

e Success Criterion 3.3.3 (Error Suggestion)

o How to Meet 3.3.3 (Error Suggestion)

o Understanding Success Criterion 3.3.3 (Error Suggestion)

User Agent and Assistive Technology Support Notes

See User Agent Support Notes for PDF22. Also see PDF Technology Notes.

Description

The objective of this technique is to notify the user when user input to a field that requires a specific,

required format (e.g., date fields) is not submitted in that format.

If the required format is not used, an alert dialog describes the nature of the error in text. This may be

accomplished through scripting created by the author (see, for example, SCR18: Providing client-side

validation and alert). User agents, such as Adobe LiveCycle can provide automatic alerts (as

described in the examples below).
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Note: Once the user dismisses the alert dialog, it may be helpful if the script positions the
keyboard focus on the field where the error occurred, although some users may expect the focus
to remain on the last control focused prior to the alert appearing. Authors should exercise care to
ensure that any movement of the focus will be expected. For example, if the alert announces an
error in a phone number format, positioning the focus on the phone number field when the alert
is dismissed can be regarded as helpful and expected. In some cases, however, this may not be
possible. If multiple input errors occur on the page, an alternative approach to error notification
should be implemented.

Ensuring that users are aware an error has occurred, can determine what is wrong, and can correct it

are key to software usability and accessibility. Meeting this objective helps ensure that all users can
complete for-based transactions with ease and confidence.

Labels for required formats in form controls

It is also important that users are aware that an error may occur. You can incorporate this information

in labels; for example, "Date (MM/DD/YYYY)." See PDF10: Providing labels for interactive form
controls in PDF documents.
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Example 1: Providing validation for an input field format using Adobe Acrobat 9 Pro

This example is shown with Adobe Acrobat Pro. There are other software tools that perform

similar functions. See the list of other software tools in PDF Authoring Tools that Provide

Accessibility Support.

Many fields -- telephone number, postal code, date -- must have data entered in a specific

format or pattern.

l.
2.

Access the context menu for the form control that requires a specific format.
Select Properties...

In the Format tab, select the Format Category (in this case, Date). The Date Options
appear.

Select the format for this form control (in this case, mm/dd/yyyy).

In the General tab, specify "Date (mm/dd/yyyy)" for the Name and Tooltip for the control.
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Test Field Properies B

| General | Sppearznce | Options | Actions | Format |I|Fa|i|:|ate | Zalculate

Select format categon | pgte - p the following form.
Date Options
rnfd - I Date you are available
=] P E
| mfdy = Use mm,dd ey fomat.
mfdfaney
trrn S dd ey
v dd Ay
/Yy -

Exmmple of current format:  12/16/2010
P codz format.

ot bath date and tire walues, Use tae Time format
category to display anly the time.

Q Lse the Cate fortmat categorgto dizplay onlythe date

within aweel

[locked | Close

When a user types a recognized date format, it is converted automatically to the specified
format. If the date format or value is not recognized, an error alert appears and provides further
information, as shown in the image below.
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31 Feb 2011

Date youare available:

Use mm/ddfnrwy fommat.

Mifarning: Java Script Window -

Ireealid dateftirne: please ensure that the dateffime exists, Field [ Date you
are available | should match format mmSdd ey

m N - D I B B I a1 1 ° 1 ~ ™ * 1T 11 * A 1
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Example 2: Providing validation for an input field format using Adobe LiveCycle Designer ES 8.2.1

This example is shown with Adobe LiveCycle Designer. There are other software tools that
perform similar functions. See the list of other software tools in PDF Authoring Tools that
Provide Accessibility Support.

1. Select the form control that has a required format.
2. In the Object palette, click the Validation Pattern... button.
3. Because this is a date field the Patterns-Date Field dialog appears. Select the pattern or

\—‘ | Object =, Accessibility
% Fieid | vaiue “Lgindine

format you want users to enter. Then click OK.

