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ACCESSIBLE DIGITAL DOCUMENTS

Word
Excel
PowerPoint
PDF



ACCESSIBLE WORD



• The easiest way to have an accessible PDF is by creating an 
accessible word document based on:

• Structure/styles/images

ACCESSIBLE WORD



WORD – DOCUMENT STRUCTURE

Requirements:

• Make sure the headers are 
created from the styles 
options and not implicit

• Home > Styles



Requirements: 

• Customized styles

WORD – DOCUMENT STRUCTURE



• Keep a logical order
• Use navigation pane

WORD – HEARDERS



Requirement: 

• Make sure that content in 
columns format has the 
appropriate order. 

• Format > Columns

WORD – COLUMS



Requirement:

• Headers and footers must be 
used correctly

• Insert> footnote

WORD – HEADER AND FOOTER



Requirement:

• All the lists must be structured
correctly

WORD – HEADER AND FOOTER



Requirement: 

• You must avoid hyperlink texts such 
as click here or read more

• Insert> Hyperlink>Display

WORD – HYPERLINK



WORD – TABLES

Requirement: 
• Tables must be structured correctly
• Insert tables, do not draw them.
• Include alternative text



WORD – TABLES

Requirement: 
• Include titles and headers.
• Avoid empty cells
• Test the table structure with 

tab



WORD – METADADA

Requirement: 
• Include a document title: File 

> Info > Properties> Title



WORD – METADADA

Requirement: 
• Predetermine the language of 

the document.
• File > Options > Language



Web Accessibility

Web Accessibility

Web Accessibility

Accesibilidad web

Accesibilidad web

WORD – COLOR CONTRSATE

Requirement: 
• Use adequate contrasts



WORD – STYLE

Requirement: 
• Avoid blank spaces to give 

format (tab or space bar)
• Use Format > Paragraph > 

spacing



WORD – STYLE

Requirement: 
• Avoid watermarks



WORD – ALTERNATIVE TEXT

Requirement: 
• All images must have an 

alternative text.
• The alternative text has to be 

representative

• What is the image
• What do you see
• What elements does it 

have



WORD – ALTERNATIVE TEXT

Requirement: 
• Text – repeat the word
• Visual information – explain it
• Sensorial information –

describe it
• Nothing new – ignore it
• Decorative images – without 

alternative text



WORD – ACCESSIBILITY CHECKER

Requirement: 
• Info > check for issues > Check 

accessibility 



PORTABLE DOCUMENT FORMAT (PDF)



ACCESSIBILITY TOOL

Go to accessibility tool
• Tools
• Accessibility





ACCESSIBILITY TOOL - TAGGED

To fix this item automatically, select Tagged 
PDF on the Accessibility Checker panel, and 
then choose Fix from the Options  menu. 
Acrobat automatically adds tags to the PDF.
To specify tags manually, do the following:

Choose Tools > Accessibility > Reading Order 
in Acrobat, and create the tags tree. For more 
information, see Reading Order tool 
overview.


