Note

These slides are for participants of a live WebAIM training and
are not for distribution to others. They contain examples of

(intentionally) inaccessible content that may not make sense out
of context.

Visit webaim.org for articles on many of the topics covered
within these slides.



https://webaim.org/

Creating Accessible Electronic Documents

Web

web accessibility in mind

Jon Whiting & Christopher Phillips
WebAIM.org



Slides & resources online at:

webaim.org/presentations/2025/ndit



https://webaim.org/presentations/2025/ndit
https://webaim.org/presentations/2025/ndit

Training outline

Introduction
Guidelines and Laws
Evaluating Document Accessibility

Creating Accessible Documents

— Headings in Word
— Images and alternative text
— Tables, links, lists, columns, language

Slide layouts and order in
PowerPoint

Other Accessibility Principles
— Contrast

— Color use

— Cognitive disabilities

PDF Structure

Converting to PDF

Evaluating and Repairing a PDF in
Acrobat Pro



Is your electronic content accessible?



Notable US laws

Law Scope Standard
Section 508 US Federal Government WCAG 2.0
Section 504 Federal funding recipients ?
Section 504 Part 84* HHS funding recipients WCAG 2.1
ADA Title | Employment ?
ADA Title II* State and Local Government WCAG 2.1
ADA Title Ili Private and commercial ?

*Updated in 2024. Changes take effect in 2026-2027




WCAG 2

* Web Content Accessibility Guidelines
e Versions 1.0 (1999), 2.0 (2008), 2.1 (2018), 2.2 (2023)
* Principles (Perceivable, Operable, Understandable, Robust)
> Guidelines
> Success Criteria (Level A, AA, AAA)



2.0,2.1,2.2

Focus Visible Non-text Contrast Focus Appearance

2.0 2.1 2.2



A, AA, AAA

=

Captions Captions Sign Language
(Prerecorded) (Live) (Prerecorded)
Level A Level AA Level AAA




WebAIM WCAG 2 Checklist

Operable
Interface forms, controls, and navigation are operable.

Guideline 2.1
Make all functionality available from a keyboard.

2.1.1 Keyboard

O All page functionality is available using the keyboard, unless the
functionality cannot be accomplished in any known way using a keyboard
(e.g., free hand drawing).

0O Page-specified shortcut keys and accesskeys (accesskey should typically be
avoided) do not conflict with existing browser and screen reader shortcuts.

2.1.2 No Keyboard Trap

0 Keyboard focus is never locked or trapped at one particular page element.
The user can navigate to and from all navigable page elements using only a
keyboard.

O All page functionality is available using the keyboard.

2.1.4 Character Key Shortcuts

Olfa keyboard shortcut uses prlntable character keys then the user must be

A lm Fm o Aiealda Fla et s e e e e e tha Aaf A Lo Faoa mer meieEa A



https://webaim.org/standards/wcag/checklist

ADA Title Il Exceptions

No longer in use Posted by others Individual’s documents
. Archived web content Posted by a third party Individualized, secure,
Old electronic documents “not controlled by or electronic documents
. 0ld social media posts acting for state or local
governments”

(Old = before effective date
and not in use)



“Preexisting conventional electronic documents”

Meets BOTH requirements:

1. Conventional document
— Word processing
— Presentation
— PDF
— Spreadsheet

2. Available before the effective date



...and NOT still being used

Apply for Access Participate in

Services Programs Activities



“State and local governments must provide
individuals with disabilities with effective
communication, reasonable modifications, and an
equal opportunity to participate in or benefit from
their services, programs, and activities.”

ADA.gov factsheet



https://www.ada.gov/resources/2024-03-08-web-rule/

Accessibility > Compliance



Check Accessibility



Review tab > Check Accessibility

ert Draw Design Transitions Animations  Slide Show

o g% g

Search = Translate Language
Accessibility v v

Accessibility Insights Language Activity




Word and PowerPoint 365 \/\/e bA| M Q

Accessibility Evaluation Guide web accessibility in mind

This guide combines automated checks from the Accessibility Checker in Microsoft Office 365 with a series of manual
checks to help you evaluate and repair common accessibility issues.

First, run the built-in Accessibility Checker. The Accessibility panel will display: ERRORS, WARNINGS, TIPS, and INTELLIGENT
Services. Click on individual results to go to that issue in the document and make the necessary repairs. Then use the
MaNUAL review steps to identify any additional issues.

Headings (Word-only)

Document contains Word Heading TiP: No Headings in Document Add new headings or apply the
Styles (Heading 1, Heading 2, etc.) (Document must be 3+ pages) correct style to visual headings with
Home tab > Styles gallery.

Visual headings USE Word Styles MANUAL: View tab > Navigation Pane | Home tab > Styles gallery. Apply the
(Heading 1, Heading 2, etc.) > Headings tab (Document Map tab | correct heading style to visual

in Mac). Ensure the structure in the headings.

panel matches the visual heading

structure.

Headings do not skip levels (e.g., MaNUAL: Navigation Pane. Check for | Home tab > Styles gallery. Change
Heading 1 to Heading 3). skipped levels. the heading style to the correct level.

Headings are not empty MANUAL: Navigation Pane. Check for | Delete empty headings.
empty lines.

Section Names (PowerPoint-only)

Word and PowerPoint Accessibilitv Evaluation Guide



https://webaim.org/resources/evaloffice/

Screen Reader Users



Not all screen reader users are blind

Types of Assistive Technology Used

e Most have low vision. so0%

— 45% of respondents to our low-
vision survey use a screen reader.

 Some users have a reading or
cognitive disability.

* Focus on structure and
semantics.

webaim.org/projects/lowvisionsurvey?2/#at



https://webaim.org/projects/lowvisionsurvey2/#at
https://webaim.org/projects/lowvisionsurvey2/#at
https://webaim.org/projects/lowvisionsurvey2/#at

: Testing Web Content for Accessibility We b{A\ | M 9

Test with WAVE
* Run a report at wave.web.
public pages, use the W

problems or features. Click an icon to highlight the
corresponding element and learn more using the Reference
panel.
Use the Details panel to review page issues. Click an icon to find
it in the page. Uncheck icons to hide them.
Turn off Styles to simplify the page view and to check the
ding and navigati rder.
Click the Code button at the bottom of the page to see the page
code with WAVE icons.
Images
= Ensure alterna text (shown in green) conveys the equivalent
content and/or function of the image.
place images of with true
d via €55 images must have a te
Headings and Regions/Landmarks
* Use the Structure panel in the sidebar to review.
* The main heading should usually be an <h1x.
* Ensure the headings and regions/landmarks reflect the page
structure.
= Look for skipped heading levels (e h2= to <h4:
Contrast
= Select the Contrast panel.
o WAVE flags WCAG AA contrast issues in text.
o Non-underlined links r 1 contrast with body text, plus a
change, like underlining, on hover and focus.
* Check colors in WebAIM's contrast checker:

* Manually ch

ARIA

* WAVE flags ARIA with purple icons.

r appropriate use of ARIA roles, states, and properties

(presented in green).

