LOGICAL READING ORDER IN PDF &
WEBAIM COLOR CONTRAST CHECKER

INTRODUCTION

A logical reading order is essential for accessibility because it helps screen readers present
information in a coherent way, allowing users to follow the text’s flow and understand
relationships. It reduces cognitive load for all users, making it easier to process information.

A clear structure, with headings and lists, aids visual comprehension and skimming. Keyboard
users benefit from seamless navigation without losing context. Using proper HTML elements
enhances the meaning and helps assistive technologies interpret content accurately. Ultimately,
a logical reading order improves usability and inclusivity for all users.

TasLe oF CoNTENTS

Click a title below to go to the destination page.

9 g T [T [0 T 1
Setting Up the DOCUMENT Properties ..o e e e aaea 3
Do To{ U] 01T o | A I = PP 3
Setting the Document Title ... et e 3
Setting PDF Metadata to Use the Document Title. ... .o 5
Setting the Language in PDF ... ... e 6
Full Accessibility Check 0N DOCUMENT ... e 7
Full Accessibility Check - Newer Versions of AdODe ... e 7
Full Accessibility Check Older Versions of Adobe Acrobat........ ..o 9
[eTo Tor= 1IN EY=T=To [T Ve I @ g e [T ol 11
Logical Reading Order - Newer Versions of Adobe Acrobat............coooiiiiiiiiiiiiiiiiies 11
Logical Reading Order - Older Versions of Adobe Acrobat............ccooiiiiiiiiiiiiiiies 14
WEDAIM CoNtrast CheCKer ... e 17
What does WEDAIM CheCK fOr? ... e 17

Revised 1/17/2025 Page 1



Using the WebAIM Contrast CheCKer ... e 17
FOreground (TeXt) COlOr ..ttt et et et e e et et e e ane e aneenes 17
Background (Page) Color. .. e 21

Page 2



SerTin Up THe DocuMent PropeRTIES

There are three parts to setting the basic document properites:

1. Setting the Document Title
2. Setting PDF Metadata to Use the Document Title
3. Setting the Language in PDF

Performing these steps first when opening any PDF document will help resolve the most
common errors before you start the remediation process.

Document TiTee

SETTING THE DOCUMENT TITLE
First check if the document has a document title. If it doesn’t add the title. If the source
document (such as Word, Excel, or PowerPoint) includes a title, the PDF will typically carry it

over. Otherwise, you will need to add a title to the PDF. Follow the steps below to determine if
the document title has been set properly.

Older Versions of Adobe Acrobat

1. Click on “File” at the top of the menu bar.

IZ' g k't View E-Sign Window Help
Home Tools Licensees as of Jun...

2. Select “Properties” to open the Document Properties window.
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Newer Versions of Adobe Acrobat

1. Click on “"Menu” at the top left of the window.

Licensees as of June 4, 2019 Nev_

Alltools  Edit onvert  E-Sign

2. Select “Document Properties” to open the Document Properties window.

3. View the Description tab to determine if the document has a title and/or if the title is an
appropriate description of the document. If the title is accurate, proceed to next section. If
the title is not there or is not accurate, proceed to step 4.

Note: Steps 3 and 4 are the same in both older and newer versions of Adobe Acrobat

Description  Security Fonts  Initial View Custom Advanced

Description

File: Adding Table of Content Links PDFpdf

Title: IAdding Table of Content Links in PDF B

Author: |

Subject: I

4. If there is no title, or if the title does not provide an accurate description of the document
click in the Title field and select any text in it. Type in the new accurate document title.
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Serting PDF Metaoara to Use tie Document Timee

When adding a title to the document, the metadata must be updated to reflect the new
document title instead of the file name.

Note: These steps are the same in both older and newer versions of Adobe Acrobat.

1. Make sure you are still in the Document Properties. See last section for guidance.
2. Click on the “Initial View” tab.

Deseription Security Fants m

| Léayout and Magnificatson
MNawngation tat: | Fage Only -
Fage layout: | Default ¥

Magnificatiore  |Default

3. If the "Show” dropdown menu is set to “File Name” change this to “"Document Title”

Description Secunty Fonts  Inital View Custom  Advanced
| Layoutand Magnification

Mavigation tat: | Page Only =
Page layout | Single Page -

Magneficatione | Default

Ogen to page: |1 of 11

| Windew Optiens

| [ Resize windemw to initisl page
[ Center windaw on sereen
] Gpren in Full Screen mode

File Namwe

[ Hige tool bars

[ Hicte windeiw controts

Page 5



SerTinG THe Lancuace v PDF

Screen reader technology will read the document to the user in the language set for the document.
A document can only have one language setting. The steps to set the correct language in a PDF

are:

Note: These steps are the same in both older and newer versions of Adobe Acrobat.

