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Creating Accessible Forms in Adobe LiveCycle

This document details steps needed to add accessibility features to a form created using
Adobe LiveCycle; it also outlines some “best practices”. This document walks through
creating a form and is provided for example purposes only. Use the same steps to create
your own document.

Best Practices for Form Creation

A form is not accessible if it is not easy to use. The first step is to try to design forms that are
uncluttered and logically arranged with clear and simple instructions to help all users fill them
in.

General Best Practices:

e Keep forms simple and easy to use

« Configure form properties to generate accessibility information (tags)
e Provide text equivalents for images

e Ensure form controls are keyboard accessible

e Provide heading cells for tables

« Provide navigable form structure

« ldentify natural language and any changes in language

Provide proper labels for form controls

« All form controls need labels to answer a user’s question: What is this for?
« Captions provided with controls are sufficient, providing the wording is appropriate

Ensure reading and tab order are correct

Tab order is highly important for keyboard users and for users of accessibility technologies.

Use colour responsibly (colour contrast is important)

e Many users with vision impairment rely on high contrast between text and the background
to read forms; when the contrast between background and foreground colours is not
sufficient a form can be difficult or impossible for some users

« Do not convey information, such as indicating required fields, by colour alone

Accessible PDF forms include a logical structure plus additional information about the form’s
contents that increases accessibility. For a form to be accessible, it must be perceivable by
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assistive technology. For example, most screen readers will not consider the visual layout of
your form, but rather the underlying structure.

Form creation from a template

Forms in LiveCycle Designer can be designed in another application, such as Microsoft Word
or InDesign, and then imported to LiveCycle. Forms can also be designed exclusively in
LiveCycle Designer.

Forms can be created from scratch in LiveCycle, or from one of the many templates available
within the program. This document uses a template from within Adobe LiveCycle to walk
through accessibility features.

To follow along using this template, choose open, Select File > New and then select Based
on a Template (as shown below). Click Next.

[

Steps Getting Started

1. Getting Started Select a method for creating a form:

() Use a blank form
ﬂ:tgased oh a kemplate
() Bazed on a spreadsheet

() Import a POF document

2. Document Setup

() Import a Microsoft Ward document
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With the category Forms selected, in the Document Setup window select Contact
Information from the list of available templates.

Steps Document Setup: Pick a Template
1. Getting Started Select a categony:
Farrms w
2. Document Setup
Select a template: Freview:
Compary Mame Check Request S

Conference Registration

Company Logo

Address =

Emploves Appraisal Contact infarmaten R
Emplovee Information Farm

Conkact Ernplovment Application -

Equipment Loan Sign Out —_—

Expenze Account

Help Desk Request —

Irrenice —

Qffice Supplies Feguest

Order Form

Payroll Deduction Authorizatior

Personal Leave

Purchagze Order
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Below is the resulting template (in Preview Mode) which will be used for the purpose of
demonstration.

fAlSA WCAG groups
123 Ariy Ave

Ary Town, State
Ary Country

Ay ZIPP ostal Code
Phone: 111-222-3333

Contact Information it mpleCon

Date: ‘

Employea Mame:

Address:

Stata/Province:

Zip/Postal Coda:

55 Numbsar:

Hema Phone:

Call phone:

Commeants:

Click the Next button to move through the panes until you reach the Form Return Setup
window.

For the purposes of this document, uncheck both the Add and email button and the Add a
print button check boxes, then click the Finish button.
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Setting Up for Accessibility

One of the biggest hurdles to using LiveCycle Designer is to know where to find your tools.
You will use the tools on the Toolbars to select and format objects on your form. If you do not
see the Toolbars window above your form, you will need to open it.

In Design View, open the Toolbars (Window > Toolbars).

Make the Accessibility Palette available (Window > Accessibility).

MH Help

Arrange 4
7 Workspace »
v Toolbars
| Script Editar Zkrl+Shift+FS
! StatusBar
i Hierarchy Shift+F11
PDF Skruckure Ckrl+Shift+F11
Data View
Tab Order
v Object Library Shift+F12
Fragment Library
Layouk Shift+F2
Border Shift-+F3
Ohbject Shift+F7
Arcessibility Shift+Fe
_ Faonk Shift+F4
E Paragraph Shift+F5
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The Accessibility Palette should now appear on the right hand side of the form.