= Ensure ARIA labels and descriptions are correct.

Forms

* Ensure form controls have de:

Links and buttons

= Ensure links and buttons present descripti

Other common WAVE checks

* Page language is specified (e.g., <html lan,

* If there are data tables, ensure table heade:
have the correct scope.

= Look for links with ambiguous i 3

* Ensure the page title is descriptive and succinct.

Use a checklist

Check keyboard accessibility
* The first time testing with Mac, press Contrel + F7 to enable full
oard accessibility
In Safari, select Preferences > Advanced > Accessibility > Press
Tab to highlight each item...
Mavigate the page using only the keyboard:
nents (links, form controls, etc.)

Spacebar: Actival
menu, or scroll the win
Arrow keys: Navigate radio buttons, select/dropdown menus,
sliders, tab panels, tree menus, etc.
Look for mouse-only interaction | rollover menus).
nfirm every focusable element has a board focus
indicator/outline with at least 3:1 contrast.
Ensure any “skip” links work correctly and are visible to sighted
keyboard use
Make sure the navigation order is logical and intuitive
Test dialog and pop-ups. Can you navigate and close the dialog?
s focus return to a logical place?
Modal dialogs must maintain focus until dismissed.
Non-modal dialogs must close when focus is lost.
o Esc should also close all dialogs and menus.

Test content scaling

* In Chrome, press Ctrlfemd and:
+to zoom in (larger)
n out (smaller)

Avold horizontal scrolling unless required for the content
£., a data tab
= Text-only zoom (Re nded) - In Firefox, choo
Zoom > Zoom Text Only. Zoom to 130-150%

Test with a screen reader

cles/voiceover
Focus on navigation, forms, and dynamic content.
Is information presented through ARIA accurate?
Are forms instructio nd error feedback read when
navigating a form?
Are all dynamic changes and updates accessible?

Scan for other issues

= Captions and transcripts for media.
Information does not depend on color, audio, shape, size, or
location.
Animating or updating content or media can aused or
stopped.
No strobing content/video that could cause seizures.

3 WebAIM. All rights reserved.

Structure &
Semantics



WebAIM @

lity in mind

Quick Reference: Testing Web Content for Accessibility

Test with WAVE

* Run a report at wave.webaim.org. For very complex or non-public pages, use the WAVE Chrome or
Firefox extension (wave.webaim.ore/extension).
o  Watch the overview video on the WAVE homepage.
Error icons flag known issues. Other icons identify potential problems or features. Click an icon to
highlight the corresponding element and learn more using the Reference panel.

Use the Details panel to review page issues. Click an icon to find it in the page. Uncheck icons to hide t
them. ; r l l ‘ ' l re

Turn off Styles to simplify the page view and to check the reading and navigation order.
Click the Code button at the bottom of the page to see the page code with WAVE icons.

Images

[
»  FEnsure alternative text (shown in green) conveys the equivalent content and/or function of the image. S e I I I a I I l I ‘ S
»  Look for ways to replace images of text with true text.

» Content conveyed via CSS images must have a text alternative.

Headings and Regions/Landmarks

Use the Structure panel in the sidebar to review.

The main heading should usually be an <hi:.

Ensure the headings and regions/landmarks reflect the page structure.
Look for skipped heading levels (e.g., <h2> to <hq>).

Contrast

s  Select the Contrast panel.
WAVE flags WCAG AA contrast issues in text.
Non-underlined links need 3:1 contrast with body text, plus a change, like underlining, on hover
and focus.




Creating Accessible Documents and
Presentations



Headings



Describe sections of
content

Useful reading and
navigating with a
screen reader

One Heading 1 per

page is usually best
(but not required)

Use headings correctly

@ EASY SHORTBRERD

: . Gradually stir flour into the
@ Ingredlents creamed mixture until blended.

= 1 cup butter, softened Pat the dough in the bottom

= 12 cup sugar "~ ofan ungreased 9x13 baking
pan.

Bake at 300 F for 30 to 40
minutes, until just lightly

@ Directions browned.

= 2 1/2 cups flour

1. Preheat the oven to 300 F. . Remove from oven and pierce all

r with a fork.
2. Cream butter and sugar. over with a 1o




Headings in Word

Nospacing Heading 1 Heading2  [|tl@  subtite

Styles ¥

e Use “Styles” gallery
e Ctrl+Alt+1,2, 0r3

— command + option on Mac
* Title style does not map to a heading



Demo and Practice — Headings in Word



Failure — Headings are purely visual

Text is presented U4 EASY SHORTBREAD

visually as a heading,

. Ingredients 3. Gradually stir flour into the
but is not a true

creamed mixture until blended.

= 1 cup butter, softened 4. Pat the dough in the bottom

. . = 12 cup sugar of an ungreased 9x13 bakin
heading in psug g J

pan.
" 2 12 cups flour Bake at 300 F for 30 to 40
. axKe a or (o]
document structure T minutes. until just lightly
Directions browned.

1. Preheat the oven to 300 F. . Remove from oven and pierce all
over with a fork.

2. Cream butter and sugar.




Failure — Incorrect heading hierarchy

Text presented at a ® FASY SHORTBREHD

lower heading level

3 Gradually stir flour into the
V| S u a I |y h a S a @ Ingredlents creamed mixture until blended.
= 1 cup butter, softened . Pat the dough in the bottom
° . = 12 cup sugar of an ungreased 9x13 bakmg
higher heading level .
8 & 2 12 cups flour Ea; £ 300 F for 30 to 40
. . ake a or 0
IN th e d ocume nt . . minutes, until just lightly
Directions browned.

structure. 1. Preheat the oven to 300 F. . Remove from oven and pierce all
over with a fork.

