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1. Declare the document’s language

2 Search (Alt+0)

Ward Options ?
File Home Insert Draw D = Comments ~ |5 Share
g G | =
£ Editor A)) D Ener /f" Set the Office Language Preferences I:h W @
Thesaurus E@ Display EI o :m
_ Read Check | Restrict Hide Resume
123 Word Count Aloud | Accessibility ~ Proofing Office display language | Editing Ink~ Assistant
Proofing Speech Accessibility Save Buttons, menus, and other controls will show in the first available language on this lis Frotect Ink Resume -~
1. Match Microsoft Windows [English] <preferred> Add a Language... e - ®
2 Engich Accessibility
Accessibility 3. Spanish [espafiol] Inspection Results
Advanced 4. French [frangais]
o ./ Mo accessibility issues found.
Customize Ribbon People with disabilities should
Quick Access Toolbar :;ot have:lfﬁcnllyraadlng this
Office authoring languages and proofing ocumen
Add-ins N
Manage languages used for creating and editing documents, including proofing tools such as spelling and grammar @D
Trust Center check.
Se English (United States) <preferred> Praofing installed
French (France) Proofing installed Add 3 Language...
Lore Spanish (Spain) Praofing installed
labo
labo ~| Keep accessibility checker running
volll while Iwork
proi Additional Information v
Read maore about making documents
accessible
Sel
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https://it.umn.edu/services-technologies/how-tos/microsoft-word-set-document-
language



https://it.umn.edu/services-technologies/how-tos/microsoft-word-set-document-language

. Include a title for your document

PDF_accessibility_test_doc - Saved to this PC Laura Solomon @ A ENNA - a X
() Home
PDF_accessibility_test_doc
[ New Desktop » In progress
= Open | & Upload | ‘ 14 Share | ‘ @ Copy path ‘ |B Open file location
Info IE Protect Document Properties ~
@ Control what types of changes people can make to this document. Size 64.9KB
Save Protect
Document ~ Pages 1
Save As Words 0
Total Editing Time 0 Minutes
Print @ Inspect Document Title This is a PDF accessi
Befare publishing this file, be aware that it contains: Tags Add atag
S Check fc
w2 Is::es ?r " Document properties Comments Add comments
= Asetting that automatically removes properties and personal information when
Export the file is saved
Allow this information to be saved in your file Belatedibates
Trepa Last Maodified Yesterday, 1:58 PM
. . Created Yesterday, 1:40 PM
Team |® Version History Last Printed
View and restare previous versions.
Version
History Related People
Author Add an author
Account Last Modified By Mot saved yet
y—i Manage Document
Feedback [N Vesterday, 1:44 PM (aut
Manage ] Vesterday, 1 (autorecoveny)| Related Documents
Document = @Yesterday, 1:03 PM [autorecovery]l =
Options Yesterday, 12:47 PM (autorecovery) D Open File Location

https://learntech.engr.tamu.edu/faculty-tutorials/accessibility/accessibility-
series/add-document-title-into-word-document-or-pdf



https://learntech.engr.tamu.edu/faculty-tutorials/accessibility/accessibility-series/add-document-title-into-word-document-or-pdf

3. Use header styles instead of manually bolding a
header or changing its font size

AutoSave g PDF_accessibility.. = £ Search (Alt+Q)

File Home Insert Draw Design Layout References Mailings Review View Help

P =L = 3= A .
ﬁﬂ I}| Celibri (Body) v 12 ~| A" A" Aa~ Ty EE 2l T azeocene aadboene AaBbCr Assbtct AQB
Pajte & B I U~ 3 x X = B )~ THormal T NoSpac.. Headingl Heading? Title =
Clipboard M Font ] Paragraph = Styles

gl

Section One
Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt ut
labore et dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullamco
laboris nisi ut aliquip ex ea commodo consequat. Duis aute irure dolor in reprehenderit in
voluptate velit esse cillum dolore eu fugiat nulla pariatur. Excepteur sint occaecat cupidatat non

proident, sunt in culpa qui officia deserunt mollit anim id est laborum.