1. Click on the “Advanced” tab in the Document Properties window.

Description Security Fonts  Initial View  Custo

POF Settings

2. Choose the “Language dropdown” and change it to the correct language. In this case

“English.”

Description  Security Foets  Initial View Cumlom Advanced

|  PDF Settings

TR S (0 S (RTH TN S N S [T TN A S O R T R A T O [ 0 S T 7 ...

3. Click the “OK button

Protected Mode: On

Base URL: |

Search Index | Browse.. Chear
Trappedt | Unknawn “
Accessibility
POF/UA Complipnce: | None -
Print Dialog Presets
Page Scaling: | Default
Duplexhode: | Simplex -
Paper Source by Page Size: [

Print Page Range:

Numiber of Copies. | Default =

Reading Options

Binding: |LeftEdge  ~

QST WITh Aral

Englich with Hebrew suppart
Estonian
Finnesh

I French
French (Morocee)

Help

German
Greek

to save any changes to the PDF title or language.
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Fuit Accessisiity Creck on Document

Fuct Accessisiuity Cueck - Newer Versions o Anose

The first step is to conduct a comprehensive (full) Accessibility Check to identify any errors
that need to be addressed in the Content Tool in the All Tools Menu on the left. This menu is
displayed by default on the left side of the page.

1. Locate the All Tools menu on the left and click the Prepare for accessibility button.

= Metw (YT Wnpect and Fix Woed D

Alltools Edit Corvert  ESign

All tools x
B combine files
A create s PoF

Crganize pages

Edit a PDF

D
£

are 3 form

B b
g
i
=
3
o
2

Compare files

Prepare for accessibility I

Pl

Export 3 PDF

Add comment s

@ Request e-signatures
5| Sean & OCR

04 Protect a POF
2. Click on Check for accessibility

= Menu (R 7T Inspectand FixWord

Alltools  Edt  Comwert  ESign

£ Prepare for accessibility *

E% Automatically tag PDF

EB change reading options

I @ Check for accessibility I

@‘I‘; Dpen accessibility report
3 identify form fields

B Add alternate text

+%, Use setup assistant

S #creading order
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3. Verify that the Category drop-down is set to “Forms, Tables and Lists”.

Category: | Forms, Tables and Lists v

Document
[ All form {Page content
Forms, Tables and Lists
All form Alternate Text and Headings

[ TR must be a child of Table, THead, TBody, or TFoot

4. In the Accessibility Checker Options dialog box, under Checking Options, verify that it
shows (32 of 32 in all categories). Then click on Start Checking.

5. The Accessibility Checker panel will appear on the right side of the document. Expand the arrows to see the
accessibility issues.

®  Accessibility Checker

3 Document (2 issues)
b Page Content

b Forms

3 Alternate Text

3 Tables

> Lists

3 Headings
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Fuct Accessisiuity Cueck Ouper Versions or Aoose Acroat

The first step is to conduct a comprehensive (full) Accessibility Check to identify any errors that
need to be addressed in the Content Tool on the left tool menu.

1. Use the Accessibility Tool on the right side of the document tool menu.

@ Accessibility

[#] Action Wizard
5= Edit PDF

@ Prepare Form
“|] Organize Pages

2. Select the Accessibility Check tool in the Accessibility tool to see if there are any errors.

E% Autotag Document

Reading Options

@ Accessibility Check

@ Accessibility Report
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1. Verify that the Category drop-down is set to “Forms, Tables and Lists”.

Category: | Forms, Tables and Lists .

Document
[ All form {Page content
Forms, Tables and Lists
&4 Al form Alternate Text and Headings

[ TR must be a child of Table, THead, TBody, or TFoot

2. In the Accessibility Checker Options dialog box, under Checking Options, verify that it

shows (32 of 32 in all categories). Then click on Start Checking.

3. The Accessibility Checker panel will appear on the left side of the document. Expand the arrows to see the

accessibility issues.

I Accessibility

Accessibility Checker
(=]~

Document (2 issues)
Page Content (2 issues)
Forms

Alternate Text (1 issue)

Tables

Lists

N DS P 0

WOONON NN NN

Headings

E

&
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Locicar Reaing Oroer

LocicaL Reaoinc Onroen - Newer Versions or Aoose Acrosat

With this problem use the “Reading Order” tool, located on the left side of the Adobe
application.

