Document Reading Order

Putting information in the right place for all readers.



Topics

* What is reading order?
* Reading order best practices

« Where can | learn more?



What is reading order?



Reading Order

The reading order in a PDF determines the order elements are read
by assistive technology. The reading order must match the visual

order of elements on a page.



Reading order best practices



Checking Reading Order in Adobe Acrobat

* Open the Reading Order pane to see a
numbered lists of elements on the page in
the order they will be read by assistive
technologies.

* It is always best to correct the reading
order in the source document when
possible, instead of making changes
in the PDF.
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Best Practices for Reading Order in Word

* Avoid text wrapping around
Images.

* Anchor images and text
boxes in line with text (not
floating).

e Stick to content within the
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* Check reading order with the
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View ribbon
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Reading Order in PowerPoint on Windows

* Go to Review ribbon and click on the Check Accessibility icon.

* Choose Reading Order Pane from the menu.

* Click and drag the elements in the Reading Order Pane to be in
the proper reading order.
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Reading Order in PowerPoint on Mac

* Go to Review ribbon and click on the Check Accessibility icon.

e Choose Selection Pane from the menu.

* Click and drag the elements in the Selection Pane to be in the
proper reading order.
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Reading and Tag Order in Adobe InDesign

The reading and tag order can be adjusted to match the visual order
of elements on a page.

* Tag order is controlled by the Articles Panel in InDesign.
* Reading order is controlled by the Layers Panel in InDesign.



Tag Order in InDesign

* Open the Articles Panel and create a
new article by dragging the first element
on the page into the panel. Continue to
drag over the rest of the elements into
the panel in order.

* Do not drag over images or graphics that

are marked as decorative to skip tagging.

* Make sure “Use for Tagging Order in
Tagged PDF” is checked in the panel
options (hamburger menu).
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Reading Order in InDesign

* Arrange elements in the Layers Panel to
match the visual order. The Layers Panel
reads from bottom to top (elements read
first should be at the bottom).

* The Layers Panel also controls the visual
stacking order of elements on the page, so
be aware of the order of background
images and graphics.
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Where can | learn more?



Register for My Upcoming OFE Sessions!

« Table Formatting — Nov. 18 at 11:00AM

» Checking Your Documents for Accessibility and Saving Accessible PDFs
— Dec. 2 at 11:.00AM

Visit the OFE Accessibility WWorkshop Series page to register and to view
recordings of previous sessions.



https://ofe.ecu.edu/office-for-faculty-excellence/ofe-sessions/accessibility/

Learn More About Digital Accessibility

Visit ECU’s Digital Accessibility website for more information about

creating accessible digital content, links to training, and other
accessibility resources.

accessibility.ecu.edu/digital


https://accessibility.ecu.edu/digital/
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