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Part1: Accessible Word Document and PDF
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1. Picture: How to make it accessible?

Without Alt-text a picture (image) is not accessible for screen reader software.

Solution: (Figure. 1 & Figure.2)

Steps:
1.
2.
3.

Click right mouse button on the picture

Select from the menu “Size...”

A popup box will appear, click on “Alt Text” tab and right your description of this picture

(See figure.2)
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Figure 1: Accessible Picture (image)
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Alternative text:
Hoe to add Alt text to a picture

Web browsers display alternative text while pictures are loading
or if they are missing. Web search engines use alternative text to
help find Web pages. Alternative Text iz also used to assist users
with disabilities.

Close

Figure 2: Adding Alt Text to a picture

2. How to make a Word document accessible to convert it to PDF file?

Solution:

Using outline view (Figure. 3)

Steps:
1.
2.
3.

From the top menu, click on “View”
Select from the menu “Outline”
Fix the Structure of your Word document

Insert Page Layout References Mailings Review View Add-Ins
ﬂ |ﬂ = Ruler Document Map Cg B¢ ) one Page
- Gridlines Thumbnails | & 0] Twcu Pages
een Web |Outline Draft Zoom 100%
Layout Message Bar = Page Width
ocument Views Show,/Hide Zoom
I _Ji - FYTIE -

Figure 3: Switch to outline view
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4. Close Outline View when you are done (Figure.4)
Cutlining Home Insert Page Layout References Mailings Review View Add-Ins
2= Show Level: < = q
SU - || 2 =i
| [ Soy Text | l ¥ | Show Text Formatting \Q d E
= | Show Collapse Close
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3. Save the file as PDF file:

Step:

Show First Line Cnly

Cutline Tools

Document Subdocuments

Master Document

Figure 4: Close Outline View

1- From the Office button, select print (see Figure. 5)
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Print |
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Figure 5: Convert Word to PDF
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2- Select Adobe PDF ( See figure. 6)

Print (L x
Printer
Mame: I% HP Color LaserJet 3700 PCL 6 ﬂ Properties
EaRt Find Printer...
Type:
Where: [ Print to file
Comment: | & = Fax [7] Manual duplex
Page range " =
E L/
@ Al % HP Color LaserJet 3700 PCL &
(") Current .,
B ol Mi i
@ Pages: iﬁ Microsoft Office Document Image Writer P
Type pa 7 ki
ranges § :ﬁ’ Microsoft XPS Document Writer
from the — ¥
section, For example, type 1, 3, 5-12
or pisl, pis2, p1s3—p8s3
Print what: | Document E Zoom
Print: | All pages in range E Pages per sheet: _.1_p_ag_je E[
Scale to paper size: | Mo Scaling E[
Options. .. [ ok || conca |

Fig_ure 6: Print to Adobe PDF

4) Check if your PDF file is accessible (Figure 7):
Step:
1- Open Adobe Acrobat
2- Select “Advanced” from the menu
3- Select “Accessibility”
4- Select “Quick Check”

Document Comments _Forms TWIszdw Help

1 # sign & Certity * hing~ [l Secure ™ A Sign~ (=] Forms
7 i Segurity = -
| securty settings.. TR = PXTEE

Manage Trusted [dentities...
Eneble Usage Rights in Adobe Reader...

Print Production

»
Redaction »
Document Processing v
Wieb Capture 'Fochnaoaloaoyr €Ca
Accessibility Change Reading Options... Shifts Ctrl+5
PDF Optimizer... Quick Check Shifte Ctrl-6

28 Prefight... ShifteCtrleX | Full Check...

Compare Docyments... Open Accessibility Report..

Add Tags to Document
Run Form Field Recognition
Add Form Fields to Tags
TouchUp Reading Order...

| Setup Assistant...

Figure 7: Check Accessibility
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5- If you have no problem, you should get same message as in (figure 8)

Accessibility Quick Check - FE
- i r

Results
Accessibility Quick Check is complete:

Mo accessibility problems were detected in this quick check, Choose
the Full Check command te check more thercughly.

Figure 8: Accessibility Quick Check Complete results

6- If you have a problem look at the report (Figure 9)
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Figure 9: Open Accessibility Report
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