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eSignature  Solution  
Tip  Sheet:  Creating  ADA  Accessible  Transactions  

The  OneSpan  Sign  portal  for  eSignature  is  designed  to  be  ADA  accessible.  It  works  with  multiple  
screen  reader  and  magnifier  tools.  In  addition,  the  signing  process  for  transactions  can  also  be  
configured  to  be  ADA  accessible.  However,  if  the  sender  needs  the  signing  process  to  be  
accessible,  they  need  to  create  an  accessible  transaction.  The  documents  in  the  accessible  
transaction  must  be  configured  so  they  are  accessible  before  they  are  uploaded.  If  the  
document  is  ADA  accessible  before  it  is  signed,  it  will  remain  accessible  after  it  is  signed.  
However,  accessibility  corrections  cannot  be  made  after  the  signing  process  is  completed  
without  invalidating  the  authenticity  of  the  signatures.  In  particular,  the  data  and  signature  
collection  fields  must  be  created  and  tagged  in  the  document  prior  to  uploading  them  into  the  
accessible  transaction.  The  tool  does  not  allow  these  fields  to  be  added  to  the  document  or  
modified  after  it  is  uploaded  into  the  transaction.  In  addition,  some  transaction  settings  for  
accessible  transactions  are  different  than  those  that  are  used  for  regular  transactions.  This  tip  
sheet  provides  assistance  with  creating  ADA  accessible  transactions  for  eSignature.  
 
1.  ADA  accessible  documents  in  an  eSignature  transaction  must  be  uploaded  as  PDF  files.    
2.  Users  need  to  have  Adobe  Acrobat  Pro  DC  to  be  able  to  create  ADA  accessible  documents.   

Other  versions  of  Adobe  Acrobat  and  Adobe  Acrobat  Reader  generally  do  not  have  the  
functionality  that  is  required.  DTMB  Records  Management  Services  did  not  test  whether  
other  software  that  creates  PDF  files  contains  the  necessary  functionality.  

3.  Create  ADA  accessible  Word  documents.   Make  sure  to  use  headers,  styles,  address  
paragraph  spacing,  include  alternate  text  for  graphics,  etc.   The  following  video  and  guides  
provide  tips.  
  https://support.microsoft.com/en-us/office/make-your-word-documents-accessible-to-

people-with-disabilities-d9bf3683-87ac-47ea-b91a-78dcacb3c66d   
  https://youtu.be/tfTJLfuoIlY   
  https://www.hhs.gov/sites/default/files/os-a11y-pdf-reference.pdf   

4.  Create  signature  field(s)  in  Word.   Users  can  also  create  form  fields,  drop-down  lists,  radio  
buttons,  checkboxes  and  more.  Note:   do  not  use  special  characters  in  the  signature  or  form  
field  labels,  just  letters  and  numbers.  The  Adobe  Form  Wizard  will  convert  these  fields,  so  
they  are  functional  (see  step  #6  to  learn  how  to  create  these  fields  in  Word  and  convert  
them).   Microsoft  also  provides  online  instructions  for  creating  form  fields:   
  https://support.microsoft.com/en-us/office/create-forms-that-users-complete-or-print-

in-word-040c5cc1-e309-445b-94ac-542f732c8c8b   
5.  Convert  the  Word  doc  to  PDF  using  the  Save  As  function.  Do  not  print  to  PDF.  
6.  Use  the  Adobe  Form  Wizard  to  format  the  form  and  signature  fields.  If  the  same  type  of  

field,  like  a  signature  field,  will  be  repeated  for  multiple  recipients,  be  sure  to  label  them  
differently  (signature  1,  signature  2,  etc.).   This  will  help  later  in  the  instructions.   Learn  how  
to  create  the  fields  and  use  the  Adobe  Form  Wizard:    

https://support.microsoft.com/en-us/office/create-forms-that-users-complete-or-print
https://www.hhs.gov/sites/default/files/os-a11y-pdf-reference.pdf
https://youtu.be/tfTJLfuoIlY
https://support.microsoft.com/en-us/office/make-your-word-documents-accessible-to
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  https://helpx.adobe.com/acrobat/using/pdf-forms.html  
7.  Check  the  tags  in  Adobe  and  the  reading  order.   Learn  how:  

  https://helpx.adobe.com/acrobat/using/editing-document-structure-content-tags.html   
  https://helpx.adobe.com/acrobat/using/touch-reading-order-tool-pdfs.html   

