MIDWESTERN

STATE UNIVERSITY

A Member of the Texas Tech University System

Q
—
)
™

How To: ADA Compliant Word Documents

Criteria Checklist

Here is a quick checkilist for creating ADA compliant Word documents. You can click on
each criterion for a more detailed description. Your document must meet all of the
criteria listed below to be fully ADA compliant.
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Headers

Headers are the most important part of a document’s accessibility. While they are useful
to sighted users, they are essential for those who use assistive technology. Assistive
technology users will use headers as a table of contents. It will also allow users to jump
around the document easily, via the navigation pane. While most users can easily skim
a document, headers give that ability to those using assistive technology.

Example of Heading Levels:

To give you a better idea of how headers should be set up, take a look at the image
below. What you see is a table of contents taken from a book. | have assigned each
listing a heading. Heading 1 will be the title of you document (this should be your only
heading 1 in the document). Heading 2 will be the bulk of your primary headings.
Heading 3 will be assigned to secondary headings, those that belong under your
heading 2s. In more technical documents, you may also have to use headings 4, 5, and
6.

Title of Science Book (Heading 1)
Executive Summary (Heading 2)
Introduction (Heading 2)
Background (Heading 3)
Population A (Heading 4)
Population B (Heading 4)
Health (Heading 3)
Materials (Heading 2)
Methods (Heading 2)
Results (Heading 2)
Experiment 1 (Heading 3)
Experiment 2 (Heading 3)
Discussion {(Heading 2)
Conclusions (Heading 2)

References (Heading 2)
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Styles Section:

In Word, you can find headers in your Styles section.

AaBbCc| AaBbCc AaBbC( AsBbCel AAB assbcer AaBbCc AaBbCc AaBbCc AaBbCe AaBbCc AaBbCc AABBCC

ThNormal | TNo5pac.. Heading1 Heading 2 Title Subtitle  Subtle Em... Emphasis  Intense E.. Strong Quaote Intense Q... Subtle Ref.. |+

¥

Styles e

Updating to Match Selection Style:

The first time you use a heading, you will want to update it to match your font selection.
For this example, we will be assigning a heading 2. To do this, highlight your heading
text and then right click the heading 2 choice in your styles tab. From the menu that
appears, select “Update heading 2 to match selection.” This will make it so that your
heading 2 will keep the exact same font, size, alignment and any other settings that you
had attached to the highlighted text. Keep in mind that once you update, this will change
ALL heading 2s in your document to match the style of the highlighted selection. If you
want some heading 2s centered and some left aligned, you may have to manually
change those depending on which heading style you chose to update.

Note: Heading 3, 4, etc... normally do not appear in the styles section until you have
assigned a heading 1 and 2.

View Help Acrobat Q Tell me what you want to do

=

= 2l T | aaBbCc AaBbCc AaBbitlaasbcerl AAB  assscer AaBbCe Aa

IR s Thormal | TMoSpac.. Heading1 || Head Update Heading 2 to Match Selection Em
A Modify...
aph - a 7
| TR E T T T Select All: (Mo Data) :
Rename...

Remave from Style Gallery

Add Gallery to Quick Access Toolbar

Title of Science Book (Heading 1)

Executive Summary (Heading 2)

Once you have updated headings to your style choice, you can now highlight your next
heading text and click your heading level of choice in the styles tab.
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Navigation Pane:

Once you have all your headers assigned in your document, you can use the Navigation
Pane to check if your headers are present and correctly nested. To access the
navigation pane, click “View” on the tool bar and then click the box next to “Navigation
Pane.” The pane will pop up in a window on your left. You can see all of your selected
headings and the nesting for each one. You can click on these headings and it will take
you to where it is in the document.

*Note: If you see any blank spots in the navigation list, it means that you have a blank
line assigned with a heading in your document. Be sure to remove that header by going
to the blank line in the document and clicking “normal” in the styles tab. | recommend
always checking Navigation Pane at least once before finishing your file.
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Alternate Text for Images

When thinking about good design, visual elements are always a huge factor. This can
cause issues for those using assistive technology. This is where alternate text, also
known as “alt text,” comes into play. Alt text is used as a detailed description of an
image. You want to describe the image as if you were explaining it to a blind person,
pointing out the important and relevant parts of the image. If you are using an image for
decoration purpose only and the image has no relevant information, you can use the
“Mark as Decorative” option. *ALL images should have some form of alt text or is
marked as decoration.

Assign Alt Text:

To assign alt text to an image, right click on the image. In the menu that appears, click
on “Edit alt text.” Another option is to click on the image, then select the format tab in
the tool bar and choose “alt text” from the accessibility section.
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Link

Insert Caption...

