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Using Styles

Style your document
Use Styles to format the document for screen reading

= Titles (using the “Title” style)

= Headings (using headings in order of Heading 1, Heading 2, Heading 3, etc)
= Bulleted Lists (using list paragraph or bullets)

= Numbered Lists (using list paragraph)

=  Words in italics (using the “Emphasis” style)

= Words in bold (using the “Strong” style)

= Underlined words (using the “Subtle Reference” style)

View your Styles

To view the styles, select print view and click on the very small arrow in the styles box
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" Using:Stylesq

" Style-your-document)

Use-Styles-to-formatthe-document-for-screen-reading9

* . Titles-(usingthe: “Title"-style)
LI H‘.din“-ﬂ

Apply the Styles

= Select the text you want styled
= C(Click the style from the available styles menu to apply
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To modify a Style

Select the style and click on the down arrow and select ‘Modify Style’

+ table-bullet L
table-text
No Spacing T

Heading 1

Ugdate Heading 1 to Match Selection

Select Al (No Deta)
Remove All: (Ne Cata)
Delete Heading L.,

Femove from Quick Style Gallery
SUBTItIE u

Subtle Emphasis a

Emphasis a

7| Shaw Preview
T Disaie Lnked Styles

@) @) @  oobors.,
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Images

Add alt tags to images

1. Select any logos, header images or general images. Right-click on the image and select

Format Picture. A dialog box will appear.

2. Select the Alt Text option. Enter appropriate alternative (a brief description of the image) text
to the Description field (not the Title field). Select OK.

If the image does not add to the content i.e. a banner, write “decorative image” in the alt text.

{remstsicun =)

H Alt Text

Line Color —

e Styte [
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Prture Correctons Trties and descrptons provide alemamie, textasad
recresentatons of the informaticn contained i taties, dagrame,

Picturs Calor mages, avd other objects, Ths nfometon = weful for peogle
with uskn or xh be able
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Tables
Include a Table Description

= Right click on the table icon and select Table Properties and fill in the alt text in the Description
area (not the Title area). Describe what the table is about and/or how you expect the user to
read the table.

| Table Row | Column wm—

Title

u )

A table with questions and answers. The answers are to be inserted in the
blank spaces provided

Web browsers display alternative while tables load or If tables are missing.
Web search engines use alternative 1o help find Web pages. Screen readers
also use alternative text to help users have disabilities.
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Create Table Headers across pages

Use the Tables ribbon to create tables. The first row should be identified as a table header and should

be repeated if the table extends over 2 or more pages:

With the table selected, right click and select Table Properties, select Row and then select Repeat as

header row at the top of each page.

| Table E Column | Cell | AltText |

Size

Row 1:
|| Specify height: 0 cm

| Row height is: ‘}i’lé’ais'[

Ooti

p

|| Allow row to break across pages
@ Repeat as header row at the top of each page

~

TIP: The table header will not appear on the next page unless the text wrapping is set to none. Select

Table from the Table Properties and select None for Text Wrapping.

—Euw Column  Cell | AltText |

Size

(A Preferred width: [:‘ Measure in: | Centimeters

Indant from left:

= | o ’ = ’ Oem
Left Center Right
Text wrapping
0

Il

sind [ Positioning...

m.‘ -
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Contextualise links

Screen reader users often scan a document for hyperlinks, so it is important to make sure your links
make sense on their own(without their surrounding content). Do not use Click here

Example
A link should say “Readings for the week of February” rather than “Readings for
the week of February 14. Click here.”

Links for online text only
= |f your document is only going to be read online you can create text in place of a long hyperlink.

If links open in a new window, include a textual indication “opens in new window” after the link

Example

Link to Youth Care Chaplaincy (opens in new window) instead of

http://www.youthcare.org.au/index.php?option=com_content&view=article&id=
25&Itemid=32

Links for online and print docs

= |fthe document is to be viewed online but could also possibly be printed, make sure that the
hyperlink describes where the link leads.

Example

Find out more at the Youth Care Chaplaincy
http://www.youthcare.org.au/index.php?option=com_content&view=article&id=
25&Itemid=32 (opens in new window)
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Links to a downloadable PDF

= |fyou link to a PDF to be downloaded indicate the size of the file.

Example

Download from http://www.mentoring.org/downloads/mentoring 418.pdf (315
kb) (opens in new window)

Graphs and Charts

Add captions and alt tags

= Add a short caption preceding the graphic or chart. Right Click on the graphic and select Insert
caption

= Provide an alternative presentation of the graphic. Right click on the graphic/object and select
Format picture and select Alternative Text. Describe what the graphic is about.

7 o h;

Alt Text
T

| |
Desopton:

Onart shawdng the hitory of youth work, Gfferent raditions had
evdved over tme, and he identfied nhy new redbons eneiged,

wndirstand the sbject.

|| avte con be read to 0 pevsen with 2 denbity and s Lasd 10
determne mhether they meh to hesr the cespten of the
content.

