Designing Accessible
PDFs in InDesign

Integrating Life Design Thinking
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Welcome & Framing

 Introduction — Kelly Cooney
» This session is about using InDesign to create accessible PDFs

 This assumes you have access to InDesign and Adobe Acrobat
Pro
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Digital Accessibility

At JHU, websites, web applications and digital content need to
meet the Web Content Accessibility Guidelines (WCAG)
2.1AA guidelines

o It is important to build the accessibility into your source
document before conversion to PDF

» It's more difficult to fix a PDF than it is to fix your source
document
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What is good
design?

Optimal
design ...
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‘ Desirable

... IS
coherent.

Feasible



From Principles to Practice

Good design is not separate
from accessibility. It is the
foundation for it.
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M eta d a ta File Information for Untitled-1
Basic Document Title: | Creating Accessible InDesign Documents

Camera Data Author: Kelly Cooney

Origin Semicolons or commas can be used to separate multiple

Document Presets values
IPTC

Document Setup... <

g IPTC Extension Author Title:

Adjust Layout... : : : : :
GPS Data BRI Guide to creating accessible PDFs in Adobe InDesign

User... i Audio Data \év;ir;gt:gs, alt text, and best practices for inclusive

1 File Info... Ctr Video Data
Package... Ctrl DICOM Description Writer:
. AEM Properties

Print Presets o (GGl Accessible PDFs, Adobe InDesign, Tagged PDF, Alt

Print.. Raw Data Text, Screen Readers, bigital Accessibility

Print Booklet...

Exit

Semicolons or commas can be used to separate multiple
values
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Paragraph Style Options

Mapping Text o

Basic Character Formats
‘ Advanced Character Formats

Indents and Spaang

Taa:
Edit "Header 1"... | 2 Fabs Cou

[ Automatic]
=)

H

&—

Paragraph Rules

DUpIicatE‘ StYIE.. Paragraph Border

Paragraph Shading

Paragraphs De|9te Style Keep Options

Hyphenation

H2
H3

H4
3

H6

Justification

Apply "Header 1" Spse Cokions

Drop Caps and Nested Styles

Copy to New S‘l‘yle PaCk GREP Style

Bullets and Numbering

Header 2

Header 3

Copy to Group...

Character Color

OpenType Features

Underiine Options

New Group from Styles"' Strikethrough Options

3 Export Tagging
- (I ——
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!‘g:ﬁ JOHNS HOPKINS

Document Structure

UNIVERSITY

Center for Staff Life Design

PHENTOR-MENTEE AGREEMENT |

Design Vanguard Mentonng Program - This agreement reflects cur shared
redatonship

a respecthul,
grounded in trust, Muﬁhdﬂmm

o Confidentiality ~ Maintain trust and privacy In our conversations.

* Active Participation - Be present, prepared, and fully engaged.

* Reliability & Follow-Through - Honor mesting times and follow
through on commitments,

* Mentee-Driven Conversations - Support the mentes's goals,

questions, and reflections.
* Openness to Feedback & Learning — Be receptive to insights and
growth theoughout the experience.

Communication Preferences
Preferved Method of Communication (check all that apply):

[1Emad  [JPhone []Tedt
[1Microsoft Teams [ ] Other:

Response Time Expectation:

Ufe Design Vunguord Mentoring Progrom | 6

MENTOR-MENTEE AGREEMENTJ

n Desion Vanguard Mentonng Program - This agreement redlects our shared
ommitment to bullding a respectiul, growth-focused mentorng relationship
grounded In trust, intentionality, and e design prnciples.

[+3ared Commitments |
[p | Signing delow, we agree (o the fofomng
e Confidentiality ~ Mamtain trust and privacy 0 our conversations.
* Active Participation — Be present, prepared, and fully engaged.
* Reliabllity & Follow- Through - Honor meeting times and follow
theough on commitments.
* Mentee Driven Conversations - Support the mentee’s goals,

e Openness to Feedback & Learning - Be receptive to insights and
growth thioughout the experience.