List Item 1
®  List [tem 2

Section Two

Vegetables Fruits
Cabbage Apples
Kale Bananas
Pane1nf1 90 wards M French (Francel Tavt Bradictinnc On TP, Accessihilitv: Gand to an

https://support.microsoft.com/en-us/office/video-improve-accessibility-with-
heading-styles-68fleeff-6113-410f-8313-b5d382cc3bel



https://support.microsoft.com/en-us/office/video-improve-accessibility-with-heading-styles-68f1eeff-6113-410f-8313-b5d382cc3be1

4. Ensure that said headers are orderly

Help
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. Include a brief description of your images via

alternative text

PDF_accessibility.. ~

O Search (A+Q)

Position ~
n= Wrap Text ~
=l

File Home Insert Draw Design Layout References Mailings Review View Help Picture Format
E|§ :.i:i.: & Color ~ =1 T —_ . LZ Picture Border ~ =
P Conéc'tims E[3 Artistic Effects ~ B ~ | | E = = =4 |- Q? Picture Effects ~ A%I
Background = E|;|Transparency - - e @5 Picture Layout ~ Text
Adjust Picture Styles [ | Accessibility
&
Section One
Lorem ipsum dolor sit amet, consectetur adipiscing glit, sed do eiusmod tempor incididunt ut
labore et dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullamco
laboris nisi yt aliquip ex ea commodo consequat. Duis aute irure dolor in reprehenderit in
voluptate velit esse cillum dolore eu fugiat nulla pariatur. Excepteur sint occaecat cupidatat non
proident, sunt in culpa qui officia deserunt mollit anim id est laborum.
® Listltem1
® Listltem 2
Pane1nf1 90 wnrds M3 Fnalich flinited Statesl  Tawk Dradictinne: On T2 Arcaccibilite Invactinate

Laura Solomon
I Comments ~ & Share
O = ‘IZ[ IFEREE
w2
[’E‘ Selection Pane 2~
= Crop = 65" -
[E= align ~ =8 .
Arrange Size ] ~
Accessibility v

Inspection Results
Intelligent Services

> Suggested alternative text (1)

~| Keep accessibility checker running
while I work

Additional Information v

Read more about making documents
accessible
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The Word Accessibility Checker

File Home Insert Draw Design Layout References Mailings Review View Help Picture Format

/& Editor A}) [‘% 3; ,ﬂ?f I‘V':l ol ol B Cl I%, Brn/Simple Markup |~ @E‘iﬂeject - @

B Show Markup ~ EElPrevic-us

@ Read Check Language Mew Show Track o Accept Compare
123 Word Count Aloud | |Accessibility ~ = Comment Comments| | Changes ~ (2] Reviewing Pane ~ v [ Next v
Proofing Speech [% Check Accessibility Comments Tracking Y Changes Compare
Bl Alt Text
R4

Mavigation Pane

E Focus

[% Options: Accessibility

Section One
Lorem ipsum dolor sit amet, consectetur adipiscing glit, sed do eiusmod tempor incididunt ut
labore et dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullamco

laboris nisi ut aliquip ex ea commeodo consequat. Duis aute irure dolor in reprehenderit in
voluptate velit esse cillum dolore eu fugiat nulla pariatur. Excepteur sint occaecat cupidatat non

proident, sunt in culpa qui officia deserunt mollit anim id est laborum.

e List [tem 1
*  |ist [tem 2
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PDF_accessibility... ~
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Section One
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labore et dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullamco

laboris nisi ut aliquip ex ea commeodo consequat. Duis aute irure dolor in reprehenderit in

voluptate velit esse cillum dolore eu fugiat nulla pariatur. Excepteur sint occaecat cupidatat non

proident, sunt in culpa qui officia deserunt mollit anim id est laborum.
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Inspection Results
Intelligent Services

~  Suggested alternative text
Picture 3 ~

Recommended Actions
ICT',E:, Verify description
T Mark as decorative
Other Suggestions

o
i) Learn more
il KEEP ECCE’S}IUIIIL}" CIECRET rurlrllrlg
while I work
Additional Information v
Why Fix?
There is alternative text in your
document that was automatically
generated by an intelligent service,
Review each suggestion carefully to
make sure it accurately describes your

picture, If you want to change the
suggestion, just type ower it.