Centre for Learning and Development Tel: +61 8 6304 2554 | Email: cld@ecu.edu.au | Web: intranet.ecu.edu.au/learning

] CRISCOS IPC 002798



AUSTRALIA

Edith Cowan University
Centre for Learning and Development

>
—
w
0=
w
-
=

Accessibility Check

Once your document is completed, you can do an accessibility check:

= Got to file, select info
= Select check for issues
= (Click on check accessibility

_ e 3
»
file Home  Inset  Pagelajout  References  Mailings  Review  View  Acrobat

=
B Sove s

Information about Topic 2 2014

DAfwnghtl\Downloads\Topic Z 2014.docx
4 Sove as Adobe PDF

ZF Open
0 Permissions
' Close L‘g? Anyone can open, copy, and change any part of this document.
Protect
Document =
Recent
New ~ W\ Prepare for Sharing
Befare sharing this file. be aware that t contains:
Print Document properties, template nome and authar’s neme

Headers and focters
Custom XML data
Content that people with disabiies are unable to read

) Inspect Document
=5 Check the document for higllen properties
or personal infarmatio

—y  Check Accessibility Versions
@ Check the gocument for content that people
vt disabilities might find difficult to read. W] Todsy, 12406 PM (sutozave]
% Check Compatibility 8] Todey, 11:56 AM [eutossve)
Check for features not supported Ly earlier
wersians of Ward. ) Todey, 11:46 AM [sutoseve)

) Todey, 11336 AM [sutoseve)
¥ Today, 1030 AM [autosave)

= Word provides a report on all accessibility issues. Work through the report and correct the

ICc AaBbCcl Aablbleln AaB ApBbCcl 4ounfcly AgBbCchy Acliblcly AaBbCcDe Aafib(]
bl Hesding3 Hesding 4 Trle Sublitle  SubtleEm.,, Emphayy  Intemse £ Sung Quod]
Styles
MR TSN R 05 | 510 [5] Accessibiiny Checer
1] mspection Resuits
S e
E to Heoder Row Spectiied
rms.iniater-weeks- e
) R £y Wnenings
leational-or-leisure: 1 Unaaa Hypetink Test G0
ﬂrk 1] 2 Otjects net Inine
: TastSae?
Ficture 0
pris-bacause'many- Fdure t
Ficture 2
lere-exportedfrom- ' AUtoSTapes
hporary-Australian- g < Auosspees
: S| Fidue22
,*Anglican'Church,* | mauee
Picture 24
| Catholic-migrants- foogid
Al £ Repeated Blank Charscers
5 Charadtens
O o>
E Chedk Resaing Order
_______________________ Table
" Table
3 Table

Work through and correct each of the accessibility “warnings” in the report.
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Save from Word to PDF
Once the corrections are completed:

= Go to the Acrobat option in the top tool bar
= (Click on Create PDF File

_—— . - - T - -
Wd - 0v=
Home  [nset  Pogelayout  Rererences  Maiings  Renew  View
-l =i EK == = -
i B # #T B
Create frreferences Createand  Mail Create and Send  Acrobat Embed
Atachto Emsil Merge  ForReview  Comments+ | Flash

LTEate Agobe FOF Craate and Emalt Revew And Commant

E] ) e S T O] v, QR 4 ) 45

Jow e 2 [} 3 [
“Uradiuorfis nautevoiveurover uine, dr
following'model:(with revisions:in-20(

| Fiash

= Select options and make sure “convert word headings to bookmarks” is selected. Word will
automatically create the bookmarks in the PDF.

m
d
o
b
(i Save Adobe POF Fle s 3 Mﬂl—ﬂ-‘l‘fﬂ“ﬂ
T = Acrobat PDFMaker 2 L Red
Savein: | jg Dowrloads v OFE =
Rg- Of'Y( . ‘ POF Options F: :
&= Nome Date modfied Type || Convert document nformztion po it
L= T Accessibility-Quick-Tip-Sheet /072081151 .. AdobeAc 7] Create POF/A-12:2005 corplant fie
ing-a-yout| I Accessibility-Quick-Tip- 207, dobe Ac 7
min Recent Places L Accessib k-Tip-Shest2 /2010930 AM Adobe A [¥|Enable Accessibilty and Reflow with tagged Adcbe PDF
lecominga-yout| . -',_L__‘AccesibilrlrQunch:p&'ch 22/07/2014 9:41 AM
S orksied T Sessional-Saturday 7/08/2014 1227 PM \
ers relationsidi| PoHoP L Sessional-Saturday-diraft ver (4) 7/08/2014 1.29 PM
b <5 X Topic 62014 [1) 12/08/2014 221 PM
P s
Libranes
k-fouriopics:q *,
i led Computer
Fonversationan %x
<& "
i Network = |
racticeand the:
1 Fie name- Topic 22014 - Sove i et
i X O 1
dmanaging ! Soveasipe | POFfies v nd i
pE—— 1o m4
I | - ] = =
Atrequiresgoa) !
I tl - ‘ { Intense Quote i} i Re;: nos
herpeople. Youthworkalsorrequiresawillingness4cdearndfromeheexperiences: [ ‘

= Choose the location where you want to save your document and name it.
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Making a PDF accessible
Set the document language

= Openthe document properties > Go to File > Properties > Advanced > English

e DEBE 80RO
SO TSNl I

Document Progerties. #
[ Decipman] Secuity | Foes [t e | Qutom Grnced)
PDF Sustings
Base AL |
e | [Cmomen | [ cesr |

Tapess |Unioow = |

Prirt Diakeg Prmants

Dupiemoter [simpd -
Paper Source by Page S [
Print Page Rarge: |
N of Copoes: | Befaut =]
Reading Gptinns
Brng: [LeiEdge |

Fgish

Run a full accessibility check

= Go to Tools > Accessibility > Run a full check and select Start checking.