[ 3 mmunication Preferences |

[prdmumucumnnnm(mdmm)z

[1€mal  []Phone [ ]Text
[ ] Mxrosot Yeams [ ] Other:

Response Time Expectation:

Lite Design Vanguord Mentorng Progrom | 6




Reading Order

- Artde 1

T <Wekome>

: < Article 2
Window Help -

<Welcome to the Inaugural Life De...>
Arrange ’

< Article 3
Workspace >
Find Extensions on Exchange...
New Article...
Articl
! - Delete Article 4
CC Libraries
Color > Article Options...
Comments > .
Control Ctrl+Alt+6
f i in T
Editodal y 3 Use for Tagging Order in Tagged PDF

Add Selection to Selected Articles

— Add Document Content to Selected Articles
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Example

"CONTENTS
[2verview & Key Dates | EDN
[ onthly Guide | GON
[<ioles & Expectations | EDN]
[ 2lentor-Mentee Agreement Form | [08) ]
[shemes & Questions | DN
[«1entoring Toolkit & Instructions | 0N
['cBsources & Bibliography | o]
[ lotes & Doodle Pages | o0l
[+ppendix: Agreement Form | [s8]

Life Design Vonguard Mentoving Program ~ Prefoce | N

JOHNS HOPKINS

UNIVERSITY

Center for Staff Life Design

[(LONTENTS

|2|Pl!ﬂ|-!*llf-ﬂlhtﬂ |

Eplesnapemﬂmn [
[Epm-uemmmnmimm |

Elhme.llquﬂtm |

Elhmingmnl-ﬂttnm |

@uuces & Bibliography |

Elmlmmgﬁ |
i‘_.ﬁﬂ ix: Agreement Form |

EEEEEEEE

3]
5

Life Design Vonguond Mentonng Progrom ~ Prefoce | i




Table of Contents_—

TOC Style: [Default]

& Bookmarks o~ e @) —

Styles in Table of Contents

Indude Paragraph Styles: Other Styles: SR
First Page Ctrl+Shift+Numpad 9 [No Paragraph Style] | m :
Previous Page Shift+Numpad 9 Bold :
Bullets
Next Page Shift+Numpad 3 '
Chapter Numbers
Last Page Ctrl+Shift+Numpad 3
Next Spread Alt+Numpad 3 tyle:
Previous Spread Alt+Numpad 9 Entry Style:
Page Number:
Go to Page... Ctrl+)
Between Entry and Number:
(") Sort Entries in Alphabetical Order
Options
Numbering & Section Options... Create PDF Bookmarks [} Run-in
F [} Indude Text on Hidden Layers
1 Table of Contents...

[ Make text anchor in source paragraph

("] Remove Forced Line Break

le of Con les...
Table of Contents Styles Numbered Paragraphs: Include Full Paragraph
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Tahle 1+ Mentee Kev Proaram Dates

OIS mNORUl QTVTeniasi nursuay

September 25, 2025

MONTHLY PLAN Ta bleS
. S e et

Avam=iipm anrretson

Elevate Your Leadership *Wednesday
Journey: Leveraging Life October 22, 2025
Design & CliftonStrengths

Wenies Circie “Thursday
Conversation, Clanty & November 6, 2025
Coherence

Life Design Latte Chats Week of November
- Leadership Coaching 10 - 14, 2025
(Optional)

Mentoring Program Closing *Thursday
Event December 4, 2025

9:30am- — In-Per Table Dimensions

12:00pm-  Virtual |
1:30pm

Time vary Virt

12pm-2pm

Staff (Mentee) Mentoring *Fnday
Program Feedback Due December 5, 2025

‘Dates marked with an astensk (*) are highly encouraged for all mentess o attend

Life Design Vanguard Mentoring Progrom | 3

Center for Staff Life Design



WELCOME Lists

There are basically three kinds of questions you should ask in any Life Design

interview:

Origin Story: How did y
Feelings: What ' ve about the work e 1?2 (What's . ‘

Suggestions: |

}

( D what List Type: Bullets
S0 where do | start?
Step 1: Get curious - What's something you want to learn about?

Bullet Character

[Missed Font Selection: Lsng Tabhormas|

Text Aftar: ~t

Bullets and Numbenng Craracter 5o

Bullet or Number Position
Options ot |

Laft Indant: ‘

Firgt Line Indant:

Tab Position:

L Preview QK ‘
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Ungroup Ctrl+Shift+G
[

Zoom

Transform

Transform Again

Arrange

Do not embed groups
within groups.

