Creating Accessible PDF's in Word
Adding Header Styles to A Word Document

1. Click on the Home tab
2. Under the Styles button group click the dialog launcher
3. Click on Options
4. Select All Syles
5. Click Ok
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Applying a Header Style

1. Select the Text
2. Click on the Home tab
3. From the Styles button group click the Header
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Applying Bullets and Numbering

1. Select the Text
2. Click on the Home tab
3. From the Paragraph button group click bullets or numbering
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Add Alternate Text to Images in Word

1. Right click the image
2. Select Format Picture
3. Click on the Layout and Properties icon
4. Type the Text in the Decription
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Setting Table Headers When Spanning Multiple Pages
1. Select the header row
2. Select the Layout tab from the Table Tools tab
3. Click Repeat Header Rows
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Adding Bookmarks to Indicate Table Row and Column Headers
1. Click into the Row or Column or intersection if both
2. Click on Insert tab
3. Click on Bookmark in the links botton group
4. Type ColunmTitle or RowTitle or Title if both
5. Click Add
Note: If you have multiple tables add an underscore an the table name
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Setting The Proofing Language in Word

1. Select the text that is in a different language
2. Click on the Review tab
3. Click on Language in the Language and choose set proofing Language
4. Select the correct language from the list
5. Click Ok
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Save As PDF
[bookmark: _GoBack]
1. Click on the File tab and it turns to an arrow
2. Click Save As
3. Click Browse and find the folder
4. Choose PDF from the Save as type dropdown
5. Click Save
[image: ] 
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