Wrap Text 3
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Format Picture... n
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Alt Text Panel:

A panel will appear on the right side of your Word document. This is where you will
enter your alt text or choose the mark as decorative option. There is also the option
“Generate a description for me.” | have not had any luck using this feature. If you decide
to use this, which | do not recommend, be sure to edit any description to fully and
correctly match your image.

Alt Text v X

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

(1-2 sentences recommended)

MSU Texas loge

Generate a description for me

Mark as decorative

Reminder: Mark as decorative is *ONLY for images that convey no information; Images
that are only used for a design purpose. If the image has any information that you want
the students to have, it *MUST have detailed alt text.

Descriptive Hyperlinks

Those that use assistive technology have the option to view a full list of links available in
a document. Using descriptive links is important to the user knows where the link is
taking them and why. You want to avoid putting in a full URL because a screen reader
will read out the “h tt p : / /” and that can be frustrating to the user. Descriptive
hyperlinks tell the user what the link is about while also being short and to the point!
*ALL links must be descriptive hyperlinks with the exception of email links.

Example Hyperlink

For this example, | want to insert a link to our faculty resource page on the MSUTexas
website.

Instead of putting in the URL, which looks like this:

https://msutexas.edu/distance/online-teaching-aids.php

| am going to put it as a descriptive hyperlink, which looks like this:
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https://msutexas.edu/distance/online-teaching-aids.php

MSUTexas Faculty Resource Page

This makes it a much shorter link and tells me exactly where | am going.

Note: Do not use general phrases like “Click here” or “Read More” or “Learn More” as
your descriptive link. You want the user to know where the link takes them based on the
description you give it.

Inserting a Descriptive Hyperlink

To insert a link, you’ll want to type out the description that you want the link attached to.
Once that is in place, highlight the description and then right click and choose “link” from
the dropdown menu.

lamgoingto g r u a¥ - a -:i=-

MSUTexas Faculty Resource Page
This make it ¢ ind i
i@ Copy
Inserting a De i | Paste Options
Toinsert a lin =4 ™ rout
Once that is il s A 2 des

A Font..

=q  Paragraph...

[ smart Lookup

Synonyms 4

& Translate

2 Link

T Mew Comment

The Insert Hyperlink window will appear. Paste your link into the “address” section and
then press okay. Your text will now be a descriptive hyperlink, appear blue, and
underlined.

Insert Hyperlink ? *
Link to: Text to display: |[MSUTexas Faculty Resource Page ScreenTip...
Look in: = Documents ~| (2 'ZE;
Existing File
or'Web Fage Adobe A Bookmark...
Current Custom Office Templates
Folder
B Downloads Target Frame...
Place in This Wy Data 5
o ——— [— y Data Sources
Pages OneMote Motebooks

ﬂ Cutlook Files

Respondus Projects

Create Mew Recent
Document Files Zoom
B Auditors v
@ Address: https://msutexas.edu/distance/online-teaching-aids.php v
E-mail
Address
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https://msutexas.edu/distance/online-teaching-aids.php

If you already have the hyperlink in the Word document, you can change the text that it
displayed. Right click your hyperlink and choose “Edit Hyperlink” from the dropdown
menu.

Convert to SmartArt  » H
orEtie R T agsing stu

for the use of instructors in teaching iE
learning. Dissemination or sale of ar &, EditLink including
World Wide Web) will destroy the i &> open Link and is no
ted. The work and materials from Copy Link 1ade avail
students except by instructorsu 1g text in
classes. All recipients of this w X Removelink ihide by tl
restrictions and to honor the intended © smart Lookup es and the
other instructors who rely on thesem, . R
'j‘;;‘ Translate
A Format Text Effects...
%4 Format Shape...
1 t,j Mew Comment
https://imsutexas.edu/distance/online-teacriny- A
aids.php || avial T —
BIUS==%-A-

The Edit Hyperlink window will appear. In the “Text to display” box, put in the description
for the hyperlink and press okay.

Edit Hyperlink ? X
Link to: Text to display: MSU Texas Faculty Resource Pagel ScreenTip..
Look in: kenneth.shanks ~| (B fa
Existing File
J | or Web Page ‘ms-ad o TE T
2 Current | g 30 Objects
| AppData
Place in This Contact
f Document Browsed 55 Con a.c § .
[ “Pages & Creative Cloud Files
1 [ Desktop
Create New e | Documents
Document Files ; Downloads
I Favorites hd
Address: https://msutexas. edu/distance/online-teaching-aids.php e
E-mail
Address

T

Additional Link Rules

e Website and email links must lead to the correct, active web destination or
address. Links need to be corrected if they lead to a dead website, a 404 error,
or a return to sender email address.

e All links must be visually distinguishable from the surrounding text. The normal
blue font with underline works for this criterion.
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Lists

Lists are extremely helpful for those using assistive technology. It gives the user cues
about the beginning of the list and the movement when going from one list item to
another. Lists are also extremely valuable for visual learners and great for overall
design.