Select
Group Ctrl+G

|
Shapes as Objects
J Text to Image
Joom
Transform
Transform Again
Arrange
Select
| 1
)
L T ]

| Lock Ctrl+L
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Alternative Text

Object (i

View Plug-Ins Window

From XMP:Title
From XMP:Description

Object Export Options... 2 Froum 3P Head)
Ui > From Other XMP
' From XMP:AR Text {Accessibiity)
Clipping Path ’ From XMP-Extended Descrpton (Accessiiy)
Image Color Settings... Decorative Image (no AR Text)
Interactive »
Paths »
Pathfinder >
Convert Shape )
Convert Point >
Display Performance » AI Alte I‘natlve TeXt Prompt:

Please provide ADA compliant alternative
text that is optimized for a screen reader
for the attached image.
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Alt Text for Infographics

Best Practices sagmi g

* Provide a 6220
detailed textual il
summary before
or after the
graphic <5 447 WAl

 Export as a single Top 6 particpatig Divisions

|
Uriversty Statere e
Acaderc Centens
image
Whting Schoot of Engrwsrmg

« 200 00 COU 00 1000 OO 1400

Postiet of Peticpiemy
- P ot ) %
/,/,
i

@ _]OHNS HOPKINS Center for Staff Life Design
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As described in the
accompanying text, this
image visually represents
staff engagement metrics
from the Center for Staff
Life Design's Impact
Report (August 2024 —
June 2025), including total
engagements, workshop
participation, co-design
and pop-up event
attendance, course
completions, and top
participating divisions.
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Color Contrast

met us at a pop-up event

>18 pt font should have contrast ratio of at least 3:1
<18 pt font should have contrast ratio of 4.5:1

OHNS HOPKINS

UNIVERSITY

Center for Staff Life Design

iy

Foreground Background
Hex Value Hex Value
" FFFFFF ¥ 68ACES
Color Picker Alpha Color Picker
[k [(E—

Lightness Lightness
e | ==

Contrast Ratio

2.43:1

Normal Text

WCAG AA:

Fail

WCAG AAA:  Fail

Large Text

WCAG AA:

Fail

WCAG AAA:  Fail

The five boxing wizards jJump quickly.

The five boxing wizards jump quickly.

permalink

Graphical Objects and User Interface Components

WCAG AA:

Fail

WebAIM.org



https://webaim.org/resources/contrastchecker/

Artifacts

1 m able View Plug-Ins Window |

Alt Text EPUBE and HTM 3

2 Object Export Options... Apply Tag: Artifact

From Structure

LA uons > Text Source:

Cipping Peth ’ N BesedOnObject |

NOTE:

Master page items are
automatically marked as
artifacts.
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Hyperlinks: Built-in

M erlink
A ange ew Hyperlin

Workspace
Artaches
Destination
L LDrares
Comements SJ.II'.\}ECE Ling:
EdRorial Shared Hyperlink Destination
£ fects
History Accessibility
! Character Style
1 inter aCtrve
| Stye:
Layens
Ly

PDF Appearance

®  Math Expressions

T'F'i':"!':
Obpect & Layout

Outont Highlight:
Overlays

Pages

Propertes
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Export to Accessible PDFs

Settings for you to consider
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What NOT to Do...

IMPORTANT
Don’t use
Print > Adobe PDF Printer

You will lose all the
accessibility that you just built
into your document.
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2

4

Open...
Browse in Bridge...

Open Recent

Close

Save As...

Search Adobe Stock..
Place.

Place from CC Libraries..
Text to Image

Import XML.