2. Cream butter and sugar.




Not recommended — Headings skip levels

e Skipping heading |
levels is not a WCAG @ EBSY SHORTBRERD
failure if the © Elingredients e ended.

hierarc hy is lo g|C al * 1 cup butter, softened 4. Patthe dough in the bottom

= 1/2 cup sugar of an ungreased 9x13 baking
. . pan.
= 2 12 cups flour
* Butitcan Stl” be P . Bake at 300 F for 30 to 40
. . . minutes, until just lightly
confusing and should @ Directions browned.
b e av Old e d 1. Preheat the oven to 300 F. . Remove from oven and pierce

all over with a fork.

2. Cream butter and sugar.




Failure — Text should not be a heading

Text that does not ® EASY SHORTBREED

describe content

3 . Gradually stir flour into the
S h ou | d N Ot b e 3 @ Ingredlents creamed mixture until blended.
= 1 cup butter, softened . Pat the dough in the bottom
I = 12 cup sugar of an ungreased 9x13 baking
heading. P sug pan.

= 2 1/2 cups flour

. Bake at 300 F for 30 to 40
. . minutes, until just lightl
@ Directions browned. Justughty

1. Preheat the oven to 300 F. . Remove from oven and pierce all

over with a fork.
2. Cream butter and sugar.




Failure — Empty heading

Empty headings are
still announced to

screen reader USers,

which can be
confusing.

@ EASY SHORTBRERD

@ Ingredients

= 1 cup butter, softened
= 12 cup sugar

= 2 1/2 cups flour

@ Directions

1. Preheat the oven to 300 F.

Cream butter and sugar.

Gradually stir flour into the
creamed mixture until blended.

Pat the dough in the bottom
of an ungreased 9x13 baking
pan.

Bake at 300 F for 30 to 40
minutes, until just lightly
browned.

Remove from oven and pierce all
over with a fork.




Images and Alternative Text

WebAIM@

web accessibility in mind



Alternative text best practice

* Must

— Serve the “equivalent purpose”

* Should

— Usually be succinct

— Use correct grammar and punctuation
 Should not

— Be redundant
— Start with "image of ..." or "graphic of ..."



[ 1
LAY )

“Students studying under a tree”:



Charts and data

@ North America

@ Europe
Asia

@ Australia and Oceania
@ Africa/Middle East
@ South America

@® Central America and
Caribbean




Alt text + description

1. Give the image succinct
E G EIERD

2. Provide a detailed description

— In context OR

— Link to the information
(e.g., an appendix)