To create a list, highlight the text of choice and choose one of the two list style options
under the Paragraph section on your toolbar. Once the list is created, you can verify that
it is a list by clicking anywhere inside of the list and you will see that one of the list styles
under the Paragraph section will be grayed out. This means that the list is utilizing that
style. Anywhere you list 4 or more items should be correctly marked as a list.

Insert Design Layout References Mailings Review View
Calibri -1 <A A | Aa- | R EEEli= - o | €S 3E
B I U-~-aex, X QA-F-A-=E=== 1=- H.
ter
P Font P Paragraph
1 1 vell
+ Jtem1l
s Jtem2
*  |tem|3
* |Jtem4d
* |tem5

Tables

Tables can be extremely challenging to assistive technology users if they are not set up
correctly. *You want to be as simple as possible when creating a table. Tables need
to include a header row, set up so that the row does not break across pages, have a
quick alt text, have no merged cells, and have no blank cells unless the table is being
used for a student to fill the information in themselves.
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Header Row

To assign a header row, highlight the row that includes your headings. Right click the

row and choose “Table Properties” from the dropdown menu.

Table 1: Points ‘J“d e = T . can ¢
but will need tc "=~ w A A S mns

any blanks inti B 1 =% - A - &y~ i - insert Delete | Cour
+
| Assignments ., - Points
- % Cut
Quizzes (10 ai 6 _ 350
Homework _@ Lopy . 100
Discussions [y Paste Options: 150
Midterm Exarr %4 150
Reflection Pap | 50
" Insert 3
Final Exam 200
Total Points Delete Cells.. 1000

B Merge Cells =
Border Styles 4

Text Direction...

ol 5

Table Properties...

T Mew Comment

In the Table Properties window, go to the row tab. In the options section, put a
checkmark next to “Repeat as header row at the top of each page” then press OK.

Table Properties ? x [

1

Table Row Column Cell Alt Text L

Rows E

Size 3]

|:| Specify height: |0 =-| Row height is: | At least e E
Options

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

4 Previous Row ¥ Next Row E

Cancel
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Row Does Not Break Across Page and Alt Text

To make sure that rows do not break across pages, highlight your entire table, right click
it and select “Table Properties” from the dropdown menu.

o
Assignments Points :
Quizzes (10 at 35 pts each) 350 &
Homework 100 |2 Copy
Discussions 150 Iy Paste Options:
Midterm Exam 150 =y ™
Reflection Papers 50 <4 Lid
Final Exam 200 Insert '
Total Points 1000 Fx Delete Table
EE Distribute Rows Evenly
4 Distribute Columns Evenly
Border Styles 3
AutoFit »
|Ift  Text Direction...
Insert Caption...
LT‘3 Table Properties...
3 Mew Comment

Under the row tab, within the options section, uncheck “Allow row to break across
pages.”

Table Properties ? x [
|
Table Row Calumn Cell Alt Text
Raonars L
Size £
|:| Specify height: |0 | Row heightis: [At least ~ L
Options

|:| Allow row to break across pages

===

|E| Repeat as header row at the top of each page

4. Previous Row ¥ MNext Row L

Cancel
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Before you press OK, we can take this time to enter a quick alt text. Go to the Alt Text
tab and under “Title” put in a short alt text about what the table is for. For example, if
you are using a table for your course schedule, the alt text can just say “Course

schedule.” This description does not have to be very detailed.

Table Properties

Table Row Column
Title
Course Schedule|

Description

Alternative Text

[ s

Cell Alt Text

Titles and descriptions provide alternative, text-based representations of the
information contained in tables, diagrams, images, and other objects. This
information is useful for people with vision or cognitive impairments who
may not be able to see or understand the object.

A title can be read to a person with a disability and is used to determine
whether they wish to hear the description of the content.

o

e wwawm . = w rraar A ame s e e s mas s maaa x o]

Merged or Blank Cells

Merged cells can cause issues for screen readers when it comes to lining up with the
header row. Below is an example of a merged cell. *Do not use merged cells!