Contact Information | ) Type: User Entered - Optior
e £ L [ = =
okl Patterns - Date Field
i plos s Bl | |
= Display | Edit | ¥alidation | Data |
ElpsPostw| Codu
Select Type: Sample:
HerssPhoss "I H]
Tr— FE : _%‘;n' date.longl} -
date. full{}
[Commentz 44107 e Pattern:
Apri, 2007 date{Mr
April 1, 2007 )
Sunday, &pril 1, 2007 3 Handling £
4/41/2007 ‘
Al
04,0107 O
04401 2007
0704401
Al
2007-04-01 R
M-Apr-07 x
Locale: @ va
Default locale - ~ Far

Enaglish (LJ54)

4. In the Object palette, use the Validation Pattern Message box to type a warning message.
Be sure to include the required pattern. This message appears when a user tries to submit
the form using an invalid date format.

This example is shown in operation in the working example of Required Fields in LiveCycle
Designer.
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Example 3: Validating a required date format in a PDF form using JavaScript using Adobe Acrobat
Pro 9

This example is shown with Adobe Acrobat Pro. There are other software tools that perform
similar functions. See the list of other software tools in PDF Authoring Tools that Provide

Accessibility Support.

The following JavaScript code illustrates the use of a script to validate form fields, in this case,
a date field. To add this script to the form field, open the Text Field Properties dialog, as shown
in Example 1, and select Edit in the Validate tab:

Plense complete the following form.

" = Pouired

Date yau are ava Nakle: -DEItE WO Are awvs Il' il

Text Field Propetties

| General | Appearance I Options I Actions I Fu:urmat| Walidate |£3EJ_|EE

(71 Field walue is not walidated

Field walue is in range:

Bl

@ Run custorn validation script:

[]Locked

// JavaScript code for date mask format MM/DD/YYYY
var re = /~[mdy@-9]{2}\/[mdy@-9]{2}\/[mdye-91{4}$/
//Allow blank space in field
if (event.value !="") {
if (re.test(event.value) == false) {
app.alert ({
cTitle: "Incorrect Format",

cMsg: "Please enter date using mm/dd/yyyy format"
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1)

Resources

Resources are for information purposes only, no endorsement implied.

e JavaScript for Acrobat

Related Techniques

G89: Providing expected data format and example
SCR18: Providing client-side validation and alert

PDF23: Providing interactive form controls in PDF documents

PDF10: Providing labels for interactive form controls in PDF documents

PDFS5: Indicating required form controls in PDF forms

Tests

Procedure

For each form field that requires specific input, verify that validation information and instructions are
provided by applying the following:

1. Check that the format or value that is required is indicated in the form control's label.

2. Use an erroneous format or value and move off the field: make sure that an alert describing the
error is provided.

Expected Results

e #1 and #2 are true.

If this is a sufficient technique for a success criterion, failing this test procedure does not necessarily

mean that the success criterion has not been satisfied in some other way, only that this technique has

181

https://www.w3.org/TR/WCAG20-TECHS/pdf 181/194


http://www.adobe.com/devnet/acrobat/javascript.html
http://www.w3.org/TR/2016/NOTE-WCAG20-TECHS-20161007/G89
http://www.w3.org/TR/2016/NOTE-WCAG20-TECHS-20161007/SCR18
http://www.w3.org/TR/2016/NOTE-WCAG20-TECHS-20161007/PDF23
http://www.w3.org/TR/2016/NOTE-WCAG20-TECHS-20161007/PDF10
http://www.w3.org/TR/2016/NOTE-WCAG20-TECHS-20161007/PDF5

11/6/23, 11:04 AM PDF Techniques | Techniques for WCAG 2.0

not been successfully implemented and can not be used to claim conformance.

R

PDF23: Providing interactive form controls in PDF documents

Applicability

e Tagged PDF documents with forms.
e PDF forms created using Adobe LiveCycle Designer.