[ Adobe LiveCycle Designer - [Untitled1] |IX)
ZF‘EE&M]MT&H&[MIM&W&M% -5 X
Ff-z0{8 e &)™~ @ B I U

[) Design View | | MasterPages | L Preview FOF = B = x
1 10 : 5 3 . - e 7 A | Object Library ®_Fragment Lbrary =

]I.IJII.IJI.I]II.IJIII]I.IJIlIJlIJI[l]LIIII.IJI.EIII.I]II.l]I.IJII.IJI.IJII.I]I[Ii
b Standard Ea

03 b Custom .
_-: 3 b‘ Eﬂ'm =
17 1 ]

13 =

- Contact Information | f =EETY

= =

cE f i

E frrtermte |

.1_: m“

= M‘

53 | = E—— -
= preem |

E [ object | Border | Lavout | Accessibility =
- Larratk

6 3 [

_‘: Tool Tip:

7

3—_: Screen Reader Precedence: | Custom Text v

?_. qmm&rccandchmt:

E

It is also handy to have the hierarchy palette open at all times. This provides a view of how
your form will be put together as each element is added (or deleted).

To open the Hierarchy palette, choose Window > Hierarchy.

5 mm Help

Arrange 4
Workspace *

| w Toolbars
Script Editar Ckel+3hifE+FS
Skatus Bar

_ | POF Strucg Chrl4+-Shift+F11

a Mk Wie
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In addition to the Hierarchy palette, the PDF Structure, Data View, and Tab Order palettes all
reside in this area of the LiveCycle Interface. This palette area will now be anchored to the left
of your form.

LA 4 = N
T [ Design View | | M
| POF Structu| Tab Hierarchy '%a View — J1_ 0 IF—
E I:—l FUrml 1 i l= L I P - |

& ED Pagel
=[5 (untitled Subform) (page 1)
[+ [% Header
= :-h: Body
(£ Date
] mame
1] Address
] ciey
] Provwince
[ Postal
[ ] workPhone
] CePhone
(L] Employer
| = (untitled SubForm)

=] @ woagknowledge

lirriked
aware
advanced

[T Tewtt
{ﬂ Comments

pury

PR R

P
l

Conta

Date:

m

[¥%]

Name:

Address:

.

City

Province:

g
(=]
M
Lal
PR T

2 DropDownList1

o
Il

Work Phone:
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Set Document Language

Ensure that the language for the document is set so that assistive technologies can read the
form in its intended language.

Success Criterion:
3.1.1 Language of a Page — Level A

Choose File > Form Properties and select the Default tab. Select the appropriate language for
the Form Locale (see the illustration at right). Click OK.

ft Form Properties IEI
£ linfo
MM|pefaul= |
RO  Choose Target Version Acrobat and Adobe Reader 10.0 or later ']
Formatting
| |PormvVendaton Form Locale: English (USA) [~]
Server English (USA) -
ls| |variables Seripting
PDF Security Default Language: De viewer's system locale
i| |PDF Priljglltl]pﬁons |
Compatibili N E
Prevﬁaw i Ara h“?
Save Options Algeria
Data Binding Bahrain | 4
3 Egypt
Irag
Jordan
Kuwait
L Lebanon
Libya
n Morocco
QOman
F Qatar
Saudi Arabia
t Sudan
Syria
R
. United Arab Emirates
Yemen
Armenian ————————————————— |
o Armenia
E Azerbaijani-Cyrillic ———— j
Azerbaijan
ecifies the type of FDF in which to render an XDF form when Forms E5Z pAzerbaijani-Latin——— @o_p
Azerbaijan
Basque
Spain
Bosnian
Bosnia and Herzegovina 57

In LiveCycle Designer, setting the language of a form is done by setting the Locale property
of the form.
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Alternative Text

Ensure that all images have alternative text (or equivalent textual descriptions).

Success Criterion:
1.1.1 Non-text Content — Level A

To add alternative text:

1.

Ensure you are using Design View

e

I|.I.|.I.|.J-F

T =
Demg'l Wiew P) Master Pages | TL Preview PDF X
hS J .

|I|I|!J2111J111|3I|I|I|I|dI|.L|.

]

Click on the image

In the Accessibility Palette, under Screen Reader Preference, select Custom Text

Screen Reader Precedence: | Custom Text

Enter the appropriate alternative text in the input field

Screen Reader Precedence: | Cystom Text

i~ Custom Screen Reader Text: ™
MISA WiZAG group logo

d )

Test to see that you've added the alternative text by hovering over the image. The alt
text will also be read out loud by screen readers.
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Headings and Roles

For your document to be accessible it is important to provide proper structure behind its
creation, so that it can reflow properly in any device. Creating a document with headings that
identify logical segments to the form is the easiest and most effective way to provide
navigable structure. To do this, assign a heading “role” to your text, through the Accessibility
palette.