Read mare about making documents
accessible
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ldentify the meaning of shapes and icons that you
use

AutoSave (@ off) PDF_accessibility... - P Search (Alt+Q)
File Home Insert Draw Design Layout References Mailings Review View Help
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Paste 2 - "
S B I U~a x, ¥ A~ £+ Ao % cut - TMormal | TMoSpac.. Headingl He
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Lorem ipsum dolor sit [ paste Options: g elit, sed do eiusmod tempor incididunt ut
labore et dolore magr - [L,n S veniam, quis nostrud exercitation ullamco
laboris nisi ut aliquip « Eg =4 g % E?\ Juis aute irure dolor in reprehenderit in
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6. Ensure color contrast ratios are met

PDF_accessibility... ~ O Search (Alt+Q)

Laura Solomaen

Insert Draw Design Layout References Mailings Review Wiew Help 2 Comments ~ 1% Share

Body) ~ 12 ~ A A Aa~ B | = i=. = E=53E 2] 0Q AFind

== R naBbceDe | AaBbcede AaBbCe Assbcer AQB 2 | &, Replace 'QJ é- ’@‘\

U~ab x ¥ A~ £+ A~ =E=EE2 8- | &- . TNormal | TNoSpac.. Headingl Heading2 Title [+ Dictate | Editor | Reuse
= : ==& [ Select ¥ Files
Font ] Paragraph ] Styles ] Editing Voice Editor | Reuse Files ~

Lorem ipsum dolor sit amet, consectetur adipiscing glit, sed do eiusmod tempor incididunt ut Accessibil Ity - X
labore et dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullamco

laboris nisi yt aliquip ex ea commodo consequat. Duis aute irure dolor in reprehenderit in
voluptate velit esse cillum dolore eu fugiat nulla pariatur. Excepteur sint occaecat cupidatat non
proident, sunt in culpa qui officia deserunt mollit anim id est laborum.

Inspection Results
Warnings

~ Hard-to-read text contrast
®  List tem 1

This text is too light. W
* Listitem2 Intelligent Services
& List tem 3
~  Suggested alternative text
: Picture 3 hd
Section Two
Vegetables Fruits
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Kale Bananas ~ Keep accessibility checker running
while Iwork
Cucumbers Pears
Additional Information w
Why Fix?
There is alternative text in your
document that was automatically
generated by an intelligent service,
Review each suggestion carefully to
make sure it accurately describes your
picture, If you want to change the
suggestion, just type over it. E
Read more about making documents
accessible
s M Fnnlish MlInited Statesl Tawt Pradictinne Oin % Arcessihilite Inuestinate

™ Frrne = B - — e



Other contrast checkers

* WebAIM
(https://webaim.org/resources/contrastchecker/)

* Color Contrast Checker
(https://coolors.co/contrast-checker/112a46-
acc8e5 )

* WCAG Color Contrast Checker

(https://accessibleweb.com/color-contrast-
checker/ )



https://webaim.org/resources/contrastchecker/
https://coolors.co/contrast-checker/112a46-acc8e5
https://accessibleweb.com/color-contrast-checker/

7. Resist the urge to use tables to manage your
content layout

NO YES

i Vegetabl Fruit
Here is some text egetables ruits

t (’ Cabbage Apples

Kale Bananas

Here is some more text.
Cucumbers Pears

Here is yet more text.
'-IQ‘



8. Declare header row in any data tables you

Create

AutoSave
File Home Insert Draw
First Column
Total Row Last Column

Banded Rows Banded Columns

Table Style Options

Page10f2  95words ]

French [France)

PDF_accessibility... =

Design Layout References

O Search (Alt+Q)

View

Mailings Review
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Help
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Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt ut

labore et dolore magna aligua. Ut enim ad minim veniam, quis nostrud exercitation ullamco
laboris nisi ut aliquip ex ea commodo consequat. Duis aute irure dolor in reprehenderit in

voluptate velit esse cillum dolore eu fugiat nulla pariatur. Excepteur sint occaecat cupidatat non

proident, sunt in culpa qui officia deserunt mollit anim id est laborum.

*  Listltem1
*  Listltem 2
*  Listltem3

Section Two

Vegetables Fruits
Cabbage Apples
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Cucumbers Pears
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Laura Solomon
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Painter

]

Focus
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2 Comments -~

15 Share

Accessibility v
Inspection Results
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> Missing alternative text (1)

~ No header row
Table i

Warnin, Recommended Actions

~  Har @ Use first row as header

Th BZ Mark as layout table

Intelligt  other Suggestions
~ K !
wi?lpe? @ Learn more
Additional Information v
Why Fixc?

