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Make your Word and PDF documents accessible to people
with disabilities
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More detailed instructions will be found on MS Office page Make your Word documents
accessible to people with disabilities

Add alt text to visuals in Word

Add alt text to images, such as pictures, screenshots, icons, videos, and 3D models, so that
screen readers can read the text to describe the image to users who can’t see the image.

Tip: To write a good alt text, make sure to convey the content and the purpose of the image in a
concise and unambiguous manner. The alt text shouldn’t be longer than a short sentence or two. Do
not repeat the surrounding textual content as alt text or use phrases referring to images, such as, "a
graphic of" or "an image of."

Do one of the following:

1. Right-click an image and select Format picture > click the ikon for Layout &
Properties > Alt Text.
e Fill in description, no title is necessary.

Formaipire=rerye K2
SO O

Text Box

Alt Text
Title G
Braille keyboard

Description

The latest prototype for our Braille
keyboard
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2. Right-click an image and select Edit Alt Text
o Then a menu opens where you can write your description:

Alt Text v X

How would you describe this object and its
context to sormeane whao is blind?

(1-2 sentences recommended)

The latest model of our Braille keyboard.

Generate a description for me

Mark as decorative

Decorative objects add visual interest but aren't informative (for example, stylistic borders).
People using screen readers will hear these are decorative so they know they aren't missing
any important information. In the Alt Text pane select the Mark as decorative check box or,
if you go via Format picture, write ”Decorative object” as a description.

Make hyperlinks accessible

e Don’t use URLs in the text, as they would be read out by a screen reader.
e Make hyperlinks with descriptive names.

e Don’t write ”Click HERE” but instead ”’See information on web accessibility in the
Abo Akademi University intranet”.

This is how you do it:

1. Select the text to which you want to add the hyperlink, and then right-click.

2. Select Link. The text you selected displays in the Text to display box. This is the
hyperlink text.

3. In the Address box, enter the destination address for the hyperlink.

Insert Hyperlink ? *
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P
5] 25 Corel User Files
Create Mew " ;
Document Customn (_}m(e Templates
Regent Files Cyberlink
fir} Fax - y
E-mail Address ;
Addrpss: hittpss//contesa.com/internal/201 E\;Lans.fprocuwid;nnted e

Apply built-in heading styles

Use the heading levels in a logical order (h1 > h2 > h3) without skipping levels.
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Write short sentences and use sub headings.

1. Select the heading text.
2. On the Home tab, in the Styles group, select a heading style, for example, Heading 1
or Heading 2.

e ' Tell me what you want to do

91" | asebcene asebeene | AaBbC assbcer AQB
Ho- TMNormal T MNoSpac.. | Heading 1| Heading 2 Title

[ Styles
P I B TR B R R SRR B

Use bulleted and ordered lists

Go to Home tab, then to Paragraph group and select the Bullets or Numbering button.

Bullet Library

None D ® O | +*
N/

AX R \/

Define New Bullet...

Make tables accessible
If you use tabels, make them using Tables in Word. Go to Insert tab and then Tables group.

Write table headers and summaries of the tables, so that the screen reader reads the tables in a correct
way. Avoid merging cells.

Use table headers

1. Position the cursor anywhere in a table.

2. On the Table Tools: Design tab, in the Table Style Options group, tick the Header
Row check box.

3. Type the column headings.

® o 0¥ Q%@

File Home Insert Design Layout

v| Header Row |v/| First Column P ey Py

Total Row Last Column
v| Banded Rows [| Banded Columns

Table Style Options
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Write a title for your Word document

Go to the File tab. In Info you’ll find Properites on the right.
At Title, add a title.

Info
Gor dina Word tillgangliga

Z:» IT & utrustning » MS Office
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Protect Document Properties *

Save As 1 o & T b e e U A Size 96,5K8
Protect

Save as Adobe Document ~ Pages 3

PDF

Print Total Editing Time 991 Minutes
@ Inspect Document )

Share & Before publishing this file, be aware that it contains: Tt paldette

. CI""”'" Document properties, author's name and cropped out image data Tags Add a tag

+ N
A seues Characters formatted as hidden text Comments Add comments

o e e R

Use the Accessibility Checker in Word

Go to the File tab. In Info, go to the Check for Issues button, choose Check Accessibility.

Gor dina Word tll

Info

Gor dina Word tillgangliga

25 T & utrustning » MS Office

Protect Document

Control what types of changes people can make to this document

Make a PDF document of a Word document

Choose Save As type: PDF.

Then click the Options button:

x users (\\painstfa)
wx fa (\pcinst) (T:)
~x fa (\wwwdata.abe
s FUS (\pcinstfalus
s www (\wwwdlata

~x personalutbildning

»- lc (\pcinst) (Z:) Ll >
File name: | Gor dina Word tillgangliga ~
Save as type: PDF >

Authors: Tove Forslund

Optimize for: @ Standard (publishing

Options.
online and printing)

T []Open file after publishing

(publishing online)

~ bideldrs s o

In Options, tick the following two options:

e Document structure for accessability tags

e PDF/A (ISO 19005-1 compliant (PDF/A)) — PDF/A is the important part, the rest might vary.
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Options ?

Page range

O Current page

Selection

OPage(s) From: |1 21 To: |1

Publish what
@ Document
Document showing markup
Include non-printing information
D Create bookmarks using:

Headings

\Ward bogkmark

Document properties

Document structure tags for accessibility
PDF options

1SO 19005-1 compliant (PDF/A)

Bitmap text when fonts may not be embedded

Encrypt the document with a password

oK Cancel
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