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Directions for using Accessible PDF Documents in Free Adobe Reader 
 
Background: 
 
Remember, if the PDF is made from copyrighted materials, you must maintain the 1:1 
correspondence with the book being assigned to the student using the electronic materials.  
The only exceptions are the teacher created worksheet and tests, and items that are made 
from scratch, and those downloaded from free websites.   Downloaded files or those provided 
on CD from the publisher will contain their own copyright guidance. 
 
PDFs will require Adobe Reader versions 7 or above. An updated version may be downloaded, 
free of charge from www.adobe.com. Look at the top right section of the website for the 
Adobe Reader download link. 
 
Once a PDF has had the User Rights Extended by Acrobat, it should be accessible -which 
means the text is available for selecting (copy / paste, text reader access, and the commenting 
tools are available (highlighter, typing and drawing, etc.).  Free Adobe Reader or similar 
application is the only required application to write/draw, type, highlight, and draw 
circles/squares on the accessible PDFs.  You can access these features by displaying the 
Comment & Markup Toolbar (View→Toolbars→ Comment & Markup toolbar. A checkmark will 
appear beside it and the toolbar will then be displayed. 

Text book example    
 
Free Natural Reader is one of several free text readers that can be used to listen to the 
accessible PDFs. It can be downloaded at www.naturalreaders.com.    

 
How do you use the materials? 
 

a. Open the PDF in Adobe Reader or other application. 
b. If reading support is needed, launch the text reader, such as Free Natural Reader  

The student will select/highlight the text to be read aloud with the mouse.  The student 
will then click on the play button (triangle) on the Natural Reader toolbar. Sometimes, 
the triangle needs to be selected a second time to get it to read accurately the first 
time. 
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c. Voice settings can be set in preferences. Access this by clicking on the sprocket symbol. 

 
  

 
Workbooks, tests, and other documents on which text answers will be added 
 

Example: Downloaded worksheet example showing field (stationary gray) and movable 
textboxes red outline. 

 
 

a. Free Adobe Reader is the only required application to write/draw/erase , 

type , highlight , and draw arrows , circles/squares  on the accessible 
PDFs.  You can access these features by displaying the Comment & Markup Toolbar 
(View→Toolbars→ Comment & Markup toolbar) and the Select and Zoom Toolbar 

(View→Toolbars→ Select and Zoom toolbar) . A checkmark will appear 
beside it and the toolbar will now be displayed that contains your arrow tool. 

b. Worksheets that require text answers – the areas for typing should be displayed as blue 
answer fields (color can be changed). The student will place the cursor in the answer 
field and then type the response.   The Tab key will move you from one field to the next. 

Note: If the fields are not visible, click on the Highlight fields button  

     along the top right of the document, under the menus .  
c. Other marks (annotations) can be added to any part of the document (arrows, highlights, 

underlines, circles/boxes, etc.) using the Comment & Markup toolbar.  

Note:  You will end the use of a commenting tool by selecting the  tool. For example: 
I am finished using the highlighter and now I want to select text to hear it read to me.  

I will use the mouse to click on   and turn the mouse arrow from a highlighter back 
into a selecting arrow.  I can then select the text to be heard. 

d. When the sheet is complete, save the student’s responses using File-Save As. 
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Math Grids, number lines, X-Y Axis and other documents where it is more appropriate for 
the student to drag pre-placed answer items to the correct location.   
 
Note: Fields cannot be moved, but textboxes can be dragged to wherever they are needed. Use 
fields for fill-in the blank and labeling x-y axis, etc. Use textboxes for pre-placed answers the 
students will drag to the correct location 
Example: X-Y axis showing (stationary) fields, (movable) shapes and (movable) textboxes 

.    
a. The diagram can be labeled using the pre-placed fields. (number line and x-y axis)  
b. The pre-placed items for marking and labeling points will be arranged around the 

perimeter of the sheet. For example, the x-y axis has the spots along the right edge. 
The student will move the spot(s) to the correct location along the number line. The 
student will then drag a field from the bottom to label that spot ( 5,6). 

c. If a line segment  or ray  needs to be added, that will be drawn using that tool 
from the Comment & Markup toolbar.  

d. On the number line, the spots can be moved to the correct location. Any additional marks 
will be made using the Comment & Markup toolbar. Text for labeling the spots or any 

other text can be added using the Text tool    
 


