
Step by Step Directions:
Making a PDF compliant to 508, ACF and Clearinghouse 

Standards

1. Open the PDF in Acrobat Professional 8
2. In the top right corner of the window, you’ll see an icon for Pages, select this and 

it will open and side window of thumbnails of your documents pages.
3. Right-click and select Embed All Page Thumbnails
4. Select Ctrl + D or File -> Properties
5. Select the Advanced tab (top-level).

a. Under Reading Options, from the drop-down menu for Language, select 
English US

6. Next, select Initial View from the tabs (top-level)
a. Under Navigation tab, select Pages Panel and Page.
b. Under Magnification, select Fit Width

7. Next, select Description from the tabs (top-level)
a. Under Title, enter the exact title of the document
b. Under Author, make sure it is either cleared or contains the author of the 

document only
c. Under Subject, enter a paragraph on what the document is about.  This 

should be at least 71 characters long. 
i. (ie, “This factsheet addresses the issues with finding homes for 

adolescent children…”)  
1. Here you are describing both the “type” of document 

(factsheet) and what the document is about.  This blurb 
appears in Search Engine results, so make sure you provide 
useful information.  

2. If you are adding this information to a Spanish document, 
make sure the text is written in Spanish.

8. Select OK to close the window.
9. Save your document.
10. Next, select Advanced from the main window dropdown menus.

a. Under Accessibility, select Add Tags to Document.
11. Review your document to confirm that now extraneous characters were added to 

the file when adding these tags.
a. If none were added, Save your document
b. If you see text issues, select the Tools drop-down menu.

i. Select Advanced Editing and select the Touch Up Text Tool.
1. With this tool, you can delete the extraneous characters.

ii. Save your file.
12. Now, you’ll run an accessibility check of your document.  Select Advanced from 

the main drop-down menus.
a. Select Accessibility
b. Select Full Check 

i. This will open another window.  The defaults should be as follows:



Select Start Checking
c. The Accessibility Report will appear in the left screen of the window. 

Within this document, it will point out the errors and will tell you how to 
fix these errors.  Feel free to correct a few errors, save the document and 
then re-run the Accessibility Report.  This will help you to see if you’re 
correcting the errors properly.  When you are done, and have run the 
report again to confirm that there are no other errors, please review your 



document again to confirm that nothing odd has happened to the layout or 
design elements.  When everything is correct, Save your document.

13. Finally, select Advanced from the main drop-down menu.
a. Select PDF Optimizer
b. Select the defaults as noted below:

c. Select OK
d. Save your document and you’re done!