Week or Module

Activities/Assignments/Exams

Due Date

Week 1

Detailed instructions on the
Activities and Assignments

Clearly posted Due
Dates

Activities and Assignments

Week 2 Detailed instructions on the Clearly posted Due
Activities and Assignments Dates
THANKSGIVING
Week 4 Detailed instructions on the Clearly posted Due

Dates

Blank cells also cause issues for screen readers. A blank cell can cause confusion and
lead to the user losing their place inside of the table. The user would then have to
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repeat the table to understand why there was a blank space. You do not want to leave
any blank spaces. Best practice for a blank cell is to put either “N/A” or another type of
signifier that tells the screen reader that there is nothing in that cell. The one exception
where you can use blank cells is if you are creating a table that the student has to fill in
information themselves. You will want to inform the user right above the table that there
will be blanks present for them to fill in. Here is an example message: “Certain cells left
intentionally blank for you to fill in on your own.”

Color Contrast

Color can be important to overall design but can cause issues for those with visual
impairments or those who are colorblind. If you are using color, be sure to pick colors
with high contrast. The rule to meet WCAG AA standards is a contrast of 4.5:1 for font
below 18 points and 3:1 for font 18 points and above. *There are ways to check your
contrast, which | will describe below, but if you want to avoid having to check
each time then focus on having a light color font on a dark background or a dark
color font on a light background. The more contrast, the better!

Checking Contrast

To check the contrast of a color, you will want to use Deque’s Color Contrast Analyzer.

This website has three important areas: the foreground color, the background color, and
the results.

To change the color of the foreground and background, click on the box below the
words “Color.”

Foreground Color

Hex: RGB: Color: Name:

[

Adjust Lightness : 100%

255, 255, 2

#FFFFFF ‘

white v ‘

— 1

This will open a small window where you can pick your color. Click on the little dropper
from the dropdown menu. This will allow you to use the dropper to select the color in
your Word document. It will give you a magnifying circle that you use to hover over the
color in your Word doc. You will want to select the darkest color when using the
dropper. Repeat this for the background color.
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https://dequeuniversity.com/color-contrast

Forms ement

+ Emotional Bonds
— Personal commitment and attachment
— Social media attempts to get consumers to engage
emotionally with products and brands
+ Transactional Bonds
— Mechanics and structures that facilitate exchanges
between consumers and sellers
— Factors like assortment and transaction ease could
shape the relationship

context to someane wha is blind?

(1-2 sentences recommended)

Mark as decorative

Free online tool for evaluating caler contrast according to the Web Con

Color Contrast Analyzer

Foreground Color

Hex: RGB: Color: Name:
| #FFFFFF | ‘ 255, 255, 2 ‘ D white v

Adjust Lightnes

Backgrounc

2 oOlmE 2

Hex: RGB:
#000OFF | | 0,0,255 N s :

Once you have selected both your foreground and background colors, you will see the
results. You goal is to have the ratio be equal to or higher than 4.5:1 if the font is below
18 points and 3:1 if the font is 18 points or above. In the example below, the color we
used has a 4.6:1 ratio, which is compliant. Our goal is to meet AA standards. You do
NOT need to worry about AAA standards.

Note: The Deque contrast checker works best in Chrome and does not work well in

Firefox.

Foreground Color

Hex: RGB: Color:  Name:

‘ #ODTFA3 ‘ ‘ 0,127,163 ‘ ‘-‘ ‘ v‘

Adjust Lightness : 100%

Background Color

Hex: RGB: Color:  Name:

‘ £FFFFFF ‘ ‘ 255, 255, 2 ‘ “:”

Adjust Lightness : 50%

white v ‘

Result

Small sample text.

Large sample text.

Contrast Ratio = 4.60:1

WCAG Standard  Small Text Large Text,

UI Components,
& Graphical Objects

AA | Pass Pass

wo DO e
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Emphasized Messages

If you are trying to portray an important message to your students using Bold, Italic,
Underline, CAPS, Highlight, or Color screen readers will not pick these up. To help the
screen reader know that you are giving out important information, put a * in front of the
message. So now it will be *Bold, *Italic, *Underline, *CAPS, *Highlight, or *Color. It is
up to your discretion if the message is important enough to earn a * or not.

Here are a couple examples of sentences:

*ALL homework is due by the end of Friday.
o This sentence seems very important, it should get a * in front of ALL as it
is underlined and in caps.
e There will be SOME people who do not want to wake up that early.
o This sentence is not very important and the word SOME, even though it is
in caps and bold, was used as a minor emphasis so it does not need a *.
e Messages in color should almost always have a * with it unless the color is the
main font of the PowerPoint or document. For example, if | put one sentence in
red but all my other font is black then it needs a *. If my entire Word font is in a
dark blue, there is no emphasis to be had so it does not need a *.
e If you have an entire paragraph that is emphasized, best practice is to put *Note:
or *Important: at the beginning of the paragraph.