@ North America

@ Europe
Asia
@ Australia and Oceania
@ Africa/Middle East
\ @ South America

@ Central America and
Caribbean

Respondent Region

. # of % of
Region
respondents respondents

5

Australia and Oceania 3.8%

Africa/Middle East

Central America and
Caribbean




A o o
b ] Towards T = L
owards - -
Towards - . N N Hamel Hampstead Luton Airport Farkw; o Joveards Towards
London S Aylasbury s e e e = e tomalHampstead N butondigorhariowayd | Welwyn Garden Clty | -_._._*_H“"ff"_"""l_._._ Stanstad Alrgort
R, r unction .T Ir Wartiond Lart "
. Ware -
| 1 -
Rail & Tube . s : ] P
wat :
ford High N Had) I Crews Hill Rye House
. Bushey ? 1 Eroxbourne
1
services :
e I CockTomen e Chestumt
' Hign Barnut ¥ Enfield Chase
' Fro Treopatss
T Manch End f N Grarge Park Waltham Cross
awards Tottariage & Whatstons Enfield  Turkey
! tign | o saungate o i Town  Street \.
"('"‘“'ba N - Winchenare Hil Southbury N |
e Woodside Park
' . Hesdstone tane o] | Edgware Armas Grave 1 s Chclmatont
/ West Ruistip i e s e Chingfbes Buckhurst Hil, \ and Southend
p— o Fark
- Hillingsan i sean Finchaay !
Ay Canans Park Edmontan Grasn
Key to lines and symb -l 0 g e ==t egrae o shantrs
T Gueems
oy 4 Silver Strest
S— | ] f—
Bakerloo [ 1 ! . et [t =n Alasandra Patsca <) Woer Green e " ]
— Ceontral Ruisiip 1 psBury iendun Gantrt ] i White Hart Lare
I Gardens | i o East Finchiiey Hemiey | T { | 1
Circle Road et Cruss 3 Towards |
' o i ' Werbley Park [ Fandon — vl rmpike Lane Brlce Grove 1 . Harsia waed, Southend ang
— District I — Neasden Golders Green i — Tottennarm | Wt oadtord 4 Shosburyness
ingay Seven Sisters Hale, ntral
s Hammersmith & City Dol il Cricktowosd W [Fampetesd @\t Crouch tat l Groan Lines P
'
Wembley Willesden Finchiley Hampstead
s Jubilee Stadivm Graen o B fropal it Upper Hollaway | South | Blackhore Watthametdw  Snareabrook 4
ol r e, Gacpel sk i Stobfond aat | Tt Roud bk Romnford Emerson
— Metropolitan ' Northolt 4 " Sudbury & Kilburn 1 Park  Upriinster
P Sudbury Hil udbury B Wembley Central West Hampstasd v
— Norther 2 1 o = o Fend Road ‘Wanstead Gants Hill Upminster
m Stonebridge Fark Wast Tufnelt Park Street Chadwell Bric
West Stake New 'ge,
— Piccadilly ' Sudbary Tean vortzsgen B | =y ington. | ity v
\\ Brandesbury Beisize Part Kantish Tawn Finsbury Park i Caytonetons Harnchurch
i e
" i - . - |
e Groanford Chalk Farm # E=TeT RS Ciapton Lagton stoe Eim Park,
Waterloo & City 1 Aparion N KensalRise  Brondasbury ' rechue Canen Tom ) Hieh s Goodeapes, '
| rensgreen ® B Camen ‘Drayton )| Soattord Sewen Kings Dagarham East Ochendan
— DLR Pecluale b ‘Catedonjan Roag park| Hickeey Intermational
' Queer's Park . Magiagton 1 T = Hackney wianstesd IiFord, Daganham H
s London Overground I e e . Crescent '’ e Ceniral  Hackney Wick P— - TP Haativway,
Caledondsn [seravtara, Maryland Gate Park Chaffard
s London Trams Katburn Park Kiburm Seuth i 0 Homertan Bace. Hundred
— TFL Rail [ South Greeaford oy . Vaie__ High#oad __ Hamgetaad 5t 0 Wood i | [t b2, A fpeuya ™ Doon London s — g e :
al Warwick ; Bridge Heath T
" I =t 0 Maryiebone! Bakef Street pfé‘ﬂ..‘u Haggerston - Stratford m,,l d
Emirates Air Line cable car ' Hanger Lang - Sreer.  Euston A Boxnal Gresn Vich s
it E A Street Wondare ey al outhend
. v Forringdon
I Edgware: “Warren —— Abbey Aosd] Cagenhamn  Rainham Purflest  Grays §
Chilrern Railways ' ok ot boddingion -~ Rod e aican QP 3 B et o
Orayton Green acton, Wiestbourne Park Regpnt's Liverpoo Bow Upton  [East |
c2e I Horth Eating = Ladbrake Grave Bayamater Park Goodge ey iz [ Sharediteh, - 4 Barking '
mer
N Street
L] Road High Streat
Gatwick Express . A o] o sty | T | e sovt | cuns chancery e / o e |
e Great Northern 3, \Drayton Haringion  Seuthall  Hanweel ey ol il - - frcae Holzon Lane eSS T Ham .
West  Hapes feead Aaad
Esit Halland Gussnsway  Marble Tottenham Peul's Aldgate
mmm Great Western Railway T o e = acton Ackiees Fark Areh Court Rasd eovent i Lt g | Wntechiret Langdon s | 3
Centrat — Fark e
e Greater Anglia peak hours only High Strest Garden ary - ) :
8! - ey Rensington Graan Park, # Mankion .
atin Kansington cester ampior
wmemem  Heathrow Express 3k hours or s south Bush Market il 0 Hyde Park Comer, et Seuare: H Shadweil Custom House
p p et mp lty - ExCel
Seuthem imited senvice Galdhawi Rosd cires Blchriers mon Maonument Tawer Tower *
FR Amitadsanvice .
. acton Churing Blotr s o (el Ve
‘peak hours only ueh Town Bacans .
cmcwem Southeastern . — Easng Hammerseith e - Temple (
r it Fanchurch Straat
o Southeastern high speed 2% \.\""-“ : Wagping !
pesk hours o usriharn [Stamfar Ravenséaut st Rivar Thames
mrmm South Western Railway 24 Beook Park Kendington Vi Embankment & / - Galtices Reach
peak hours anly ST Gackton T
wmmmm Thameslink ?b e
a P
cmcwem West Midlands Trains A o Southwank Canada Water | Landan ity Airpart. I
Futtarn S —  sterton 22 + '
o East London
Lambath
- Lambe bt Surrey Quays King George ¥ I
Lendon Trams fare zone Impesial ‘Sorough "
arf
Statien in both fare zones - Sacoareen I
Cutty
(o] Interchange stations Elephant & Castle Gty S for o
i South B 4 e == 4
% Street level transfer between stations T usrrzionn e s
Aoad (sarterses '
4 Airport Queans Rpad Packnam, Mo Crass pockr
3 Barmes
Y Riverb BT |
IDRESSrEas el 5t Johns Elvarsan Rasd ..
@ Victoria Coach Station & (et Nunhead Mew Cross Gate| / l
@usckneath S Intesnational
Clapham
Southfieids o Der rk Brockie:
Towards Wimbledan Park. Wandswarth' ™ e Klenroake Welling  Bexizyheatn :
Staines TR Camman ‘East Dutwich Henet ak Fark I
Wimblagan
. Balham) Forest Hil Hethas Grean -
Whitton Hapdans A R ‘North Dubwich I
oot errs
Bec pest Sydenham ]
Strmberry Bundanakd "Tooting Dlwich Hill
i foad By
R
Towards e Tukser Crystal Ed Towards
Shepperton L] Mudy Marten Park eotiors Straatham, HEl west Palace Gravesend
e s o e " g v e L
am xngson  ha
Wick =
5 South Wimbleden St Mary Ceay
Hotsgur 3 Streatham Towards 5
I ) Berrylands, Park nFosd Sevenoaks
ey itchan .
o ackenham
Fhices frides el Streatham Corman Read
Thames. Surbite Malden J
Dittan Panar Belgrave Wak MNorbury’ Marwoad,
Junction'
ot marton Mibcham Thamtan Heath
Bedagton  Wnddon sehurst
p e Marsh
Totworth Marden South e Wandls Parc
T i therapla Ampere
Wercastar RN Reevas
RSt or 5t Helimr Lane  Way Corner ‘West Craydon -




B C D E F—— T G T H

Towards P— Jomaras s Towards -
ot — Lo bisbrt Parcway A Walwyn Gardon iy Rvetond orth stansted avpars A
Watford Junctian Wertford fast \\
e
4
—
R - N\,
‘Watford High Street [ ks Crews Hill Qe s \
Menbourna
wasney GO
PR—
crasnn Q)
J——
- el Chone .
- g
Guanga Fak —— , ’ [}
Tmogs T . e Tk i
e o .
Qakdeigh Park Enfield Lock
A Winchmore Hill Sauthbury Tawards
Wosdide Pk P Chimsto
adstone Lane Edgware mersGreen  Blsh il srimadoun and South
Mendstane L Pasrs o - N
I S (o A
Mew Southgate I:I Edmentan Green. Rading Shant
oot
anans fighams Far il Chiguwell
Horroe & Wealdstone (L) Canans Park e e P ighars Park ey Chigue N
- wton JE—
P—— - — e
Finchiey Central o Aexandra Patsce Woad Gre Woad Street !
Kenton ) Colindale Wiite Hart Lane. Horthumirerland 1
e | B
" TPty Tomaar T
rrow- Mortnwick Praston Turngike Lane Bruce Grove - Haretd Wosd, authend and
the-Hil Park Read Merbiey Pa[Hondon § Hghgata — e P ) Shoeburyness
Neasden [— Sodn sters e J——
Archway, ‘ Crouch Hitt Gaean Lanes Ingsi Gidea Park, ll
South Kesiton Dollss Hill .
: Nwbury Pk
] Wembley [Willesden South Blackharse Watthamsterw  Snaresbrock 4 Romford Emenson I -
Hinrth Wembiey iy Green uppar Hatloway carntond vaL | Tt Rand Gueen s Rosd e Fark | Upminseer H
e
ary & jembley Cent — Leytan —
o G s f i Gy ) |
Stonebridge Park Suoke Hewingtor e Harnchureh, H 2
Mescen L5 — ety Pk Loviase | . . .
renses i
Willesden Junction Park Holloway Road, ey s Clagton Leyton, Leytonstone Goodmayes, '
(] bty
T T L2 — agentar £t comnd |
Drayton, Hackney Internstionsl |
Caledonan Rasd Fok Datseon | Dewns WL Dagannam '
Cononbiey  Kingsiand Bkl Mackney Wiek i athway
Forest hafford
Caledonian Homeston [sratiord Hargiasd) Gate Becontrh Hundreg
= = Bnad & Hagnbury8. ~ Dalston Londan Felds. '
HighRead  Hampstead e dunction