This technique relates to:

e Success Criterion 2.1.1 (Keyboard)

o How to Meet 2.1.1 (Keyboard)

o Understanding Success Criterion 2.1.1 (Keyboard)

¢ Success Criterion 2.1.3 (Keyboard (No Exception))
o How to Meet 2.1.3 (Keyboard (No Exception))

o Understanding Success Criterion 2.1.3 (Keyboard (No Exception))

User Agent and Assistive Technology Support Notes

See User Agent Support Notes for PDF23. Also see PDF Technology Notes.

Description

The objective of this technique is to ensure that interactive form controls in PDF documents allow

keyboard operation. Interactive PDF forms are generally created using a tool for authoring PDF.

Form controls are implemented in PDF documents either as described in Section 12.7 (Interactive
Forms) of PDF 1.7 (ISO 32000-1) or as described in the Adobe XML Forms Architecture (XFA).

The types of PDF form controls are: text input field, check box, radio button, combo box, list box,

and button.

182

https://www.w3.org/TR/WCAG20-TECHS/pdf


http://www.w3.org/TR/2008/REC-WCAG20-20081211/#keyboard-operation-keyboard-operable
http://www.w3.org/WAI/WCAG20/quickref/20160105/#keyboard-operation-keyboard-operable
http://www.w3.org/TR/2016/NOTE-UNDERSTANDING-WCAG20-20161007/keyboard-operation-keyboard-operable.html
http://www.w3.org/TR/2008/REC-WCAG20-20081211/#keyboard-operation-all-funcs
http://www.w3.org/WAI/WCAG20/quickref/20160105/#keyboard-operation-all-funcs
http://www.w3.org/TR/2016/NOTE-UNDERSTANDING-WCAG20-20161007/keyboard-operation-all-funcs.html
https://www.w3.org/WAI/WCAG20/Techniques/ua-notes/pdf#PDF23
http://www.adobe.com/content/dam/Adobe/en/devnet/pdf/pdfs/PDF32000_2008.pdf
http://partners.adobe.com/public/developer/xml/index_arch.html

11/6/23, 11:04 AM PDF Techniques | Techniques for WCAG 2.0

Form controls allow users to interact with a PDF document by filling in information or indicating
choices, which can then be submitted for processing. Users who rely on keyboard access must be
able to recognize and understand the form fields, make selections, and provide input to complete the
forms, and submit the form, just as sighted users can.

Interactive form controls can be provided for forms created by converting a scanned paper form to
tagged PDF or by creating a form in an authoring application such as Microsoft Word or Open Office
and converting it to tagged PDF.

However, documents created by authoring applications that provide form design features might not
fully retain their fillable form fields on conversion to PDF. Complex forms in particular may not have
properly converted form fields and labels when tagged in conversion.

Using Adobe Acrobat Pro with forms in converted documents, you can ensure that form fields are
keyboard accessible and usable by:

¢ Opening tagged PDF documents with form fields and creating interactive PDF form elements
with the Run Form Fields Recognition tool.

¢ Modifying fillable form fields, or adding form fields, using Adobe Acrobat Pro or Adobe
LiveCycle Designer.

Using Adobe LiveCycle Designer, you can create forms from scratch.
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Examples

Example 1: Adding interactive controls to existing forms in PDF documents using Adobe Acrobat 9
Pro

This example is shown with Adobe Acrobat Pro. There are other software tools that perform
similar functions. See the list of other software tools in PDF Authoring Tools that Provide

Accessibility Support.

If you have a form in a tagged PDF document (created by scanning a paper form or using an
authoring tool to generate tagged PDF), you can use Adobe Acrobat Pro to make the form
elements keyboard accessible in the same page locations as the static form.

1. Use Advanced > Accessibility > Run Form Field Recognition to automatically detect form
fields and make them fillable.

The following image shows the Run Form Field Recognition tool is selected to detect form
fields in a document converted to tagged PDF.

el Windows  Help

Liccessibility Chanige Beading Options.., Shift+ Ctrl+5

| . . -
- # Sign & Certify Quick Check Shift+ Ctrl +6

. :
[ Security | Eull Check...

