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If  the document does not contain tags, (Tagged PDF: 
No) then you can attempt to retrieve the source 
document by locating it on your computer and editing 
the document so that it contains all structural elements 
required to make it accessible and converting it into a 
PDF correctly. If  the source document is not available 
you can attempt to use Adobe Acrobat Standard or 
Professional to save the PDF into its original format. 
Please note that this conversion process may not 
maintain the look and feel of  the PDF and will involve 
heavy editing on your behalf  but it is another option if  
you want to work from the source document. 
 
 
 
Another option if  the document does not contain tags, (Tagged PDF: No) is to add tags to your 
document within Adobe Acrobat:   
 

Click the Advanced menu. 
Click Accessibility 
Select the Add Tags to Document option from menu. Adobe will add tags to the 
document using the structural elements that were carried over from the conversion 
process from Word to PDF. 

You can also check for tags in the document by using the Tags panel (specify how to access tags 
panel here). If  the tags panel indicates  then you need to add tags to the 
document. 

Check for document Language:   
One of  the other important things to check for in your PDF document is the document 
language. The document language tells the user in what language the document is supposed to 
be read. This enables the user to set screen readers or other assistive technology to the correct 
language settings in order to access the document. In order to set the language for an entire 
PDF document in Acrobat Professional and Acrobat Standard do the following: 
 

Go to the File menu. 
Select the Properties option. The Document Properties window appears. 
Select the Advanced tab. 
Navigate to the Reading Options area  
Select English US from the language menu. If  your document language is not English, 
select the appropriate language from the drop down list. 