Istinge

reate a specific sensory

‘Cambridge Heatn

Haggerston Stratiord
Botnnat Grean Fogh ereex

Essax Rosa

RopulQuk Pasding H
oringdon Tt
- Waren Euston 0 |, 01d Street ) I T |
stdington b arvican ren i A=
Liverpaol v Fusstbu
Westourns Park Reghnts russet pioet — Romt | By '
" Saysuater Goode Sauare heredite
Latirmer s Street Bow, Wt
® Moorgat urch =
e g | Lancaster sand | orors Chancery stapeoey o et H
e Hionte| G street | Greis Halhorn o apray oevers
- aidgate = |
Holland Quesngmay  Madble Totturharm city JiPmle fae Whitechapel Langden Sor 3
Park Archy ovent  Thamastink s Fark Lane '
Entral High Steeet Garden ant Alsgate . —
L ibovo SN (o Hanfion Al e ]| gt Custom House
sheptard's — sicester Mot 5 westfern Backwail Victors for LxCel
n P Sl o Hyae fare Comer, Frecmiy sauare — c e /'
e - = - ince Regent
- N Aroen )} T [Honumene Towes Tower mehouse act Emicates
Goldhan Ramd Knightsorides, craro pitee P () india oy Dacks Wy foyal Albert
- e | Gloucester ampis 4 . ckton por
pmrern i el - e Fancnarch steat Wost ndia ot N ¢
: 9, squsee |Vt | W, Westminster Wopping <] = ) Cyprus ;
River Thames. ™ )’ Pontoon Dack Gallions Reacn —
am [Stamfard Ravemscourt West Sauth St damps's 7_ Ebankment & N 3 2
R T Kansingtan, Kensingrar, ork Ratharhisho iy =
’ Bemandsey Canary Whart |
Emirates
s E | oy e
= Southwark ‘Canada wa Heron Guays: [ 4 '
- Waterion :
South Guay
ensbury Fulham - jad I L] L] L]
Londan Crossharbaue
Beoatway Waterdoo Est Lambetn e King George v
- Marth. Cmr e Mudchute: Ll 1 .
et L crough | L stand Gargern of | \ ) |
Wit 1 |
Batterses Vaughall ~ -
s N o ] W | -
P JEehant & Castie N\ \\ Dapford Faritime Greenwich Fark riton imitend 4
Sauth Becmond . B :
/ A, ad Greenwich Maze # Woolwich  Waalwich anbey .
Raad Mattersed) t ey I Dockyard  Arsena Wood ol | [] [} (] [] ’ ’
- - m = m
1 LSV, A Quseans Rpad Packha y:
Wandsorth Roxd " Siade Green owards
NN |- e | B P Towards
an ham High fareet [ — - - M Cross Gatal | iocermaton
wanaswor S0 ¥y Qsshem High o] N Hunhead wacknestn A D International
duncticn Clapham North 7 L
e Denmark rockiey i ¥ {Lowizhom ] Caoke | Etham  Falromwood | Weling  Besiejmcam  Bamehurst
Earisfield  \wandswortn' Homor Osk Fark
g Sout Easl Dutwich il | | !
o o ther Gren
Saiham) [ AR Forest il byt |
" forth Dubp Sptanham o - any
ot Tootng e 4 P [’ Heitingham _ Eiem e Cragford gexmdy
s st Sedenmam Catford Brdgs o n o
ofimich o
Sundanait Tostng o 2
Road Broacway T Betlingham Growe Park sidcun L= /o o Towards
Tusse Coptal [e——
Lomer$ydenna,
L A strantram A wast Falace i Ay Elmstead .
aters Wox ) Norwoot  Gipay Hal Woats
Wibladon Toating & i i Ravensbourne 7/
'Chase 7 Kant House Bromiey Nosth . e P 5_,,,._./0
Sou Wimblzdon Toward:
s 1 sereathar %, i ¢ bl Z = Y 5
Matspur Y 03 St sromiey
ok Merden Road south s/
Mitcham Aneriey Meven. Beckenham et 0
4 o [ Sackmm boree]
e efeunoia, ctestham o) oad Road " duncion Vs
Matgen, . tamington .
aiden, [ Horbury ormaas Rovd Omington
Thornton Heath’ unctien Clock touse Chelsfield /
vicnam ’
Soutn Merten
P imars End
(A— e oot 7/
Line arsh
Tolwarth JMorden South - Wandls Park Woodside Eden Park — —— —
Noncuom | Trempa Ampere Aseves - : 4
Seelier e Way e et Cradon Biacknarss Lene eest wicknam Towsids
—\ Addiscombe
Sutton Common Mk Hacktridge Contrate™ Wellesiey Rand o e
Chessingtan North 4 Gedlee sreet s
West Suton
Carshatten Church East| Sandilangs.
g Cropden,
Wadden Lleyd Park
Sounh Cropdon
Chessington South = Wiallingran. " Coombe Lane’
- e Carsnalton e
il . # o Purey o, P——
Guildforg A L setmont Furlay Addingran Wilage'
# 6
A sandemasa Al
Pl Wosdmansteme  Coutsdon Town  Azedham
Y. o King Menny's Drive:




Using Emoji

Screen readers will read emoji €
That’s Good when the emoiji text alternative is correct! &
You can’t change the text alternative 3%

Don'toveruse @ P P D DD DD DD D D



Alternative Text in Office

Alt Text il

How would you describe this object and its
context to someone who is blind or low
vision?

- The subject(s) in detail

- The setting

- The actions or interactions

- Other relevant information

(1-2 detailed sentences recommended)

| Alternative text
here

[] Mark as decorative ()

1. Right-click the image and
choose View Alt Text

2. Enter appropriate alt text in
the field.

DO NOT choose
“Generate alt text for me”



Decorative images in Office

Alt Text

How would you describe this object and its context

to someone who is blind ar low vision?

- The subject(s] in detall - NOt available in Word On“ne
- The setting

A * Ascreen reader will still read
“eraphic”

e Check “Mark as Decorative”

 PDF will hide images from
screen reader users

Mark as decorative 0




Decorative images in Office

Alt Text

How would you describe this object and its context

to someone who s blind or low vision? . . .