8.  Run  the  Adobe  Accessibility  checker.   Click  the  Accessibility  button  in  
the  right  toolbar  in  Adobe  Acrobat  Pro  DC  to  start  it.    Click  on  
Accessibility  Check,  and  click  the  Start  Checking  button  in  the  Options  screen  (note:   RMS  
does  not  recommend  selecting  “create  accessibility  report”).   In  the  left  pane,  the  Checker  
will  tell  you  how  many  issues  your  document  has.   You  can  right-click  on  each  issue  to  fix  it  
or  to  pass  the  issue.   Additional  instructions  are  available  online  at,  
https://www.adobe.com/accessibility/products/acrobat/using-acrobat-pro-accessibility-
checker.html.  

9.  Save  the  PDF.  
10.  Create  New  Transaction.   Go  to  Settings  and  toggle  on  “Enable  screen-reader  accessibility”.  
11.  Add  the  accessible  PDF  document  with  signature  field(s)  and  any  form  fields.  
12.  The  Field  Import  screen  will  open,  click  the  Start  Import  button.  
13.  Step  1:  Add  recipient(s).  Click  Next.  
14.  Step  2:  Link  signature(s)  to  your  recipient(s).   Identify  which  signature  field(s)  in  the  PDF  

document  are  assigned  to  each  recipient.   For  each  recipient,  click  the  Add  Signature  
button.  Choose  the  correct  recipient  for  each  of  the  signature  fields  in  the  document.   
Select  the  signature  type.   Click  Next.  

15.  Step  3:  Link  other  field(s)  in  the  document  to  the  recipient(s).   Click  Add  field  to  select  the  
form  field(s)  in  the  PDF  document,  and  the  field  type  from  the  recipient  profile  (options:  
name,  title,  company,  date)  in  the  transaction.   Also  assign  text  fields  and  input  fields  (like  
radio  buttons  and  check  boxes)  to  the  recipient.   When  all  the  fields  are  added,  click  next.  

16.  Step  4:  Review  field  associations.   Click  the  Previous  button  if  something  needs  to  be  fixed.   
Click  the  Done  button  if  everything  is  correct.  

17.  Add  more  transaction  details  if  necessary,  such  as  signing  order.  
18.  Click  the  Next  button.  
19.  Warning  label  will  appear:  This  document  is  read  only,  as  it’s  tagged  for  accessibility  mode.   

Click  the  x  in  the  label.   You  can  preview  the  document  to  ensure  all  of  the  signing  fields  are  
in  the  correct  location,  but  it  cannot  be  modified  from  this  screen.  

20.  If  the  preview  reveals  a  problem,  go  back  to  the  step  that  caused  the  problem  prior  to  
sending.  Click  Send  to  Sign  when  ready.    

21.  Note:   The  sender  will  need  to  notify  recipients  using  the  transaction  comments  field,  that  if  
they  need  to  fill  in  fields  in  addition  to  the  signature,  they  must  fill  in  those  fields  prior  to  
signing  the  document,  because  once  the  document  is  signed,  the  other  fields  cannot  be  
modified.   Currently,  the  tool  only  treats  the  signature  as  a  mandatory  field  when  
accessibility  is  enabled.  

22.  Recipient:  If  the  signer  wants  the  accessibility  features  to  be  activated  for  the  accessible  
package,  they  can  go  to  the  More  Actions  drop-down  in  the  top  right  corner  of  the  portal  

https://www.adobe.com/accessibility/products/acrobat/using-acrobat-pro-accessibility
https://helpx.adobe.com/acrobat/using/touch-reading-order-tool-pdfs.html
https://helpx.adobe.com/acrobat/using/editing-document-structure-content-tags.html
https://helpx.adobe.com/acrobat/using/pdf-forms.html
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screen during the signing ceremony, and select Enable Accessibility Mode. If it is not 
enabled, the recipient can sign the documents as a non-accessible transaction. 