BEcHy Senitig Dpen Accessibilite Report..,

Marage Trusted Identities..,
) Add Tags to Docutment
Extend Features in Adobe Reader... . -
Fun Form Field Recognitian

Print Production Add Foren Fields ta Tags

Ll Touchlp Reading Qrder...
Docurnent Pracessing

Setup Assistant..,
Web Capture

BDF Optirnizer...
=7 Preflight... Shift+Ctrl+X

The following image shows the resulting form fields after the Run Form Recognition tool is
run.
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Fields

e ielcome to Form Edii:ing bode

EH_| Page 1
Date you are awvailable
First name

Your PDF Farrm "word-formd.pdf" has been created.

Curing creation, &crobat may have missed some fields or created

Last Mame extraneaus fields,
Ermail address
Telephone Please walidate the fields and field narnes on your form. You can click

Sdd Mew Field on the toolbar to add mare fields and right-click on the

AP code form to edit ar delete fields,

Employee Name: Employes Mame

Legend: 1= Field Mame, 2 = Field

[C]Dan't showe again

This example is shown in operation in the working example of Interactive Controls in Acrobat.
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Example 2: Adding form controls in PDF documents using Adobe Acrobat 9 Pro

This example is shown with Adobe Acrobat Pro. There are other software tools that perform

similar functions. See the list of other software tools in PDF Authoring Tools that Provide
Accessibility Support.

You can add keyboard accessible form controls to your form as follows:

1. Forms > Add or Edit Fields... This puts the form in Form Editing mode.

2. Open the Add New Field menu on the upper left, and select a form field to add. The image
below shows the menu of fields.

File Edit “iew Document Comments Fo

R Add MewField = || [ Preview
Text Field
[+| Check Eu:ux
E i 1#) Radio Button
1%] List Box

1= Combo Box
|26] Button
[x_] Digital Signature
[ Barcode
Show Tools on Toolbar

Field Type Help

The following image shows a checkbox added to the form in Example 1.

Tekphone!

¥ Z2IPcode: |
Use 10+4 ZIF code format.

DA‘LMS LESr

Youwill be contacted within awesk.

This example is shown in operation in the working example of Interactive Controls in
LiveCycle Designer.
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Example 3: Editing form controls in PDF documents using Adobe Acrobat 9 Pro

This example is shown with Adobe Acrobat Pro. There are other software tools that perform

similar functions. See the list of other software tools in PDF Authoring Tools that Provide

Accessibility Support.

To edit fields, select the context menu for the field and select Properties... The properties menu
for that form field lets you modify it, as shown in the following image.

Flease complete the following form.

¥ = required

Cate wouare available: !

Use mmyddfner fomat.
1 _ e
* First| Text Field Praperties

¥ last

General |Appearance | Optians I.ﬂu:tin:nns | Farmat I “alidate | Calculatel

tEma

Marme ]Date wou are available

Tooltip }e wou are available: use mm/ddfyyy format]

-

Cormrmon Properties

Farm Field: | Visible - [ Read Only

Orientation; degrees ("] Required

o

Note: The tooltip is not keyboard accessible but will be screen-reader accessible: see

PDF[2: Providing name, role, value information for form fields in PDF documents.
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Example 4: Creating new interactive forms with Adobe LiveCycle Designer ES 8.2.1

This example is shown with Adobe LiveCycle Designer. There are other software tools that

perform similar functions. See the list of other software tools in PDF Authoring Tools that

Provide Accessibility Support.

You can use Adobe LiveCycle Designer to create new forms. In addition to invoking this
standalone tool from the Windows Start menu, you can invoke it in Adobe Acrobat Pro:

1. Forms > Start Form Wizard...

2. Select the No Existing Form radio button, as shown in the following image.

Create ar Edit Farm

What type of document do you want to open as a form?

