
• Check student-facing PDFs first (those in Modules)
• In Canvas, open Panorama to see which files are flagged 

• If you do not know where the original PDF is stored, 
download it from Canvas using Download source file

For more information about accessible material, visit the Digital Accessibility Webpage. 

Canvas PDF Accessibility Job-Aid

Before You Start

https://www.ttu.edu/accessibility/digital-accessibility/accessible-documents.php


Right-click the PDF and open it with Adobe Acrobat Pro. 
Then open the file you want to fix. 

For more information about accessible material, visit the Digital Accessibility Webpage. 

Canvas PDF Accessibility Job-Aid

Go to All Tools. Click “View 
More” and then choose 
Prepare for accessibility. This 
opens the accessibility tools 
panel. In some older guidance, 
the path appears under Tools or 
Action Wizard, but the goal is the 
same: open Acrobat’s 
accessibility workflow.

Adobe PDF Pro and Accessibility Tool

https://www.ttu.edu/accessibility/digital-accessibility/accessible-documents.php


Run the guided accessibility setup. In the left panel, choose 
Check for accessibility, then click Start Checking. 

Note: Uncheck “Create accessibility report” to avoid extra files

For more information about accessible material, visit the Digital Accessibility Webpage. 
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Check for Accessibility

https://www.ttu.edu/accessibility/digital-accessibility/accessible-documents.php


Review Issues
Check results in the Accessibility Checker panel (right side)

Start from the top and work your way down to fix issues. 

For more information about accessible material, visit the Digital Accessibility Webpage. 
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Run Accessibility Check

https://www.ttu.edu/accessibility/digital-accessibility/accessible-documents.php


• Tagged PDF – Failed: Right-click and choose Fix
• Title – Failed: Right-click and add a clear title
• Primary Language – Failed: Set the document language, 

usually English

For more information about accessible material, visit the Digital Accessibility Webpage. 
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Fix the Most Common Errors First

https://www.ttu.edu/accessibility/digital-accessibility/accessible-documents.php


• Add alt text to ALL images (right-click and select “Fix”)
• Mark images as decorative if they do not support 

learning 
• If a figure or table is explained in the text, note that 

in the alt text 
• Use the Alt Text Decision Tree guide when needed 

For more information about accessible material, visit the Digital Accessibility Webpage. 
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Alternative Text for Images

https://www.ttu.edu/accessibility/digital-accessibility/accessible-documents.php


Keep headings in logical order such as H1, H2, H3 
Use Show in Tags Panel to edit heading levels 
Once edited, go back to Accessibility tab and click Check Again

For more information about accessible material, visit the Digital Accessibility Webpage. 
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Fix Headings

https://www.ttu.edu/accessibility/digital-accessibility/accessible-documents.php


PDFs often mark 
headings incorrectly, 
especially as H4 
The main title should 
ALWAYS start as Heading 
1 

For more information about accessible material, visit the Digital Accessibility Webpage. 
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Fix Headings

https://www.ttu.edu/accessibility/digital-accessibility/accessible-documents.php


If the file is image-only, run OCR (Optical Character Recognition) 
OCR converts scanned text into readable text for screen readers 
After OCR, go through the Tagged PDF fix steps

Check Reading Order
Use Fix Reading Order 
Make sure content reads in         
the correct sequence 
If the order is correct, mark it                            
as passed 

For more information about accessible material, visit the Digital Accessibility Webpage. 
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Fix Scanned PDFs

https://www.ttu.edu/accessibility/digital-accessibility/accessible-documents.php


Some contrast issues come from the original Word or 
PowerPoint file 
These may not be fully fixable in the PDF itself 
Canvas/Panorama may help apply some fixes 

Save and Re-upload
Save the corrected PDF 
Go back to Canvas and upload it using Choose from device 

For more information about accessible material, visit the Digital Accessibility Webpage. 
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Color Contrast

https://www.ttu.edu/accessibility/digital-accessibility/accessible-documents.php


Wait for the process to finish, and your screen should look like 
this:

For more information about accessible material, visit the Digital Accessibility Webpage. 
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Save and Re-upload

https://www.ttu.edu/accessibility/digital-accessibility/accessible-documents.php


After fixing several files, use Refresh report in Panorama 
Do not refresh after every single file. The score may take 
some time to update 

Important Reminders
• Minor issues like font smaller than 9 pt may be ignored 

for now if they are not the current priority 
• If a file is not used, remove it from the course because 

Panorama checks all files 
• If the score does not update correctly, there may be a 

Panorama lag 

For more information about accessible material, visit the Digital Accessibility Webpage. 
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Refresh the Score

https://www.ttu.edu/accessibility/digital-accessibility/accessible-documents.php
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