1. Click on “Reading Order” icon on the right side of the screen.

2. In the Reading Order panel, click the horizontal ellipses in the top right corner of the
panel.

X  Order @

~ @ RulesForStatePersonnel(1).pdf

~ D Page

= [1] Rules for State Personnel Administration

= [2] Image

154 [3] State of Nevada Division of Human Reso

3. Choose Show reading order panel from the drop-down menu.

et Wy T Y= “

— .
x O
v Show reading order panel
v i Rule Increase font size(y) Ctrl+Plus
v D F
= Show page content groups >

= Display like elements in a single box
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In the Reading Order panel, make sure “Page content order”, "Show table cells” and
“Show tables and figures” are checked and that “"Display like elements in a single block” is
unchecked.

Note: If you accidentally check “Display like elements in a single block”
everything that is similar will be grouped together and the accessibility checker
will be unable to identify the issues.

m
m

Draw a rectangle around the content then click one of
the buttons below:

Text/Paragraph Figure
Form Field Figure/Caption
Heading 1 Heading 4 Table
Heading 2 Heading 5 Cell
Heading 3 Heading 6 Formula
Reference (q) Mote (z) Background/Artifact
Table Editor

Show page content groups h [
(® Page content order F

() Structure types

Show table cells & ]

[ ] Display like elements in a single block

| Show tables and figures [ |

]

|

! Clear Page Structure... Show Order Panel
Help Close

~ “——— * ~— W TS T e ee—am A WE Y - om ]
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In the Order panel, click and drag to move the out of order item into the correct position.

Example: In the image below on the right side of the image you see the paragraph labeled
5 is above the paragraph labeled 4 on the page. It is not in the correct order in the Order
panel. Click and drag to move the paragraph beginning with “Please be reminded...” above
the current item 4 “Effective February...” to correct the order.

r
[ ]

g B o

s §8) ChangeAdditionFacility. pdf

w [ Figel

L

[1] CHAMGE/ADDITION OF FACILITY

12] STATE OF NEVADA BOARD OF

[3] ™" IMP ORTANT™ Reme

Please
groups
email ¢
offens:

Effecti
return
subjec

neHeuaNIAGE NI BITTTLg

Repeat the above steps until the elements in the Order panel match the order of the
items on the page. This will give the document the proper reading order and it will be fully

accessible.

Run a Full Accessibility Check on the document to be sure all issues have been resolved.
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Locicat Reaning Oroen - Ouper Versions oF Aoose Acropat

With this problem use the “Reading Order” tool, located on the left side of the Adobe
application.

1. Click on “Reading Order” icon

JINHD O B
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In the Reading Order dialog box, make sure “Page content order”, “Show table cells” and
“Show tables and figures” are checked and that “"Display like elements in a single block” is
unchecked.

Note: If you accidentally check “Display like elements in a single block”
everything that is similar will be grouped together and the accessibility checker
will be unable to identify the issues.

m
m

Draw a rectangle around the content then click one of
the buttons below:

Text/Paragraph Figure
Form Field Figure/Caption
Heading 1 Heading 4 Table
Heading 2 Heading 5 Cell
Heading 3 Heading 6 Formula
Reference (q) Mote (z) Background/Artifact
Table Editor

Show page content groups h [
(® Page content order F

() Structure types

Show table cells & ]

[ ] Display like elements in a single block

| Show tables and figures [ |

]

|

! Clear Page Structure... Show Order Panel
Help Close

~ “——— * ~— W TS T e ee—am A WE Y - om ]
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In the Order panel, click and drag to move the out of order item into the correct position.

Example: In the image below on the right side of the image you see the paragraph labeled
5 is above the paragraph labeled 4 on the page. It is not in the correct order in the Order

panel. Click and drag to move the paragraph beginning with “Please be reminded...” above
the current item 4 “Effective February...” to correct the order.

g B o

s §8) ChangeAdditionFacility. pdf

w [ Figel

[1] CHAMGE/ADDITION OF FACILITY

12] STATE OF NEVADA BOARD OF

Please
groups
email ¢
offens:

Effecti
return
subjec

neHeuaNIAGE NI BITTTLg

Repeat the above steps until the elements in the Order panel match the order of the
items on the page. This will give the document the proper reading order and it will be fully

accessible.

Run a Full Accessibility Check on the document to be sure all issues have been resolved.
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WesAIM Contrast CHecker

Wt poes WesAIM check For?

WCAG AA requires a contrast ratio of at least 4.5:1 for normal text and 3:1 for large
text.