ALL documents should have (at minimum) a Heading Level 1. If there are further sub-
sections (or segments) then they should be assigned the appropriate heading level in
sequential order.

Success Criterion:
1.3.1 Info and Relationships — Level A and 1.3.2 Meaningful Sequence — Level A

To assign a heading role:
1. Select the text you are identifying as a heading

2. In the Accessibility Palette, select the proper heading level under Role

[[object Y Border Y Layout Y Accessibility &

Role: (Mone) ~

Toal Tip:

Screen Re
Custom S|

Heading

Heading Level 1
Heading Level 2

Heading Level 3
Heading Level 4
Heading Level 5
Heading Level &

The sample form we have been working through has just one heading:

ISA WCAG Group
Contact Information

=

Templorprs Heme
Aoy

s
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Spacing

Ensure that there is proper spacing (leading) between lines of text AND input fields. The
CNIB recommends that line spacing be set somewhere in the range between 1.25 and 2.0

The default template we have started with can be altered by simply dragging elements around
on the form.

Example of Poor Spacing

In the screenshot below, there is zero white space (leading) between the input fields which
could present difficulties for certain individuals.

Employes Nama:

Addrass:

Stata'Province:
Zip/Postal Coda:
55 Numbsr:

Example of Good Spacing

Below is an example of good spacing.

Employee Name:

Address:

State/Province:

Zip/Postal Code:

55 Number:

s
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Labels on input fields

All form inputs have associated text labels OR, if labels cannot be used, a descriptive title
attribute. For sighted and low vision users it is important that the label is properly positioned
adjacent to the control; however it is not enough to just place a text object next to the control.

For most input fields, the Caption option will be used (as the label) but LiveCycle provides
the ability to add Custom Screen Reader Text or Tool Tip that can substitute for the “title”
attribute.

Success Criterion:
1.1.1 Non-text Content — Level A
1.3.1 Info and Relationships — Level A

To create an input field with a caption

1.

Drag/Drop an input text field E1Tet Field from the Object Library to the spot in the form
you want it to appear

A default input field will appear

= Text Field

Enter the appropriate text for the label (caption) in the Object Palette
| Object & =prder “ayout “accessiility =
J Field . value L. Binding

Twpe: Text Field A

Capkion: Lask Marme

The input field will be updated on the page

= Last Name

In the Accessibility Palette select Screen Reader Precedence: Caption.
| object | Border | Layout | Accessibility =

Tool Tip:

Screen Reader Precedence: v

s
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By default, LiveCycle presents text to a screen reader in the order of Custom Text, Tool Tip,
Caption and Name.

When to use Custom Text

Generally speaking, a caption should always be used; in rare cases where it can’t be used, or
the caption doesn’t accurately describe the purpose of the input field, then use Custom Text
(which will substitute for the “title” attribute).

In the example below, a visible caption for each individual input field is not viable.
Birth date (mm/d dfyyyy):

/ /

In the first field (the month field), type instructions in the Tool Tip: field

| COhiject \i Border \i Layout \i Accessibility =

Tool Tip:
Enter month of birth in two digit Format
{e.g. 08}

Screen Reader Precedence: | Custom Text

Custom Screen Reader Text:

Instructions should include the data to be entered and should also provide an example of the
desired format.

Repeat steps for the remaining two fields, making note that the year field is a four digit entry.

Note: For most input fields there are Tool Tip, Screen-Reader Precedence and Custom
Screen-Reader-Text options that can be used in various combinations, all of which have pros
and cons in terms of what gets recognized by a Screen Reader versus what gets recognized
on hover (visually).

Screen readers will check for accessibility content in the order of Custom Text, then Tool Tip,
then Caption, Form Name, None. If it finds nothing (for example under Custom Text) it
moves to the next option. As soon as information is found, it stops looking.

Ontario Creating Accessible Forms in Adobe LiveCycle
Page 14 of 24



Overall Recommendation: use caption whenever possible. When the caption cannot be used,
be sure to:

e Enter instructions in the Tool Tip Option,
o Leave the Screen Reader Precedence at the default Custom Text setting
e Leave the Custom Screen Reader Text input field blank (see example in image below)

| Object \i Border \i Layouk \i Accessibility =

|T|:u:u| Tip:

Please enter vour first name|

Screen Reader Precedence: | Custom Text

Cuskom Screen Reader Tewxk:

Ontario Creating Accessible Forms in Adobe LiveCycle
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When is a label not a label?