Atable header row contains column
headings that provide context and aid
navigation of the table, People who
can't see the table can have column
headings read aloud,

Steps To Fix:

T et = (e

Read more about making documents

accessible




9. Ensure that links have a clear purpose

More bestsellers




10. Remember not to leave inline bookmarks
hanging without its partner link

P Search (Alt+Q)
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Adobe Acrobat Pro
Webinars

Adobe Acrobat Functionality, Part One
https://vimeo.com/350145494/f32a50842c

Adobe Acrobat Functionality, Part Two
30 minute sessions https://vimeo.com/350145515/116fd6e7e6

Even more from LevelAccess

https://www.levelaccess.com/resources/pdf-

accessibility-basics-webinar-series/ |, .. ..z cnns



https://vimeo.com/350145494/f32a50842c
https://vimeo.com/350145515/116fd6e7e6
https://www.levelaccess.com/resources/pdf-accessibility-basics-webinar-series/

How to create &

use
' 000

dl R

https://www.techrepublic.com/article/how-to-create-
and-use-word-bookmarks-to-navigate-a-long-document/



https://www.techrepublic.com/article/how-to-create-and-use-word-bookmarks-to-navigate-a-long-document/

7 Best Free OCR Software Apps to Convert Images Into Text

https://www.makeuseof.com/tag/top-5-free-ocr-software-tools-to-convert-your-images-into-text-

nb/



https://www.makeuseof.com/tag/top-5-free-ocr-software-tools-to-convert-your-images-into-text-nb/
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infroduction FAc background inform ation Contact EN EN

In 4 steps to a barrier-free PDF

With PAVE you make your PDF documents barrier-free so that fhey can be correcily interpreted by common reading programs. The

visual representation of your PDF rem ains unchanged. The (8 The ICT Accessiility Lab of the ZH AW School of Engineering developed

PAVE and is making it available free of charge for personal use. Try it! If you want o make large amounts of PDFs accessible, please
use =» contact us.

1. Upload your PDF document to PAVE.
Warning: The maximum permitted file size is 5 megabytes .

2. PAVE directly carries out the corrections that can be carried out automatically.
3. Simply carry out the remaining correction suggestions in PAVE yourself.

4. Download the now accessible POF document. The PDF document remains stored on the PAVE server
for a maximum of 3 weeks if you do not delete it manually beforehand.

& Start PAVE

o B P e s P

School of
Engineering

zh
aw

* SBYV
Schweizerischer Blinden-
und Sehbehindertenverband

PAVE was on (§ ICT Accessiility Lab 5
Zurich University of Applied Sciences

{ZH AW) developed in cooperation with
the (¥ Swiss Association of the Blind and
Visually Impaired .

PAVE wins 1st prize in an
international competition

The International Conference on
Compulers as an Aid fo People with
Special Needs ICCHP | (3 Intemational
Conference on Computers Helping
People with Special Needs ) recognizes
software projecis that serve people with
dizabilities . At this year's final round in
Parig, the team from fhe ICT Accessibility
Labs was able fo convince the
infernational ury of fheir groundbreaking

[RRDNERU——— Ep— N R R T .Y

https://pave-pdf.org/index.html



https://pave-pdf.org/index.html

.y PAVE

® ZHAW CONTACT (g HELP/FAQ @D LANGUAGE

PDF_accessibility_test_doc4.pdf -

IS3UE
TASKS PROPERTIES DETAILS READING ORDER

Automatic Correction

PAVE was already able to automatically correct 18 issues.
Section One
. . ; Lorem ipsum dolor sit amet, consectetur adipiscing ebit, sed do eivsmod tempar incididunt ut
Tlﬂe m|55|ng labare et dolore magna aligua. Ut enim ad minim veniam, quis nostrud exercitation ullameo
laboris nisi ut aliqguap ex ea commodo consequat. Duis awte irure dolor in reprebhenderit in
woluptate velit esse cillum dalore eu fugiat nulla pariatur. Excepteur sint occaecal cupidatat non
The d,:,:ume n‘['s prc,pen|e_5 Cﬂntaln |nf,:,rm a‘[“:ln Such as thE ﬁrﬂldem, sUAL (A Culpa qus officla deserumt mollit andm id est laboruem. Click bere far more

;. . fin Tigar rrva e
documents title and language. Some of these are mandatory. el

To fix these issues, correct the fields in the document properties. * Lsthem1

s Lisg Inem 2
s Listitem 3

EDIT PROPERTIES Section Two
_“_ Vegelablel Fruits
| Cabbage | Apples
Figure has no alternative text | Kale | Bananas
| Cucumbers Prars

To allow screenreaders to comrectly read the document, not only do
all elements {texis, images, =tc.) have to be tagged correcily. They
alzo have to be ordered im the correct reading order.

lodividual iecuas for aarh nana are licted in tha tab ICSIIE DIETALL ©
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