WCAG AAA requires a contrast ratio of at least 7:1 for normal text and 4.5:1 for large
text.

Web AIM Contrast Checker can check the color contrast of a document. Using it to check the
text color and the background against different sizes of text will show if the contrast passes

the required WCAG of both A and AA. It is recommended to pass AAA, when possible. If the
contrast does not meet the above requirements, changes can be made by changing and/or
adjusting the color contrast of the document’s content and background to make it easier to read
the information and comply with ADA color contrast requirements.

Using The WesAIM Contrast CHecker

Text is easier to read when there is a sufficient contrast between the page background and the
text or other elements on the page. If unsure what would be an acceptable color for a good
color contrast ratio, then changing to a darker version of the font color may help. For a more
accurate contrast choice you can use a color contrast checker.

A good resource is to use Web AIM Contrast Checker Website Resource, an online checker to
verify WCAG AA and WCAG AAA compliancy from normal to large size text.

FOREGROUND (TEXT) COLOR

1. Once the website has opened the Contrast Checker can be used.

,’We b A | M Q services articles resources
weh accessit §
' -

| ssibility in min

Contrast Checker

Home > Besouwrces > Contrast Checker

Foreground Color Background Color

#707070 | N #FFFFFF
Lightness = Lightness
— —_—-
S L
Contrast Ratio
4.95:1
permalink
Normal Text
weacan: (D

WCAG AAA:  Fail
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https://webaim.org/resources/contrastchecker/

Go to the document and click on the Home Tab.

File Home Insert Draw

Select the words/sentences with the contrast error.

Carson City, Nevada 89701 Las Vegas, Nevada 89101

1f you cannot attend thejmeating. you can listen to it live over the ir','.zrntrl The address for the legislative websites is

//www lep state nv.us. Click on the link “Live Meetings"- Listen or View.

Find the “Font Color” tool and select the arrow next to the tool. A drop-down menu will
appear with color options.

Times NewRomr ~|10 +|A™ A" & é/v

B I UL A~E=E.i=. styles N

Co

Select the “More Colors.”

he meeting, you can I '

b://www leg state.nv1  Theme Colors o

Times New Romr vl1D il A A {._S? ﬁ/v [L'

-— N — N
B I U 2=~ :i=~ Syles .

B Automatic

IE: June 11, I I' I -
allitemstobeconsidl IIIIIIE
taken out of the ordes i\

ed or removed from tl

Standard Colors 3

D ORDER [ Gradient >

EEC PEEEEN]

Recent Colors

=]
More Colors...
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6.

7.

The “Colors” box will appear.

X
Standard | Custom | o
Colors: Cancel
L :
.
1
Color model: | RGB z|
Red: 255 5+ New
g Green: 192 5
Blue: 0 =
le i -
Hex: #FFC000
v : Current >

Select the “"Custom Tab.”

Standard

Colors:
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8.

10.

11.

Find where it says “Hex,” in its input box that is the hexadecimal nhumber of the font color
that is causing the error to the document.

le

Colors

Standard | Custom

Colors:

Color model: RGB

Red: 255
Green: :192 %
Blue: :o +:
Hex: :#FFCDOG

OK

Cancel

New

Current
y’

Copy the hexadecimal number of the font color.

Hex: =FFCO00

3% Cut

“—f?@ Copy

Once the hexadecimal number is copied go back to the Web AIM Contrast Checker

website.

In the Contrast Checker website find the “Foreground Color input box and copy the
hexadecimal number copied in Step 9 into the input box.”

Lightness

== ]
G

Contrast Checker
Home > Resources > Contrast Checker

fier™
Foreground Color
[#0000FF #

A

Background Color
#FFFFFF | ]
Lightness
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https://webaim.org/resources/contrastchecker/

12. Then press the “tab” key on the keyboard. Now the text color from the document will
appear.

Foreground Color
#FFCO000 | | |

Lightness
f— |
[

BACKGROUND (PAGE) COLOR
If the background color of the document you are checking for color contrast is white, you can

skip checking the background color (skip to Step 18 below) as WebAIM Color Contrast Checker
defaults to white. If a background color has been applied, follow the steps below:

13. Enter page color in the search bar at the top of the word document

£ page color X

14. Then choose Page color from the drop-down menu

£ page color X
v Best Action
@ Page Color TTTTT— >
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15. Then choose More Colors at the bottom

£ page color X

&

>

Z

@
@

Actions

Find in Document

(&

ew Best Action ‘

Page Color >  Theme Colors
H EEEENEER
i

Standard Colors
L ] EEEER

C

More Background Colors
Fill Effects

Border Color

Recent Colors

“page color”
2 results |
No Color

L
More Colors...