- The subject(s] in detall - N Ot aval Ia ble IN WO rd on I Ine
- The setting

- The actions or interactions o PDF Wi“ hide images...

- Other relevant information

e Check “Mark as Decorative”

— from screen reader users

— In “Reflow” view

Mark as decorative 0




Demo — Adding Alternative Text

WebAIM @

web accessibility in mind



Image layout in Word

You can change layout from “In
Line with Text” when:

1. Using newer versions of Word 365
(with “Accessibility Assistant”)*

OR

2. The Word doc will not be shared with
others, only a PDF.

* The screen reader user will also need the newer version of Word.



...AND the image anchor is in the right place

File seﬁ Draw Design Layout References Mailings Review View Help Acroba

Calibri (Body) 2 VA A Aav A == E

2. A — :

Clipboard N Paragraph

Change-the-image's-layout-so-it-is-in-line-with-text. 1

As-the-sixteenth-president-of-the-United-States,-Abraham-
Lincoln-served-as-Commander-in--Chief-during-the-Civil-War.-
He-was-assassinated-five-days-after-the-surrender-of-the-
confederate-army.q

1
» HelpY




Practice — Alternative text



Tables



Data table structure

Class Schedule

f—%

Class Name Course Number Location
Website g Bis 5650 B105

Development

Database

Y - BIS 3330 B220

Table example



https://webaim.org/projects/screenreadersurvey10/#region

Keys to accessible tables

1. Caption (when needed)

— (or heading if a caption isn’t supported)
2. Table headers
3. Table header scope (if supported)

— Column or row



Assign table headers

Heading (WOrd) . ~135s Schedule

Title (PowerPoint)
Class Name Course Number Location
Advanced Website
SevElo e =g BIS 5650 B105
Database ol )5 3330 B220

Management




Spanned cells and multiple header levels

Section Course # Day Start time| End time
. =P 110 =P M W,F 08:00 9:00
. = 120 =P TTh 09:00 11:00
= 110 =9 TTh 10:00 11:30
= -* 210 -?M,W,F 12:00 13:00




Fall Semester

CIass}ame Course&umber Loc*on

Advanced Website 3IS 5650 3105
Development

Database BIS 3330 8220
Management




Fall Semester

Class Name Course Number Location
Advanced Website 31S 5650 3105
Development
Database BIS 3330 B220

Management




Fall Semester

Class Name Course Number Location
Advanced Website 3IS 5650 3105
Development
Database EEEL B220
Management
Winter Semester
Class Name Course Number Location
Advanced Website BIS 5650 105
Development
Database EEEL B220

Management




Fall Semester

Class Name Course Number Location
Advanced Website skeso 3105

Development

Database 5B330 B220

Management

Winter §enfester

Class Name CourselNumber Location
Advanced Website S 0 3105

Development

Database _Ly, p1s 3330 B220

Management




Fall Semester

Class Name Course Number Location
Advanced Website 8IS 5650 3105
Development
Database IEEEL B220
Management

Winter Semester

Class Name Course Number Location

Advanced Website

BIS 5650 B105
Development

Database

R — SINICER]0 B220




Demo — Table headers and styles

Class Schedule

Class Name Course Number Location

Advanced Website

BIS 5650 B105
Development

Database Management BIS 3330 B220




Other Principles

You cannot assign table headers in Google Docs/Slides/Sheets
Avoid layout tables

— If you have them, uncheck “Header Row” and “First Column”

Avoid empty headers

Tables with multiple levels of headers will need repair in
Acrobat.



Descriptive Link Text

Click here

Click here for our campus map

Click here for our campus map

Campus map




Editing Link Text

Edit Hyperlink
Link to: Text to display: | ScreenTip...

e Look im:
Existing File
or Web Page ¥ 10 things 2017-2 LT TR
Current
. Folder
=
Place in This
Document Erowsed
Pages
&
Create Mew Recent
Document Files

_lj Address: hitp:/fwww.amazon.com/Essentials-Online-Course-Design-Standarg » Remaove Link
E-mail

Cancel

Right-click > Edit Link > Text to display



Lists

* Content presented visually as
a list must be a true list.

* Bullets: Equal importance

— Can you reorder the items?

* Numbers: Order or hierarchy

"= Bullets and Numbering...




Ingredients
* 1 cup butter, softened

* 1/2 cup sugar
e 21/2 cups flour

EASY SHORTBREAD

Directions

1. Preheat the oven to 300° F.

2. Cream butter and sugar.

3. Gradually stir flour into the
creamed mixture until blended.

4. Pat the dough in the bottom
of an ungreased 9x13 baking pan.

5. Bake at 300 F for 30 to 40 minutes,
until just lightly browned.

6. Remove from oven and pierce all

over with a fork.



Demo - 4 Steps to Create Lists in Office:

-Decide what type of list you should use—bulleted or numbered
-Highlight text

-Choose the correct list type

-Spend the 5 minutes fixing auto-numbering &



Columns

* Ensures proper reading order
 Word: Layout tab > Columns

 PowerPoint: Home tab > Columns
— or “Two Content” layout instead of inserting a second text box
— No column options in online version

File Home Insert Design  Layout References  Review View  Acrobat

@ Ijé IE -ﬁ-- Breaks ~ Indent Spacing

' Line Numbers ~ <= |eft: 0" Before: 0 pt

Margins Ornientation 5Size |Columns

E X - =5
[l Tl

b Hyphenation ~ =+ Right: 0" After: |10 pt

Page Setup M Paragraph



Demo - Columns

Headings * Contrast
Alternative text for images * Color reliance
Links * Language
Lists * Document title
Tables * Forms
Columns * Frames
Captions * Buttons

Text size



Text language

Most people today can hardly conceive of life without the
internet. Some have argued that no other single invention has
been more revolutionary since Gutenberg's printing press in the
1400s. Now, at the click of a mouse, the world can be “at your
fingertips”—that is, if you can use a mouse... and see the
screen... and hear the audio—in other words, if you don't have a
disability of any kind.

Q



Set correct text language

 Windows: Select the text. On the Review tab, select Language
> Set Proofing Language

— Choose the most “typical” language version (e.g., “Spanish (Spain)”,
not “Spanish (United States)”)

 Mac: Select the text. On the Review tab, select Language

* To set the language of an entire Word Document : Select all
(Ctrl/command + A), then follow the above steps



Demo — Set Language

Highlight the text, Review tab > Language > Set Proofing Language

Lorsque j'avais six ans j'ai vu, une fois, une
magnifique image, dans un livre sur la Forét
Vierge qui s'appelait "Histoires Vécues". Ca
representait un serpent boa qui avalait un
fauve. Voila la copie du dessin.