("1 An existing electronic document

Open a PDF, Woard, Excel, or other file type a3 an Adobe PDF farm,

") A paper form

Corvert a paper form to an Adobe PDF form by scanning it

@ Mo existing form

Create an Adobe POF form from scratch or from a template.

et = ]| Cancel

Clicking Next invokes LiveCycle Designer and the first page of the New Form Assistant. as
shown in the following image.
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Create or Edit Form :
What type | . :
4 Ll Adabe LiveCycle Designer
- File Toals Window Help
(1 An exist| - - Mewr Form DSasistant
'I'.! - 1”- & . .I _‘."
Openaf ~ — == — i Steps Getting Started
| : | d 4 1. Getting Started Select a method for creating a farm:
& A paper Hierarc] PDF Skruch DataVie T . g
Sl 2, Dacument Setup @ Usze aBlank Farm
() Bazed on a Template
N ot (" Bazed on a Spreadsheet
@ Mo exis
) Impaort a PDF Document
Create a )
! Impart a'woord Document

When you invoke LiveCycle Designer from the Windows Start menu, the Form Wizard is
available from File > New...

The New Form Assistant creates a blank form. Use the Object Library in the right pane to
select form controls.

https://www.w3.0rg/ TR/WCAG20-TECHS/pdf 189/194



11/6/23, 11:04 AM PDF Techniques | Techniques for WCAG 2.0

Lt Adabe LiveCycle Designer - [Untitled2]

| File Edit Wiew Insert Table Layout Tools Window Help

= - - -
B Hewe CosN - e v @ | MyriadPro wlin =
5_"%Qpen... Ctrl+ 0O |
5 Closze _| (| Design View |
Hie
E EEE-U-E CHel+ 5 -'_| |I|:II|||I||-|II|||I||%|||I|||3I|||I|||4I|||I||$I|||I||'|3I|||I|||?I|||I||$I|l
B save fs... Ctrl+ Shift+ S

."!j Publish to Repositony...

Li, Distribute Form...

ﬂ Mew Data Connection...

z| Form Object Collections...

o
En:nrm Properties...

[ Print... Ctrl+P

1 CAdsersh. Mormtest.pdf
2 Calzersy, Mormtest,pdf

Exit

You can also use LiveCycle Designer to create forms based on commonly used forms
templates.

1. Invoke the Template Assistant wizard from the New pulldown:

2. Select Forms and then select an appropriate type of form. Then, you can personalize the
form by swapping out placeholder text, graphics, form fields, and properties with custom
objects that you provide or define.
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Check Request

Conference Registration
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Credit Debit Memo
Custaomer Satisfaction Survey
Employee Appraizal
Employee Information Form
Employment Application
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Expense Account
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Personal Leawve
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Example 5: Adding a text field in a PDF document using the /Tx field type

The following code fragment illustrates code that is typical for a simple text field such as

shown in Examples 1 and 2. This is typically accomplished by an authoring tool.

<< /AP -dict-
/DA /Helv @ Tf e g
/DR -dict-
/F ox4
/FT Tx % FT key set to Tx for Text Field
/P -dict-
/Rect -array-
/StructParent ox1
/Subtype Widget
/T Date you are available % Partial field name Date
/TU Date you are available: use mm/dd/yyyy format % TU tool tip value serves as short des
/Type Annot
/V Pat Jones
>>

