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Microsoft Office Word
-What you should do:

— use built-in styles and formatting for all text
elements (headings, bulleted and numbered lists, language,
paragraph spacing)

— place images inline (group complex images)
— add alternate text to images and non-text elements

— create proper tables (try to keep them simple) with
designated column headings

— use built-in features to create navigational aids

(hyperlinks, table of contents, cross-references, footnotes, indexes)
— Create proper columns

— create proper headers/footers for repeating
headers and footers

— set document properties



Microsoft Office Word
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— non-system fonts
— complex tables (row headers, nested tables, merged/split cells)

— hyphenation (just turn it off!)

— multiple spacing, tabs, carriage returns, line breaks,
page breaks

—tabs, dashes, spaces, line breaks to create the
appearance of columns or tables

— tables to create structure (when is a table not a table)

— pictures as bullet characters

- floating images

— bullets or numbers in front of a paragraph to give
emphasis to your text (whenis a list not a list)

— MS Word to create forms or complex documents

(newsletters, posters, reports, books, presentations)



Conversion to PDF

Conversion to PDF

W «Check the following options to define

export settings:
— View Adobe PDF result
— Prompt for Adobe PDF file name

— Convert Document Information
— Creat Bookmarks
— Add Links

— Enable Accessibility and Reflow with tagged Adobe PDF

Note: If you are using Word 2010, “docx “documents to export
to PDF, images, drop caps, and other objects will appear at
the bottom of the tag tree and content panel in the PDF. To
avoid remidiation in the PDF save “.docx” documents as “.doc”
documents before exporting to PDF.
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Screen Capture of Acrobat PDF Maker Export settings
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=L Acrobat PDFMaker
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Settings | Security | Word | Bookmarks |

POFMaker Settings
Conversion Settings: [webﬁles w7
[Based on High Quality Prirt]] Use these settings to create Adobe PDF -
documents for quality printing on desktop printers and proofers. Created POF -

Wiew Adobe PDF result
Prompt for Adobe PDF file name
[¥] Convert Document Information Advanced Settings ...

PDOF/A Compliance: | None -

Application Settings
[T Attach source file
Create Bookmarks
Add Links
Enable Accessibilty and Reflow with tagged Adobe PDF
[7] Enable advanced tagging

Adobe, the Adobe logo, Acrobat, the Adobe POF logo, PostScript, and Reader are
either registered trademarks or trademars of Adobe Systems Incorporated in the
Adobe United States and./or other countries.

' ‘ ® = 1587-2012 Adobe Systems Incomporated and its licensors. All ights reserved.
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Adobe Acrobat
Portable Document Format (PDF)

-Scanned Document, text is image file

— Acrobat Professional will display a warning and provide
the option to make this document accessible
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I"'_"‘-. This page contains only an image of a scanned page. There are no text
W' characters. Would you like to run character analysis to try to make the text on
this page accessible?

| Do Not Show Again
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-Untagged PDF

— Acrobat Professional will display a warning
and provide the option to make this document
accessible

Reading Untagged Document @

This1-page document is untagged and must be prepared for reading. While the
document is being analyzed, your assistive technology will not be able to interact with
this application.

Reading Order Options

Reading Order | Infer reading order from document (recommended) v‘ |

Reading Mode Options

_) Read the currently visible pages enly

@ Read the entire document

["] Ahways use the settings from the Reading Preferences (Do not show this dialog again)

[ son | [ conea |
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(from a well formatted source)
— Every PDF will require a few steps to ensure accessibility
— Maintain this order to avoid additional work:

1. Check document properties
a. Description Tab (Title, Author, Subject and Keywords)
b. Initial View Tab(Show=Document Title)

c. Advanced Tab (Language)
e beautiful flower
Title: [ Microsoft Wor
Author: 16153
Subject: |
Keywords:
Application:  PScript5.dil Version 5.2.2
uuuuuuuu
nnnnnnnnnnnnnnnnnnnnnnnnnnnnn 0 (Windows)
............. (Acrobat 6.x)
\Users\161533\Do
32.42 KB (135,601 Bytes)
Number of Pages: 1
aaaaaaaaaaaa st Web View:




2. SetTab Order

Page Properties [=3

Tab Order | Actions

) Usze Row Order

L

) Use Column Order

) Unspecified

Use Document Structure

Choose one of the above options to
set the order for tabbing throeugh
iterns on a page.
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4. In the Content panel fix reading order, join text threads,
delete empty containers
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5. The Reading Order Panel

a. Use this panel only for checking Reading Order and setting
table structure
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Check tags
Run accessibility checker

Fix/clear any errors
Run accessibility checker again

6.
/.
8.
O.
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0. Save and close file.




	Microsoft Office Word
	Conversion to PDF
	Adobe AcrobatPortable Document Format (PDF)
	The Role Map




Accessibility Report





		Filename: 

		Handout-Accessibility_Session.pdf









		Report created by: 

		



		Organization: 

		







[Enter personal and organization information through the Preferences > Identity dialog.]



Summary



The checker found no problems in this document.





		Needs manual check: 2



		Passed manually: 0



		Failed manually: 0



		Skipped: 2



		Passed: 28



		Failed: 0







Detailed Report





		Document





		Rule Name		Status		Description



		Accessibility permission flag		Passed		Accessibility permission flag must be set



		Image-only PDF		Passed		Document is not image-only PDF



		Tagged PDF		Passed		Document is tagged PDF



		Logical Reading Order		Needs manual check		Document structure provides a logical reading order



		Primary language		Passed		Text language is specified



		Title		Passed		Document title is showing in title bar



		Bookmarks		Passed		Bookmarks are present in large documents



		Color contrast		Needs manual check		Document has appropriate color contrast



		Page Content





		Rule Name		Status		Description



		Tagged content		Passed		All page content is tagged



		Tagged annotations		Passed		All annotations are tagged



		Tab order		Passed		Tab order is consistent with structure order



		Character encoding		Passed		Reliable character encoding is provided



		Tagged multimedia		Passed		All multimedia objects are tagged



		Screen flicker		Passed		Page will not cause screen flicker



		Scripts		Passed		No inaccessible scripts



		Timed responses		Passed		Page does not require timed responses



		Navigation links		Passed		Navigation links are not repetitive



		Forms





		Rule Name		Status		Description



		Tagged form fields		Passed		All form fields are tagged



		Field descriptions		Passed		All form fields have description



		Alternate Text





		Rule Name		Status		Description



		Figures alternate text		Passed		Figures require alternate text



		Nested alternate text		Passed		Alternate text that will never be read



		Associated with content		Passed		Alternate text must be associated with some content



		Hides annotation		Passed		Alternate text should not hide annotation



		Other elements alternate text		Passed		Other elements that require alternate text



		Tables





		Rule Name		Status		Description



		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot



		TH and TD		Passed		TH and TD must be children of TR



		Headers		Passed		Tables should have headers



		Regularity		Passed		Tables must contain the same number of columns in each row and rows in each column



		Summary		Skipped		Tables must have a summary



		Lists





		Rule Name		Status		Description



		List items		Passed		LI must be a child of L



		Lbl and LBody		Passed		Lbl and LBody must be children of LI



		Headings





		Rule Name		Status		Description



		Appropriate nesting		Skipped		Appropriate nesting










Back to Top