If you were to look at the field below in Preview mode, it is easy to tell that Employee Name
and the field as associated with one another.

Employee Name: ‘

However, if in Design View, the label appears as two separate elements, the label is not
associated with the field. This would make it difficult for a screen reader user to associate the
label with the appropriate field.

Employee Name: | =

In the example above, the Object Text Field is selected and no value has been provided in
the “Caption” for the Text Input Field
| Object @\Qrder \@vnut \Qccessibility =

J Field ™\ ¥alue .. Finding
| Object E\qrder \\@\;Dut \&ccessibility = Type: | (1] Text Field v
ra Caption:
Appearance; | Solid Box w

M lan

While this method creates a proper input field from a strictly visual standpoint, it fails S.C.
1.1.1 as there is no association between the visual label (Employee Name) and the actual
input field.

Success Criterion:
1.1.1 Non-text Content — Level A

s
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Radio Buttons

A radio button lets you select only one item from a group of items.

To make radio buttons accessible in LiveCycle, we must ensure they are “grouped” and that
the purpose of the grouping is identified (for Screen Reader users) and finally, that each radio
button is properly labelled.

To group radio buttons:

1. Drag/Drop a radio button (&RadioBution g0 the Object Library to the form Library to
the spot in the form you want it to appear

/l’/////////////l’/////////////I
o . “
% (" Radio Button ¢
i?////////////,l}"/f//////f///,l"

The blue outline indicates a new exclusion grouping (even though there is currently
only one item).

Note: In the Hierarchy palette we also see that a new exclusion grouping (Radio
Button List) has been created that contains one untitled Radio Button

= (=) RadioButtanList

@ (untitled F.adio Bukbon)

2. Drag/Drop Additional radio buttons to add to your grouping. They will automatically be
included in the group, regardless of where they are placed on the page.
V/f’f//f//f//f//f//f///f//f//wf//f//f//f’f//f//f//f//f//f/f ey . )

7 (" Radio Button (" Radio Button 7 = RadinButtonList
b % funtitled R.adio Button)
: C Radio.Butmn : é funtitled R.adio Button)
o W 2 I:Lll‘ltIHEd Radic‘ BUttDn}
3. Rearrange the grouping to your desired layout
. , Text : .

4, Drag/Drop An instructional text block ™ from the Object palette to a place in your
form immediately preceding your radio button List.
= lext '

.L“ Radio B.

(" Radio Button

" Radio Button
5.

i
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10.

11.

Select the exclusion group in the hierarchy palette

= @ RadicButtonLisk
o funtitled F.adio Button)
o funtitled F.adio Button)
o funtitled F.adio Button)

(" Radio Button
= (" Radio Button =
(" Radio Button

Select the accessibility palette

Enter Text (in the Tool Tip input field) that you would like read out by the screen
reader for the radio button group.

Note: The text should not be a repeat of the actual question, but more of an action
summary. e.g. in our example, the Screen Reader text should be: “Select your WCAG
knowledge”

Type appropriate label (Caption) text for each individual Radio Button that gives a
unique option for selection
" Ihave very limited knowledge

(" lam aware of WCAG but would like to learn more
(" lam well versed in the subject of WCAG

Select Caption for Screen Reader Precedence in the Accessibility palette for each
Radio Button

screen Reader Precedence: | Caption “

Uncheck Specify Item Values from the Object | Binding tab

peu:il:w;.-' Item Yalues:
h e Item

1 I have wvery ...
2 I am well vers. ..
3 I am aware o...
MISA
o
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Check Boxes

A check box allows you to select multiple items from a group of items.

To create accessible check boxes:

1. Drag/Drop an instructional text block L™ from the Object palette to a place in your
form immediately preceding your check box options and enter the qualifying text for the
options you want to present.

2. Drag/Drop Check Box elements 1= trom the Object palette to the desired
location on your form (position as desired)

3. Select “Checkbox”

4. Enter A Tool Tip for the Check Box within the Accessibility palette.
Note: The Tool Tip should include a shortened repeat of the question or statement for
the grouping, as well as the desired answer

e.g. “Check if you will attend Session 1 of the conference”
| object Y Border Y Lavout | Accessibility &=

Tool Tip:
Check, if wou will attend Session 1 of the

conference|

Screen Reader Precedence: | Custom Texk s
Cuskarm Screen Reader Texk:
5. Repeat for each check box

It is a good practice to place the caption to the right of the checkbox (default).
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Drop List or Combo Box

Drop-down lists (also called combination boxes) provide users with a way to select a single
choice from a set list of text options.