<Start Stream>
BT
/P <</MCID @ >>BDC
/CS@ cs @ scn
/TTO 1 T
-0.001 Tc 0.003 Tw 11.04 © © 11.04 72 709.56 Tm
[(P)-6(le)-3(as)l0(e)-3( )11(P)-6(rin)2(t)-3( Y)8(0)-7(u)2(r N)4(a)li(m)-6(e)]T3
0 Tc © Tw 9.533 0 Td
()T
-0.004 Tc 0.004 Tw ©0.217 0 Td
[N -5(R)-4(e)5(q)-1(u)-1(1)-3(r)-3(e)-6(d)-1(\))]1T]
EMC
/P <</MCID 1 >>BDC
0 Tc © Tw 4.283 0 Td
[C)-2¢ )13
EMC
/ArtifactSpan <</MCID 2 >>BDC
0.002 Tc -0.002 Tw 0.456 0 Td
[(_)11(__)11(__)11(__)11(__)11(_)11(__)11(__)11(__)11(_)]TI
0 Tc © Tw 13.391 0 Td
()T
EMC
ET
<End Stream>
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Resources

Resources are for information purposes only, no endorsement implied.

e Section 12.7 (Interactive Forms) in PDF 1.7 (ISO 32000-1)
e Adobe XML Forms Architecture (XFA)

Related Techniques

(G202: Ensuring keyboard control for all functionality

PDF3: Ensuring correct tab and reading order in PDF documents
PDF12: Providing name, role, value information for form fields in PDF documents

PDF15: Providing submit buttons with the submit-form action in PDF forms

Tests

Procedure
1. For each form control, verify that it is properly implemented by tabbing to each form control
and checking that it can be activated or that its value can be changed from the keyboard.

Expected Results

e #1 is true.

If this is a sufficient technique for a success criterion, failing this test procedure does not necessarily
mean that the success criterion has not been satisfied in some other way, only that this technique has
not been successfully implemented and can not be used to claim conformance.

CSS1
"Cascading Style Sheets, level 1," B. Bos, H. Wium Lie, eds., W3C Recommendation 17 Dec

1996, revised 11 Jan 1999. Available at http://www.w3.org/TR/REC-CSS1/.

CSS2
"Cascading Style Sheets, level 2," B. Bos, H. Wium Lie, C. Lilley, and I. Jacobs, eds., W3C

Recommendation 12 May 1998. Available at http://www.w3.org/TR/CSS2/.
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http://www.w3.org/TR/2016/NOTE-WCAG20-TECHS-20161007/G202
http://www.w3.org/TR/2016/NOTE-WCAG20-TECHS-20161007/PDF3
http://www.w3.org/TR/2016/NOTE-WCAG20-TECHS-20161007/PDF12
http://www.w3.org/TR/2016/NOTE-WCAG20-TECHS-20161007/PDF15
http://www.w3.org/TR/REC-CSS1/
http://www.w3.org/TR/CSS2/
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CSS21
"Cascading Style Sheets, level 2 revision 1," B. Bos, T. Celik, I. Hickson, H. Wium Lie, eds.,

W3C Candidate Recommendation 25 February 2004. Available at:
http://www.w3.org/TR/CSS21/.

CSS3
[CSS 2.1 and CSS 3] Roadmap, CSS WG's table of modules and publication dates.

HTML4
"HTML 4.01 Specification," D. Raggett, A. Le Hors, 1. Jacobs, eds., W3C Recommendation 24

December 1999. Available at http:/www.w3.org/TR/html401/.

1S032000
"Document management - Portable document format - Part 1: PDF 1.7", ISO/TC 171/SC 2. ISO.

Available at http://www.iso.org/iso/home/store/catalogue _tc/catalogue detail.htm?

csnumber=51502. ISO-approved copy available at:
http://www.adobe.com/content/dam/Adobe/en/devnet/pdf/pdfs/PDF32000_2008.pdf.

WCAG20
"Web Content Accessibility Guidelines 2.0," B. Caldwell, M. Cooper, L. Guarino Reid, and G.

Vanderheiden, eds., W3C Working Draft 11 December 2007. This W3C Working Draft is
available at http:/www.w3.org/TR/2007/ WD-WCAG20-20071211/. The latest version of WCAG
2.0 is available at http://www.w3.org/ TR/ WCAG20/.