Inspect and Fixing Word Document_Ver_2.docx N Eill Effects...
Downloads

Inspect and Fixing Word Document_Ver_2-branding.... N

of the Theme Colors drop-down menu.

Downloads

16. Locate the Hex field input box, and copy the Hexadecimal code in the input box.

17. Open the WebAIM Color Contrast Checker and paste the hexadecimal code you copied into
the background Hex Value input field. The color picker under the hex value will show the
background color.

Contrast Checker

Home > Resources > Contrast Checker

Foreground Background
Hex Value Hex Value
# 0000FF \ # 2F5496%
Color Picker # Alpha Color Picker %
I | I
Lightness Lightness
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18. Check to see if the Contrast Checker passed the color of the document. Scroll down the
website to see if it passes WCAG standards in "Normal,” “Large” and “Graphical Objects
and User Interface Components with a minimum of AA.” If it does not go the top of the
webpage, back to Foreground Color.

Contrast Ratio

1.64:1

permalink

Normal Text

WCAG AA: Fail
WCAG AAA:  Fail

Large Text

CAG AA: Fail
WCAG AAA:  Fail

Graphical Objects and User Interface Components
|WCAG AA: Fail I

Text Input

19. Under the hexadecimal number input box there is a tool called “Lightness.”

T

#FFCO000 | B

Lightness
e
[

20. In the Lightness tool there is a sliding bar tool. It is used to change the color that is in the
hexadecimal input box. It makes the color darker or lighter depending on where the slide
tool is positioned. The hexadecimal number will change depending on the position of the
slide tool.

T

#FFCO000 | |
Lightness
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21. Once you’ve found a contrast ratio color that has passed the WCAG'’s standards, the
Checker will provide you with a pass for all WCAG AA normal text, large text and graphical
objects and user interface components. It is recommended to pass AAA, whenever

possible.

Contrast Ratio

7.1:1

permalink
Normal Text

WCAG AAT RS

TIYYYYY Pass The five boxing wizards jump quickly.

Large Text

WCAG AA: LS
WCAG AAA: GEES

Graphical Objects and User Interface Components

lWCAG AA: @l 7

[Text Input |

The five boxing wizards jump quickly.

22. Select the new hexadecimal color from the Contrast Checker and right-click and choose
Copy from the drop-down menu.

Foreground Color

Emoji

Lightnhes:
Cut

G Copy

23. Go back to the Microsoft Word document. Then go to the Colors box to the Custom tab. If
the Colors box has been previously closed, follow the steps below to open the Colors box.

24. Select the text that is hard to read
25. Click the font icon drop-down button

Calibri o A A Aae A
- A x, ¥ A~ £ A

B I

=

Font ]

3]
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26. When the Theme Color dialog box opens, choose the “"More Colors” option.

A [E)=

. Automatic

Theme Colors
H EEEENEN

Standard Colors
HE fEEEEN

Recent Colors
|

More Colors...
|] Gradient 5

27. Be in the Custom tab of the Colors box.

Standard

Colors: Cancel

Color modek  RGB b
Bed: 0 e

= Mew
Green: 0 s
Blue: 0 == .
Hex #000000

Current
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28. Find where it says "Hex” and paste the new hexadecimal humber from the Contrast
Checker. Then press the “Tab” button on the keyboard.

Standard

Colors: Cancel

Color model: | RGB

Red: 231 =

Green: 230 =

Blue: 230 =
=

Hex: #ETEGES

Current

29. To the right of the Hex input box there is a box with two colors. The top that says New is
the color from the contrast checker pasted in, the other is the color that is currently being
used and is causing the problem for the document.

Custom

Standard

[ Color model: |RGB v
E Red: 12 [
[ Green: 4
Blue: 0o}
Hex #705400
Current
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30. Click on the OK button.

« Colors

Custom

Standard

Colors: Cancel

; Color model: RGB v

h  Red: 112 |2 Moo

1 Green: 84 |2
.
Hex #705400

Current

31. Now the selected words/sentence with the contrast error has changed color to the one
from the contrast checker and meets ADA Color Contrast requirements.

If you cannot attend thd meeting, you can listen to it live over the intemet. [The address for the legislative websites 15
Al 7 1 US e Meelings™- Listen or View.

32. Now there are no more Hard-to-Read Text Contrast errors. The error has now disappeared
from the Accessibility Inspection Results.

STATE OF NEVADA

OFFICE OF THE CHIEF INFORMATION OFFICER
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