5 @ Quick Check
2 ¢‘, o
3 LN g
3 G Opan Accessibility Report
3
qa . V51 A Tane-tn Nncument
ross OO Accessibiliy Full Check:. |
Report and Comment Options
¥ Create Accessibility Report  Folder: Macintosh i [ Choose.. |
W Inclute repair hints in Accessibility Report
) Create comments in document
Page Range
) Al pages in document  Pagesfrom 3 w 2
Checking Ostions

Name: | Adobe PDF

o Mternative descriptions are provided
o Text language is specified
(W Reliable character enceding is provided
¥ Al content is contained in the document structare
¥ ANl form felds have descriptions
(¥ Tab order is consistent with the stricture order
(¥ List and table structure is correct
[ seectal | | ciearan |
Disclalmer
| Hide Disclaimer |
| The Accessibility Checker can help you identify areas of your documents that may be in conflict with
Adobe's interpretations of the referenced guidelines. However, the Accessibility Checker does not check

all accessibility guidelines and criteda, including those in such referenced guideRnes, and Adobe does
POT warrant that your documents will comply with any specific guidelines or reguiations,

Help | Cancel | [ SunChecking |
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= Make the corrections indicated in the report. For example, some of the common corrections
include:

= Set language (see example above)

= Add alt tags to images

= Tagtables

Add alt tags to images
There are two things you need to do to tag an image in a PDF:

Select the image or select the number in the image and tag it as a figure or figure with caption in the
reading order panel.

1 I_F
» Pages
- Titles (using the “Tie” style) " 9t
* Headings S Qudet 1
*  Bulleted Lists Draw a rectangte around the content then
o Ninabered Lists eliek ov!*u Below: ﬁ@
= Words in italics (using the “Emphasis” style) 1
= Words in bold {using the "Strong” style} Toxt J Sigure -
= Underlined words (using the *Subtle Reference” style) | FormFeld | | Figue/Caption | H
To view your styles, select View from the top menu of your document. Scroll down Heading 1 | Table 1
and select Styles. Your styles will show in 2 separate drop down menu on the right Heacing 2 | Cel ] u
alternate text exists = oo 1| formds |
Background J
Table Editer
(M shew page content arder n
(o Show table celis n "
[ Show tabies and figures. Ll
| Clear Page Structure... Show Order Panel L
m: To check that your styles are consistent in the document, tick Show style guides | Help Close
in the styles menu. =
s

Right click on Figure — no alternative text area (black area)and select Edit alt tag. In the alt tag box fill
in a description of the image.

F'g% v Show reading order panel

v Show page content order
v Show table cells
- v Show tables and figures

Edit Alternate Text...

Run Form Field Recognition

Clear page structure
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Tag a table

When users read a PDF, it is important that tables are tagged as such:

Select the table and then click on table in the Reading Order Panel. This will tag the table.

Draw a rectangle around the costent then |
Cick one of th buttoas bolow. |ﬁd

[ Tan gure

| Form Pk figure(Capton

¢ presng 1

| weagng? i Call

i o

[ Weadeg 3 Furmada

Hackgrouno

Taklu Eitor

) Show page content orger n te
¥ Show table cels [}
¥ Show tabies and figures n E

Clad 9aga Stucwure... | [ Show Ordar Pansl |

telp Close

Check that all issues indicated in the table have been corrected. You can run another check if you want
to.

Add tab order

Go to the top left side of you screen and click on the Page Thumbnails button which will open a tab
displaying all the pages of your document.

@ Page Thumbnails N K]

e

s |
. B

[ »
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Right click on the first page and select Page Properties. This will open a new window.

@ Page Thumbnails ®

ey S e e e

Insert Pages
Extract Pages...

R Q=

Replace Pages...
Delete Pages... Shift+Ctrl+D

- Crop Pzges... Shift+ Ctrl+ T
%i Rotate Pages... Shift+Ctrl+R

Page Transitions...

Number Pages...

——  Print Pages... Ctrl+P

Embed All Page Thumbnails
% Remoye Embedded Page Thumbnail

Reduce Page Thumbnails
Enlarge Page Thumbnails

Tab Order | Actions

(©) Use Row Order

() Use Column Order

se Document Structure
®© Uns&eciﬁed

Choose cne of the above options to
set the order for tabbing through
items on a page.

—> | ok | [ conce |
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