XHTML1
"XHTML 1.0 The Extensible HyperText Markup Language (Second Edition)," S. Pemberton, et

al., W3C Recommendation 26 January 2000, revised 1 August 2002. Available at:
http://www.w3.org/TR/xhtml1/.

This Web page is part of Techniques for WCAG 2.0. The entire document is also available as a single HTML file. See the

The WCAG 2.0 Documents for an explanation of how this document fits in with other Web Content Accessibility Guidelines
(WCAGQG) 2.0 documents.

Copyright © 2012 W3C® (MIT, ERCIM, Keio, Beihang). W3C liability, trademark and document use rules apply.
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With text making up so much of the digital content that we consume, keeping it accessible is a
crucial step in reducing barriers to information, so typography, typeface, and font selection are all
things to take into consideration when planning and producing content. While typography refers
to how the text is actually presented on a page or interface, typefaces are the sets of characters
used to generate that text—for example, Arial, Times New Roman, and Droid Sans—and each one
is made up of a set of fonts. Each of these fonts has a unique combination of characteristics
including weight, style, and size. So a bold size 10 Arial would be one font while bold size 20 Arial
would be another.

Though the Web Content Accessibility Guidelines (WCAG) don’t define specific accessible fonts,
the principle for perceivable content states that “information and user interface components
must be presentable to users in ways they can perceive,” which can serve as the foundation for
selecting and using fonts with accessibility in mind.

Choose widely available fonts

While there are several typefaces and fonts available to choose from these days, using the most
widely available options is a good practice. This makes it easier to ensure that users will have
access to the content in the way you intend to present it and that the experience will be more
consistent across different devices and browsers.

Helvetica and Arial are among the fonts that are considered the most common and safest to use.

Others such as Verdana are also becoming more widely used. Since browsers will rely on their
own default when a font isn't available, in the case that an uncommon or completely custom font
is being used, defining fallback options is a great way to help create a more consistent
experience.

Opt for fonts that are easy to read

WCAG guideline 1.4 defines how to make content more distinguishable. In relation to text
content, this looks at ways of ensuring text is easy to see and that there is a clear separation
between the foreground and background.

In most cases, simpler typefaces will be easier to read, and vzry complex, decorative, or
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so choosing one with distinctly designed characters will help improve readability.

One challenge that may come up when selecting fonts is the fact that an option that could be
easier for some people to perceive may be more difficult for others. For example, the simplicity of
a sans serif font may improve the readability of text for a user with a visual impairment while a
user with dyslexia may find the characters difficult to tell apart. There are some fonts that have
been designed specifically for accessibility, such as Tiresias and OpenDyslexic, but common
options such as Arial, Helvetica, Open Sans, and Verdana are also solid choices.

Accessible usage practices

Even when using a typeface that is considered accessible, it's possible to use it in ways that can
create barriers for users. To avoid this, using fewer fonts and using them in a way that users
expect is preferred. The minimum expected font size is usually 12 points, but 16 points can
improve readability for many. It's considered best practice to avoid using bolded, italicized or
otherwise stylized fonts to convey meaning, and having the right balance of contrast is
important. Though pure white backgrounds and pure black text may seem like an obvious choice
the contrast can actually be too strong, so opting for off-white and off-black is often a better
choice.

WCAG success criterion 1.4.12 provides guidance on how to meet text spacing requirements,
stating that the visibility and functionality of content must not be lost if the user sets line height
to 1.5 times the font size, paragraph spacing to 2 times the font size, letter spacing to .12 times
the font size and word spacing to .16 times the font size.

When it comes to choosing and using fonts, it may be challenging to meet every individual’s
needs, but by making mindful decisions, listening to users, and responding to their feedback,
creating an experience that is accessible to a large audience is possible.

Vendor Directory

Accessibility.com now offers an impartial listing of digital accessibility vendors. Search for
products and services by category, subcategory, or by company name. Check out our new
Vendor Directory here.
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