Practice — Tables, links, lists,
columns, and language



PowerPoint?

N

INgs |

Where are the Head




Accessible Layouts

Title and Content

m

Title and Wartical Text Vertical Title and Taext

Comparison

litle and Centerad
Content

Use Layouts

Section Header

Content with Caption Pictura with Caption

e Correct reading order
* Consistent presentation
* Easy navigation in PowerPoint

* Slide “title”= PDF heading



Slide Titles and PDF Headings

* Only 1 title per slide

* PDF Heading 1
— “Title Slide” layout
— “Section Header” layout
— The first title in a new section

* PDF Heading 2
— Any other slide title



New Slide > Layout

HOME INSERT DESIGN TRANSITIONS ANIMATI

Paste

-

Clipboard Office Theme

1]

Title Slide Title and Content Section Header




Demo — New Slide






Demo — Apply slide layout

Select correct layout

Put “heading” text in the title
placeholder

Move content into the content
placeholder

Title Slide ntent Section Header Two Conten
Comparison onte

Content with Caption Picture with Caption




View & Change Object Order



Reading Order Pane (Recommended)

Accessibility

Inspection Results
Errors

> Missing alternative text (4)

Reading Order x

> Missing slide title (12)

Warnings

Use captions for audio and video : :
) — Title 3: Demo — Reading Order

Table has merged or split cells (3) Content Placeholder 12: From t...

Content Placeholder 14: Selecti...
Check reading order

Slide 21
Slide 40

Slide 134 Recommended Actions
Slide 145

Arrow: Right 15: This will open...

El Verify object order N
Other Suggestions
> Duplicate slide f

(i) Learn more




Demo — Reading Order Pane

Accessibility

Inspection Results
Errors

> Missing alternative text (4)

Reading Order x

> Missing slide title (12)

Warnings

Use captions for audio and video : :
) — Title 3: Demo — Reading Order

Table has merged or split cells (3) Content Placeholder 12: From t...

Content Placeholder 14: Selecti...
Check reading order

Slide 21
Slide 40

Slide 134 Recommended Actions
Slide 145

Arrow: Right 15: This will open...

El Verify object order N
Other Suggestions
> Duplicate slide f

(i) Learn more




Online/Older Mac — Selection Pane

Insert Draw Design Transitions  Animations Slide Show Review View Help ACROBAT C_

Selection

Show All || Hide All
Paragraph Order Objects

Arrow: Right 15
Content Placeholder 14

Group Objects Content Placeholder 12

There's that logo again

Title 3
Reading Org

Selection Pane

Position Objects

me o> Arange > Selection Pare
Inserting items on the page u E Align
boxes, etc. can sometimes ca
reading order issues

(Also available on Windows and Mac)



Content Order in the Selection Pane

The object on a slide's

bottom layer

...1Is read first by a

screen reader.




Demo — Selection Pane

Insert Draw Design  Transitions  Animations  Slide Show Review View Help ACROBAT ¢

Selection

By -
New

N Slide ~
, : Show All || Hide All
Slides Paragraph Order Objects

Arrow: Right 15
Content Placeholder 14

Group Objects Content Placeholder 12

There's that logo again

Title 3
Reading Org

Selection Pane

Position Objects

e e
Inserting items on the page u E Align
boxes, etc. can sometimes ca
reading order issues




View tab > Slide Master
Master — All slides
Create new “Layout”
Include title placeholder

Check reading order

Slide Master




Practice — Layouts and reading order



Tomorrow’s outline

Contrast

Color use

Cognitive disabilities

PDF Structure

Converting to PDF

Evaluating and Repairing a PDF in Acrobat Pro



Other Accessibility Principles



Low Vision



“Images of Text”

Linked [l

| et’s connect on LinkedIn!




Provide Sufficient Contrast

WebAIM contrast article



https://webaim.org/articles/contrast/

211




Level AA Contrast Examples

4.5:1 3:1 - “Large” text
Gray on White 218pt
Purple on White BOLD: 214pt

Red on Yellow



”‘mages O_l: textn

50 most played _
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3:1 Contrast of “Graphical Objects”

Market Share

Other
Safari Opera

aaaaaaaaa



“Against Adjacent color(s)”

Market Share

Chrome

Internet Explorer



“...required to understand”

Market Share

Chrome
47%




“...required to understand”

Market Share

Opera Other
Safari 1% 2%
3%

Firefox
20%

Chrome
47%

Internet Explorer
25%



Exceptions



“Logotypes”

50 most played . AN
songs by genre R A

MUusIC fq--ﬁ""'.“i‘f‘fi. Y o , 7
V : '/‘ 3 t_{s‘: , .




“Pure decoration”

el Philbrick)

 SOMETIMES 4
KENKESEY *  GREAT NoTION

| THE EMPEROR or - #M& sroomantsa . - .
" ALL MALADIES | MUKRERJERE- WG

_H mwzzmeem ébrrm

> =
foumt (Geol [OVE KATHERINE DUNN

HOMER

P onenonnEnEsran

TOBERT FAGLES

AdventurtsinWondirlpnd
“rd Through theLeoking Glass

LewisCarrall

ANGLE OF REPOSE %
WALLACE STEGNER i

Revolutionary Road  Richard Yates

JOHN FANTE

ONE :czcmmc YEARS
Om MO—| —l_l: Um GABRIEL GAACTA MR QUEZ

SAUL BELLOW The Adventures of AugieMaxrch ()

=/

N

IHUNIIIW

[ EXTREMELY LOUD& INGREDBIICLOSE, %
J 023 HAN SAFRAN ﬂOm R ﬁm




|II

‘Essentia

Good, Bad and Neutral

Normal Bad Good Neutral

Data and Model

Calculation Check Cell Explanatory ... |Input Linked Cell Note

Output Warning Text
Titles and Headings
Heading 1 Heading2  Heading3 Heading 4 Title Total

Themed Cell Styles
20% - Accentl 20% - Accent2 20% - Accent3 20% - Accentd  20% - AccentS5 20% - Accent6

40% - Accentl 40% - Accent2 40% - Accent3  40% - Accent4

60% - Accentl
Number Format

Comma Comma [0] Currency Currency [0] Percent




Demo — Evaluating Contrast

* This textis 14pt and bold
* It meets WCAG's “large text” definition

* |t should have more contrast

50 most played
songs by genre

music
N

webaim.org/resources/contrastchecker



https://webaim.org/resources/contrastchecker/
https://webaim.org/resources/contrastchecker/

“Use of Color”

The green mushrooms listed here are okay to eat. The red
mushrooms are poisonous.

