Microsoft Word 2013 for Windows
Creating Accessible PDF Documents

The goal of accessibility is for all users to have the same experience, including people with
disabilities. Creating a PDF that is accessible primarily involves ensuring that the format and
structure of the document is defined so that it is presented the way the author intended, and
that text alternatives via “tags” are provided for any non-text elements. An accessible PDF
essentially looks the same, but is more accessible to a person using a screen reader.

Principles of Accessible Design for PDFs

e Creating and Editing Headings

e Adding Alternative Text to Images and Shapes
e Creating Tables and Adding Alternative Text

e Editing Hyperlinks

o Creating Lists
e Creating Columns

Microsoft Word provides an Accessibility Checker for identifying and repairing accessibility
issues. The checker's Inspection Results classifies accessibility issues into three categories:

e Errors: content that makes a document very difficult or impossible for people with
disabilities to access.
o Example: an image with no alt text.

e Warnings: content that in most—but not all—cases makes the document difficult for people
with disabilities to access.
o Example: a link with text that is not descriptive of its function.

o Tips: content that people with disabilities can access, but that might be better organized or
presented.
o Example: skipping from a first-level heading to a third-level heading.

See Using the Accessibility Checker below.

Creating and Editing Headings

Select the Home tab from the ribbon.
In your document, select the text to convert to a heading.

Click on the appropriate heading level in the Styles in-ribbon gallery; e.g., Heading 1.

Headings 1, 2, or 3 can also be assigned using + + , EI, or @, respectively.
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Notes
Word documents with a true heading structure provide at least two benefits:

e The document retains this structure when correctly exported to PDF.
e The document's readability is increased for all users.

Adding Alternative Text to Images and Shapes

1. Right-click on the image (or shape) and select Format Picture (or Format Shape). A dialog
box will appear.

2. Select the Layout & Properties icon and choose Alt Text.

3. Enter the appropriate alternative text only in the Description field, NOT the Title field.
Alternative text provides a textual alternative to non-text content. It is especially helpful
for people who are blind and rely on a screen reader to have the content read to them.

The following link provides a helpful guide on choosing the appropriate alt text:
Alternative Text

Format Picture v X
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4 ALT TEXT
Title G

Description

ALTERNATIVETEXT HERE

Creating Tables and Adding Alternative Text

1. Select the Insert tab on the ribbon, then select Table > Insert Table.
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https://webaim.org/techniques/alttext/

2. If your table has a column header(s), select Table Tools > Layout on the ribbon, then

choose the Repeat Header Rows option in the Data group.
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Important
Do NOT create tables "by hand" with spaces or the key.

3. Add alt text to the table by selecting Table Tools > Layout on the ribbon, then choose
the Properties option in the Table group.
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Select the Alt Text tab in the Properties window, and enter the appropriate alternative
text only in the Description field (NOT in the Title field).
Table Properties

| Table | Row | cowmn | cen |{ARTex)

Title

Description

ALTERNATIVE TEXT HERE

Alternative Text

Titles and descriptions provide alternative, text-based representations of the
information contained in tables, diagrams, images, and other objects, This
infarmation is useful for people with vision or cognitive impairments who
may not be able to see or understand the object.

Atitle can be read to a person with a disability and is used to determine
whether they wish to hear the description of the content.
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Editing Hyperlinks

1. Select a hyperlink, right-click, and select Edit Hyperlink or + ]E|

2. Change the text in the Text to display field to a more meaningful description. Every link
should make sense if the link text is read by itself. Screen reader users may choose to read
only the links. Certain phrases like "click here" and "more" must be avoided.

e ([ s |

Link to: G-;ﬁto display: BCDAE Mewsletter
Look in: | My Documents |E| D
-

Existing File
or Web Page . Camtasia Studio - Bookmark...
'f:%rlz“:rt . Custom Office Templates
Downloads Target Frame...
PlaceinThis | [~ =~ S -
Document _rPowse j sites 1
)iﬁ ages |&| acrobat xi.pdf.accreport.html
Recent | @| acrobat-xi.pdf.accreport.html

Create New

Document Address: http://ncdae.org/resources/newsletter/ E Remaove Link

E-mail | ok || cance |

Creating Lists

1. Select the Home tab on the ribbon.

2. Choose the Numbered List or Bulleted List option from the Paragraph group.
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Creating Columns

1. Select the Page Layout tab on the ribbon.
2. Select Columns in the Page Setup group.
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3. Choose the number of columns.
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Using the Accessibility Checker

1. Select File > Info > Check for Issues > Check Accessibility.
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The checker presents accessibility errors, warnings, and tips for making repairs. Clicking an item
in the results highlights the corresponding item in the document and displays the Additional
Information section:

e Why Fix: explains why the issue impacts accessibility.
e How to Fix: suggestions for repairing the issue.

Converting to PDF
Users can create PDF files with the Adobe Acrobat add-in, or by using Word to save the

document as a PDF file. The file must be exported correctly. Do NOT use the Print to PDF
option, as the file will not be correctly tagged.

Adobe Acrobat Add-in

1. First, double-check that the proper Application Settings are enabled in Word. You only
need do this once:
a. Select Preferences from the Acrobat ribbon.
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b. Ensure that the Enable Accessibility and Reflow with tagged Adobe PDF setting is
checked in the Acrobat PDFMaker dialog.

7 Acrobat PDFMaker

Settings | Securty | Word |

PDFMaker Settings
Conversion Settings' [Standard -

Use these settings to create Adobe PDF documents suitable for reliable viewing -~
and prirting of business documents. Created PDF documents can be opened with ~

View Adobe PDF result

Prompt for Adobe PDF file name

[¥] Convert Document Information

PDF/A Compliance:
Application Settings

[7] Attach source file

Create Bookmarks

Add Links

[¥] Enable Accesshilty and Reflow with tagged Adobe PDF

[F] Enable advanced tagging e | 222 UNchecked.

Copyright ® 15984-2017 Adobe Systems Incorporated and its licensors. All Rights
"‘ Reserved. Adobe, the Adabe loge, Acrobat, the Adobe POF loge and PostScript are
either registered trademarks or trademarks of Adobe Systems Incorporated in the
Adobe  United States and/or other countriss. Al other trademarks are the property of their
respective owners
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2. Then, to export a PDF, select Create PDF from the Acrobat ribbon:
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OR select File> Save as Adobe PDF.
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Saving to PDF with Word (without Adobe Acrobat add-in)

Accessible PDF files can be created without installing the Adobe Acrobat add-in:

1. Select File > Save As.
2. Under Save as Type, select PDF.

File name: | Example

Save as type ;Word Document (*.docx)

Word Document {*.docx)

BHSIOE: {Waord Macro-Enabled Document (*.docm)
Word 97-2003 Document (*.doc)
Word Template (*.dotx)
Waord Macro-Enabled Template (*.dotm)
Word 97-2003 Template {*.dot)
= Hide Folders

| XPS Document (*xps)
%Qinfﬂﬂ File \Weh Pane (% mht® mhtmlii

3. Before saving, select Options and ensure that the Document structure tags for

accessibility option is selected.

7 Acrobat PDFMaker
POF Options

Convert document information
Create PDF/A-12:2005 compliant file
Enable Accessibility and Reflow with tagged Adobe PDF
Create Bookmarks
Convert Word Headings to Bookmarks
Convert Word Styles to Bookmarks
Convert Word Bookmarks
Convert Comments

Page range
@ al
() Current page
Selection

(") Page(s) Frorm; : To: :

5

o< | [ concel |

Source: WebAIM. 2016, www.webaim.org.
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