These types of form controls can create problems for many assistive technologies. For
example, providing the multiple select options in a select list will render it totally inaccessible
for certain assistive technology and screen reader users. If the intent in using a drop-down list
or list box is to allow multiple select options, it is advisable to use checkboxes instead.

If you prefer to create dropdown lists, limit their usage.

To create accessible drop lists:

1. Drag/Drop the Drop-down list [Edprop-downList select element from the Object Library
onto the desired location within your form.

= Drop-down List H L]

2. Rename the label (Caption) for the field in the Object palette | Field Tab
| Object @™\ Border ™ Layout ™. accessibilt

J Field ™ value .. Binding
Type: gﬂ Drop-down Lisk w
Caption: vears of Accessibility Expetience]

3. Add Items in the Object palette | Field Tab by selecting the Add button for each new
item
||'.'I:rjm:l: %1 Border - Layout . Accessibilt
_- Field " vale | _Ench;. .
Type: | [40] Drop-dovn List w

apticn: Drop-down List

Appaarancs: | Sunken Box b
Ligk Ibednd:
Text =
4, Enter the question (or statement text) under Tool Tip in the Accessibility Palette
5. Uncheck specify item values from the Object > Binding Tab (this enables assistive

technologies to speak the displayed values)

s
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The tooltip will appear when the field (or label) is hovered over and will be read by screen
readers.

Years of Accessillility Experience  |Less than & El

|Select the vears of Accessibilicy Experience vou have|

Tables

Tables are an effective way to organize and present content in accessible forms. When used
appropriately, a table’s rows and columns provide a predictable and consistent structure for
form content.

It is best to avoid overly complex tables, such as those with nested tables and sections. Also,
they should NOT be used for layout purposes.

The best practice is to keep the table structure as SIMPLE as possible. Simple tables begin
with a single header row followed by the body rows.

Success Criterion:
1.3.1 Info and Relationships: Information, structure, and relationships conveyed through
presentation can be programmatically determined or are available in text — Level A
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To create accessible tables:
1.  Drag/Drop atable element & ™= from the Object Library and select the appropriate
Insert Table
(%) Create Simple Table: oK

Columns: 4
Cancel

Eody Rows: | ©

4[4

Help
Include Header Row in Table
[ Jinclude Footer Row in Table

() Create Table Using Assistant

[ ]oon't Show Again

2. Ensure “Header Row in Table” is selected

Tab Order

Setting a tab order is extremely important for accessibility in a PDF Form. It tells the screen
reader the order in which to read your form to a sight-impaired person. The tab order starts
with the first object encountered on the form and works its way from top to bottom, then left to
right.

Success Criterion:
1.3.2 Meaningful Sequence: When the sequence in which content is presented affects its
meaning, a correct reading sequence can be programmatically determined — Level A

2.1.1 Keyboard: All functionality of the content is operable through a keyboard interface
without requiring specific timings for individual keystrokes, except where the underlying
function requires input that depends on the path of the user's movement and not just the
endpoints — Level A

2.4.3 Focus Order — Level A

Preparing your PDF form for final delivery means testing and fixing the tab order of your form.
As one of the final checks before saving, it is important to ensure that the tabbing/reading
order is logical, intuitive and correct.

MisA
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To check/adjust the tabbing/reading order:

1. Open the Tab Order palette to show the current reading/tabbing order of the form from
within the Design view.

2. Read the directions the Tab Order Tips and Hints window, then click the OK button to
close it.

Note: Each element is assigned a number according to its position in the document
flow

3. Hover over any element to give you a visual flow of the adjacent ordered elements

Date:

Address:

& mem

City

Province: Postal Code: E

4. Reorder Various elements by simply dragging them to the appropriate spot in the tab
order.

Note: be sure you have selected “Custom” for the tab order

5. Repeat until the reading/tab order is logical

s
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Final Steps

To create an accessible form, you must configure form properties to have LiveCycle Designer
generate accessibility information when the form is saved as a PDF file:
To assign the needed properties:

1. Choose File > Form Properties
2. Select the Save Options tab and check Generate Accessibility Information (Tags) for
Acrobat
Form Properties [g|
Info Defaults Farmatting Faorm Y alidation Perfarmance Wariables
PDF 5ecurity FDF Frint Options Compatibility | Preview | Save Optionz | Data Binding
POF

Generate Accessibility Infarmation (Tags) Far Acrabat
[ ]Generate Log File When Saving
[ ]Embed Faorts

3. Choose “OK”
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