* Amanita

* Chanterelle
* Porcini

e Shiitake

* Tylopilus



How can we fix this?

The green mushrooms listed here are okay to eat. The red
mushrooms are poisonous.

e Chanterelle
* Porcini
e Shiitake



Separate lists

Safe Poisonous
 Chanterelle e Amanita
* Porcini * Tylopilus

e Shiitake



lcons (with alternative text)

* Amanita 33{
* Chanterelle

* Porcini

* Shiitake

* Tylopilus X%



Emoji

The green mushrooms listed here are okay to eat. The red
mushrooms with X are poisonous.

=

 Chanterelle
* Porcini
e Shiitake

=



Bold or Italicized text?

 Chanterelle
* Porcini
e Shiitake



Two separate requirements

1. Ensure there is enough contrast
2. Do not rely on color alone
- Don’t remove underline from links




Multimedia



Media Accessibility Requirements

e Multimedia:

— Captions for audio-only
information

— Audio description for video-only
information

— Transcript is optional
* Audio-only: Transcript

* Video-only: Transcript or audio
description

PULL THE LEVER, KRONK.



Captions

Y/ 4
[

TO THE SECRET LAB!



Audio Description




Another option: Speak important content

AutoSave‘Qv ﬂ-[%‘F}D | B Ev

File Home Insert Draw  Design Layout References

ﬁ Calibri Body)  ~/11 ~ A" A" A

Paste
v < Format Painter

B I Uva x, ¥ Av & N

Clipboard Y] Font

Action: “Click”
Name: “Clear All Formatting”
Description: “Letter A with an eraser”

Location: “In the Font area of the Home
tab”

S SN

Tips for Accessible Screen Sharing



https://webaim.org/blog/tips-for-accessible-screen-sharing/

Transcript

ARP194 Battle of Ushant

American Revolution Podcast

ARP194 Battle of Ushant

After Britain and France went to war in the spring of 1778, America became a sideshow to the main event. Britain and
France had been traditional enemies for centuries. Part of it was the whole Catholic-Protestant rift that had divided
Europe. Part of it was conflicting claims over each other’s countries. King George 11 still held the title of King of
France, a claim that dated back more than 400 years. Although the British Channel kept the two kingdoms separated,
there was a continuing rivalry between the two countries that simply would not end.

In the prior decades most of the fighting had been fought
over colonies around the world. Britain and France traded
colonies in wars back and forth. North America was only
one pawn in that larger game of chess.

In the hundred years prior to this war, Britain and France
had faced off in at least five major wars, totaling 39 years of
fighting. These were a continuation of centuries more
fighting between the two kingdoms.

In the Seven Years War, the British Navy had dominated
the French at sea. That was a big reason why France lost
North America. In the intervening years, France focused on
rebuilding her navy to compete with the British. France,

which had three times the nonulation of Rritain thouaht that

e “Alternative for Time-based
Media” in WCAG

* Not synchronized
* WCAG requirements:

— Audio-only: Transcript

— Video-only: Transcript or
audio description

— Multimedia: Transcript not
required until AAA, but
recommended

WebAIM article on transcripts



https://webaim.org/blog/media-alternative/

Additional benefits of
captions and transcripts?



Cognitive/Learning Disabilities

Largest disability group.

Most of the earlier principles can make content more
understandable.
— Captions, contrast, color, headings, lists, simple tables, etc.

Because users’ needs vary greatly, we will focus on general
recommendations.



Make Content “Understandable”

e Use plain language

— “readable to users with a lower secondary reading level” (WCAG
JAVAYAY)

— Write for your audience

* Small text negatively impacts readability

— WCAG has no min. text size requirement

* Choose legible fonts



Typefaces and Fonts

| vs | vs |
[vslvs 1

Each new typeface iNTRODUCES
addittonal cognitive overbead.




Descriptive Document Title

Home Tools Acrobat Practice

® 8 Q ls

e Office uses Filename instead of title. Make it descriptive when
you can.
— E.g., descriptive-title.docx
* Titles required in PDF. Add them in Office and they may be
added when converting to the PDF.
— Mac: File application menu (not tab) > Properties > Title
— Windows: File tab > Info > Title



Practice contrast, color,
and document title in Word



PDF accessibility



Does it need to be a PDF?



7)

3 PDF “layers

\

\
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PDF Conversion

Word & PowerPoint — Great accessibility
InDesign — Good accessibility (with a lot of work)
Google Docs — Decent accessibility

Google Slides — No Tags

Canva — Inconsistent

Print — No tags



Office-to-PDF

Headings
Alternative text for images
Hide decorative images

Tables
— Fix complex tables in Acrobat

Columns
Language

Contrast
Color Use
Links

ists

Document title
— Broken right now

Etc.




Acrobat Tab in Office

File Home Insert Draw Design Layout References Mailings Review View Help Acrobat

Create Preferences Create PDF and Mail Create PDF Acrobat Create PDF
PDF Share via Outlook Merge = and Share link Comments v and Run Action

Create Adobe PDF Create and Share Review And Comment Create and Run Action

Not suited for documents with complex images, but more Acrobat-friendly



https://webaim.org/blog/word-and-powerpoint-alt-text-roundup/

Built-In "Save As" and Export Options

| Training outline

|. Word Document (*.docx) - |

Word Document (*.docx) ‘ [FFI Save ’
Word Macro-Enabled Document (*.docm) =
Word 97-2003 Document (*.doc)

Word Template (*.dotx)

Word Macro-Enabled Template (*.dotm)
Word 97-2003 Template (*.dot)

PDF (*.pdf)
XPS Document (*.xps)

Single File Web Page (*.mht, *.mhtml)
Web Page (*.htm, *.html)

Web Page, Filtered (*.htm, *.html)
Rich Text Format (*.rtf)

Plain Text (*.txt)

Word XML Document (*.xml)

Word 2003 XML Document (*.xml)
Strict Open XML Document (*.docx)
OpenDocument Text (*.odt)

Best for documents with complex images, but not as Acrobat-friendly



Evaluating and repairing PDF accessibility
in Acrobat Pro
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