Import PDF Comments

‘ Center for Staff Life Design

Cul+O
Ctrl+Alt+O

CtrleW

Ctrl+Shift+S

Ctl+D

Ctri+E

Exporting Your InDesign Materials

N Gl - dohns Hopling ox

Orgaize * S4eve

* £y - Jobens Mo

vmriosdy
i Docurments
| R

G Vo

B vdecs

iy wvertimage

File maw

Save as 0 e

A Hde Folders

Adote
» Adobe Captiwete Cached Proyects
» Adobe inDevugn
» ache
# Carvtave
» Custom Ofice Termplazes
» Dl

Downdoads

"D Tarmgiate pdf
Adote PUF Ortesactive) * pdf)
Adobe WOwsgn Tagoed Text (* 2

EPS (" eps
EPUB (Fined Layoadt] (* sput
IPUS Mefiomatide) (* spuls)

MIVL fLegacy) [* el

HTWLS ¢ bt

InCopy Docurment [* ol
nOesgn Mariap OMLU [ aamd
PEG " g

PNG [~ prg

Rich Tt Formmat (* f

Tent Ondy " 00t

OV (* red




Export Adobe PDF

|
Adobe PDF Preset: [Smallest File Size] (modified)
rI I l S Standard: None

General
Compression
Marks and Bleeds
Output

Advanced
Securtty

Summary

General

Description:

Compatibility: Acrobat 6 (PDF 1.5)

[Based on '[Smallest File Size]] Use these settings to create Adobe PDF
documents best sulted for on-screen display, e-mail, and the Internet.
Created PDF documents can be opened with Acrobat and Adobe Reader 6.0
and later,

Range: All Pages

Spreads Layout: Defauilt

("] Open in Full Screen Mode

View PDF after Exporting

Create Tagged POF
Create Acrobat Layers

! Non-Printing Objects
Visible Guides and Baseline Grids
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@ JOHNS HOPKINS

Interactive
PDFs

Center for Staff Life Design
UNIVERSITY

r

Export to Interactive PDF

General
Compression
Advanced

Security

Embed Page Thumbnails

O Al Range: All Pages

Export As © Pages

| Create Separate PDF Files

Viewing
View: Fit Page
Layout: Default

Presentation: Open in Full Screen Mode

View After Exporting

Page Transitions: From Document

Options

Forms and Media: © Include All Appearance Only
Create Tagged PDF

Create Acrobat Layers

Spreads

Use Structure for Tab Order




Advanced Settings

Advanced

AccessSIiDiiTY Unrtion

Display Title: Document Title

Language: English: USA

Hover over an option to view description.
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Where Desigh Meets Practice

%

(8
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fo 2 & B

Small Business
Startup Help

Lorem ipsum dolor sit
amet, consectetur adip-
iscing elit, sed do eius-
mod tempor incididunt
ut labore et dolore
magna aliqua. Ut enim
ad minim veniam, quis.

Lorem ipsum
+0 (000) 000-00-00

SMALL
BUSI
NESS
START
UP HELP

Center for Staff Life Design

Eiusmod tempor incididunt ut labore et dolore aliqua.

Ut enim ad minim veniam.

Lorem ipsum dolor sit
amet, consectetur adip-
iscing elit, sed do eius-
mod tempor incididunt
ut labore et dolore
magna aliqua. Ut enim
ad minim veniam, quis
nostrud exercitation ul-
lamco laboris nisi ut
aliquip ex ea commodo
consequat veniam, quis.

LI

Small Business
Startup Help

Lorem ipsum dolor
sit amet, consecte-
tur adipiscing elit,
sed do eiusmod
tempor incididunt.

Lorem ipsum dolor sit amet,
consectetur adipiscing elit, sed
do eiusmod tempor incididunt
ut labore et dolore magna
aliqua. Ut enim ad minim

Lorem ipsum
+0 (000) 000-00-00

/@

S5

magna aliqua. Ut enim
% G ad minim veniam, quis
nostrud exercitation ul-

SMALL
BUSI
NESS
START

~ UPHELP

Lorem ipsum dolor sit
amet, consectetur adip-
iscing elit, sed do eius-
mod tempor incididunt
ut labore et dolore

lamco laboris nisi ut
aliquip ex ea commodo

| | consequat veniam, quis.




