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1. First, click on MENU, VIEW, SHOW/HIDE, SIDE PANELS,
ACCESSIBILITY TAGS to add the tag to your home view.
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2. Click on ALL TOOLS and search for USE GUIDED
ACTIONS. You may need to click on VIEW MORE if the
needed option is not readily available.
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3. Click the MAKE ACCESSIBLE option.
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4. Click on the START button.

€ Use guided actions x

Make Accessible

Files to be processed:
% 1-ECM handouts_cop...
[ Addfiles,

1. PREPARE
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9. Click ALLOW if you get this pop-up.

Security Warning

This operation requires Acrobat to have write access to the |
filesystem. Do you want to allow this operation?

6. If information is missing, click the checkbox to make
adjustments.

Description X

Title: |Sp3ri:|‘ Trainees Teachers’ Attitudes Toward thi |

s Leave As Is

Subject: |SAGE Open 2023.13:21582440231215868

s Leave As Is |

Author: |
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Keywords: |

s Leave As Is

1. Click on dropdown to select EDITABLE TEXT AND
IMAGES.

Recognize Text - General Settings X

Document Language  English (US) ~

Output | Searchable Image ~

Searchable Image

8. Click NO if this is a regular PDF. Click YES if this is a
FILLABLE PDF FORM.

Adobe Acrobat X

| Is this document intended to be used as a fillable form? If so, choose yes to detect form |
LY fields.

‘Yes, Detect Form Fields Mo, Skip this Step Cancel |

9. Select the lannguage of the PDf.
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10. Input the alternate text necessary for all images.
Click on right arrow to go to next image. When done,
then click on SAVE & CLOSE.

Set Alternate Text X

Image 10f139 13
Alternate text: D Decorative figure

Save & Close Cancel

11. Click on START CHECKING to run the Accessibility
Checker Report.

Accessibility Checker Options X
Report Options
'(reate accessibility report
Folder: C:\Users\juanj.hernandez\AppData\Roaming\Adobe\Acrobat\DC\AccRepor Choose_.

DMtach report to document

Page Range
o;«u pages in document O Pages from 1 to 1

Checking Options (31 of 32 in all categories)

Category Document ~

.Accessuhmty permission flag is set

’ Document is not image-only PDF

. Document is tagged PDF

n Document structure provides a logical reading order
.Text language is specified

n Document title is showing in title bar

. Bookmarks are present in large documents

n Document has appropriate color contrast

Select All Clear All
nshuw this dialog when the Checker starts
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||2. Click DONE.

3. RUN ACCESSIBILITY CHECK
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13. Check the ACCESSIBILITY CHECKER to review any
additional issues that may require attention.
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14. Click on the Dropdown Arrow, Right-click on the
item, then select SHOW IN TAGS PANEL.
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15. In ACCESSIBILITY TAGS panel, Right-click on the
item, select PROPERTIES, select the correct TYPE, and

click on CLOSE. B
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16. Return to the ACCESSIBILITY CHECKER, Right-click
on the issue and select CHECK AGAIN. If no more issues,
then it will show PASSED.
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17. SAVE the file and re-upload to your Blackboard course.

For Blackboard Ultra support, contact the eLearning Team:
Email: elearning@tamiu.edu
Call: 956-326-2192
Visit: CWT 208, Monday to Friday, 7:30 AM to 6 PM
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