Accessible PDF Files from Word 2007
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What are PDF Files?

e Adobe is a company; they are the creators
of Acrobat.

e Acrobat is a tool for creating, editing and
viewing PDF files.
O Readeris free
0 Acrobat Professional is not free

e PDFis a format or type of document. It
stands for Portable Document Format. The
PDF format was created by Adobe.

Most PDF files are created using a variety of
software. Then the files are converted to PDF.
But most don’t produce ‘tagged’ PDF files.
Tagged files are an essential component for
accessible PDF files.

If you are using Microsoft Word or PowerPoint,
or Adobe tools such as InDesign, you can often
create accessible, tagged PDF files without
opening Acrobat.

The accessibility of the PDF depends on the
accessibility of the original document.
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Structured Word Files

AaBbCcDc | AaBbceDe AaBbCi AaBb AaBbcel %
THaormal | THMo Spaci. Headingl  Heading2  Heading3 = Change

Styles =
Styles P

To create a structured Word file, use styles.

Use styles named Heading 1, Heading 2, etc.
You can also use other styles available from the
Word style menu such as quote and sub title.
These styles create ‘tags’ when the PDF
document is created. The tags are read by
screen readers.

Alternative Text for Images

In Word 2007 (Windows) right-click on the
image and select size.

gize | AltText

% cut In the dialog box, Alternative text:

) = select the Alt Text View when right-clicking on an image in Waord 2007
53 | Copy

_ tab.
2 | Paste

Remove the image
Change Picture... name and replace
with descriptive text.

Web browsers display alternative text while pictures are loading

Bring to Front L4
or if they are missing. Web search engines use alternative text to

Send to Back 3 help find Web pages. Alternative Text is also used to assist users
= In Word 2004 on a with disabilities.

Hyperlink... Mac, you cannot add

Insert Caption... alt text to images.

Text Wrapping 4
In Word 2008 on a

Mac, | could not find

a way to add alt text.
Cloze

Size...

CERE® £

Format Picture...
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Save a copy of the document

Hew
. = = fw » Word Document
Creatlng the PDF Flle Wlth Tags [!": Save the document in the default file
Open format.

Tags must be included in the PDF file. Here's
how to do that for Word 2007.

[I,:"J Word Template
Cave = Save the document as a template that can
- be used to format future documents,

Word 37-2003 Document
Save a copy of the document that is fully
compatible with Ward 97-2003.

Save As |k

If you have Word 2007, the free add-in
already been installed. Here is how gxport to
PDF:

Print 4 Adobe PDF

Find add-ins for other file formats

Learn about add-ins to save to other
formats such as PDOF or XPS,

Prepare ¥

@ SpALT LD

Other Formats

1. Click on the Office Button, hover over Save
Open the Save As dialog box to select from

AS, and Select PDF ’ - all possible file types.
SE’. Publish  »

Z e B

2. Select Options and ensure that the
Document structure tags for
option are selected.

3. Click OK

4. Click Save

J“‘ Close

|,:_:‘] ‘Ward Options | |X Exit Ward |

Save Adobe PDF File As X

Save in |@Nﬂv2::2 v| €] ? s (-

My Computar \

File name p oessibleP DfromWord pa v s

P\l | Save as bpe: [PDF files v [ Cancel |

Wiew result {C_)puons. .

\® Acrobat PDFMaker

PDF Options

[l Create PDF/A-13: 2005 compliant file
ble Accessibility and Reflow with tagged Adobe PDF
[ apply Security
Create Bookmarks
Convert Word Headings to Bookmarks
] Convert Ward Styles to Bookmarks

[ convert Werd Bockmarks Create bookmarks from W

D Convert Comments

Page range

®al

O Pa—ge s)

OK ] [ Cancel ]
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Wrap up

Though PDF files are becoming more accessible,
it is still important that you avoid requiring
surfers to download and open a document to
access information when the same information
could be offered primarily as a Web page with
html.

A Word document with complex tables or
forms, or with a multi-column layout, may need
to have the tagging process completed in
Acrobat Pro (570 at UB Micro).

If your only choice is offer users a PDF file, it
must be accessible. To make an accessible PDF
from Word, the document must be structured,
have alternative text for images and include
tags in the PDF.
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