Designing an Accessible Training Guide

V\. o N

Manager Conversations
& Talking Points

CAREER ARCHITECTURE

by

Lreate
Hisman Resources
JOHNS HOPKING UNIVERSITY

y about Caroed Arciutecture Changes tO manager in

LraMn ANy, I their divisions Lo nttiate empl

COVECSALIONS 10 explan U Oes that wil emplovees wah a
clear explanation of changes while focusng on the posttive impact of Caroer
Ak

Establnh the impcrtance of champeonng sLalf . transparoncy, growth. and

2alf ermpowermrent that will be wupparted by the imglementation of Careol

Archteciure

Agonaa

TOPIC TIME
Ganeral Project Overview 20 mewnes
Employee Specific Changes
Overall Manager Responublitios 10 minutes
Practice Cormversations X0 Mrirastes
Wrap up & Close & rnutes
TOTAL TIME 90 minutes

00 CAREER ARCHITECTURE

MATERIALS & NOTES

Materials Checkdist
As you pregare 1o load ths sesson please have on hand
FaciMators Guiie
Partcipant Guiie « one 1or you and one 1o a8ch In Derson pariopesnt
Projecior and SCreon
PowerPoirt Prosent ation SSdes
Fip chart & Markers

Pers for Participants

Call Out Boxes for Key Concepts, Fuclitation Notes, or Vrtual Sesstons

Koy Concepts FACILITATION NOTT
Ky Conceges that need or Virtual Session

10 be comumuricated

weh each side will e

Provides notes for

R Bcueation of the

. Inabixiot

'*_'n":‘r_ ":"; N ; Be=sIN fOF (N Persan e
L e e

g v shide o o vartusl

Dy

Notes for Activities

Activitios are noted as Ask & Share, Diroctions & Comvensations, or Practice Each
activity will Inchude an approsomate timae frame n the format [xx mrutes)

Notes on Questions

PRadss try 10 AnSweor 8 many partopant Questions as possibie. Nots ary that you
cannot answer on a fig chart and comenit to following up after checlkong with core

team members for responses

CAEER AACTECTVES | Managpy Onmatorn § Tobeg Poves 4
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Applying Accessibility through Life Design

What one action could you
take in your daily workflow
to make accessibility part of
your design routine?
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Reference Materials for You

» Digital Accessibility website

» Digital Accessibility events page (contains upcoming events and
recordings of past trainings)

» Digital Accessibility Teams site for any JHU staff member to
share information and be informed of upcoming events

 Creating Accessible PDFs from Adobe InDesign (document from
Tufts)
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https://accessibility.jhu.edu/
https://accessibility.jhu.edu/
https://accessibility.jhu.edu/events
https://accessibility.jhu.edu/events
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fteams.microsoft.com%2Fl%2Fteam%2F19%253ANrg_zYdeKrha1D_AoIC7lRVjSoD4LPpIxzHowP7-7V41%2540thread.tacv2%2Fconversations%3FgroupId%3D9dc53c7c-8f22-439b-b1a0-04ac51cff541%26tenantId%3D9fa4f438-b1e6-473b-803f-86f8aedf0dec&data=05%7C02%7Ckelly.cooney%40jhu.edu%7C79f96542e6c24978724108de0da6229f%7C9fa4f438b1e6473b803f86f8aedf0dec%7C0%7C0%7C638963204345435334%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=SWIizJSrsdBGklv61VKk9OHxsOo6r2N0cVtAx0eZgno%3D&reserved=0
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fteams.microsoft.com%2Fl%2Fteam%2F19%253ANrg_zYdeKrha1D_AoIC7lRVjSoD4LPpIxzHowP7-7V41%2540thread.tacv2%2Fconversations%3FgroupId%3D9dc53c7c-8f22-439b-b1a0-04ac51cff541%26tenantId%3D9fa4f438-b1e6-473b-803f-86f8aedf0dec&data=05%7C02%7Ckelly.cooney%40jhu.edu%7C79f96542e6c24978724108de0da6229f%7C9fa4f438b1e6473b803f86f8aedf0dec%7C0%7C0%7C638963204345435334%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=SWIizJSrsdBGklv61VKk9OHxsOo6r2N0cVtAx0eZgno%3D&reserved=0
https://accessibility.sites.jhu.edu/wp-content/uploads/sites/31/Accessible-PDFs-with-Adobe-InDesign.pdf
https://accessibility.sites.jhu.edu/wp-content/uploads/sites/31/Accessible-PDFs-with-Adobe-InDesign.pdf

Connect
with mel

Kelly Cooney

Learning Engineer;
Center for Staff Life
Design

Johns Hopkins University
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