Math Equations

Math can be extremely difficult for screen reader users, especially if the document is not
set up with them in mind. The best compliance for math equations will always be the
built-in math equation tool.

You can find the equation tool under the Insert tab in the top toolbar under the Symbols
section. This tool will allow you to build just about any equation and it will read it
correctly to screen readers.

You can choose a built-in equation or start a new one via the "Insert New Equation."
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Equation Symbael
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Built-1n - |

Area of Circle

A=mart

Binomial Theorem

(x+a)" = Z (:).r“n“_k

k=0

Expansion of a Sum

nx nin—1)x?
n —
(14 x) —1+—“‘|'_2[

Fourler Series

X nMEx
= — 4+ b, sin
filx) =a, +Zl(n,,ms L +b,s . )

Pythagorean Theorem

” 5 -5
a“ +b°=c¢*

Quadratic Formula

—b + vb% — 4ac
Za

X =

@ Idore Equations from Office.com F
TL  Insert Mew Equation
[ Ink Equation

Once you choose an equation you can click anywhere inside the equation. Doing this
will provide you with a new toolbar that has many more math related options.
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: Type equation bere.

If you are unable to build your equation with this tool, the backup option is to put the
eqguation in as an image and then provide extremely descriptive alt text to the image.
The alt text you provide should read as if you are verbally saying the equation to
someone.

For example: instead of using 3 x 2 in the alt text, you say 3 multiplied by 2.

MathML

You could look into MathML, which is a mathematical markup language for describing
notation. The website provided will give you more information and includes tutorials and
guides. MathML would be a great tool to learn if you use math a lot in your online
courses.

Language of Parts

Documents will start with a default language. For most documents the default language
will be automatically set to English. If you use any other language in your document, it
must be marked correctly under preferences. This makes it so that a screen reader will
read the new language in the correct dialect to the user.

In this example, the second half of this paragraph is in Spanish. Since this is an English
document | have to set the language preference of the Spanish sentences.

Alcohol and Drug Policy

To comply with the Drug Free Schools and Communities Act of 1989 and subsequent
amendments, students and employees of Midwestern State are informed that strictly
enforced policies are in place which prohibits the unlawful possession, use or
distribution of any illicit drugs, including alcohol, on university property or as part of any
university-sponsored activity. Los estudianies v empleados también estan, suletos a
todas las sanciones legales aplicables. conforme a las leyes locales, estatales y
federales, por cualquier infraccion relacionada con drogas ilicitas dentro de las
instalaciones de la Universidad o en aclividades patrocinadas por la misma,
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https://developer.mozilla.org/en-US/docs/Web/MathML

Select the sentences that are in Spanish. Click on the Review tab in the top toolbar.
Under the Language section click on Language. In the dropdown menu choose Set
Proofing Language.

References Mailings View Developer Help Acrobat Foxit PDF Q Tell me what you want to do

52} ﬁﬁ 'E;j B‘} BS Al Markup  ~ g;r:tious D é

B show Markup -

Translate Language Mew Track o Accept Reject Compare Restrict Hide
by A v Comment Changes - [E]Reviewing Pane ~ - - - Editing Ink
bl Lang @3 Set Prooﬁng I:anguage... iments Tracking [} Changes Compare Protect Ink.

Language Preferences... .
Set Proofing Language

Choose the language of the
selected text.

We'll rernember to use this

language every time we check )rug Policy
spelling and grammar.

1o compiy with the Drug Free Schools and Communities Act of 1989 and subsequent
amendments, students and employees of Midwestern State are informed that strictly
enforced policies are in place which prohibits the unlawful possession, use or
distribution of any illicit drugs, including alcohol, on university property or as part of any
university-sponsored activity. Los gstudiantes y empleados también estan suietos a
todas las sanciones legales aplicables, conforme a las leyes locales, gstafales v
federales, por gualquier infraccion relacionada con drogas. ilicitas dentro de las
instalaciones de la Universidad o gn aclividades patiecinadas por la misma,

A new language window will appear. From the options choose the correct language. For
this example, | am picking Spanish (United States). Press Ok once you are finished.

red acthvitv | ns astudiantes v emnlaeadns ’r:amtug

a5 Language ¢ # gle
| L
ng' Mark selected text as: A
al " Spanish (Peru) o
" Spanish [Puerto Rico)
 Spanish (Spain)
@’“Spanish [Spain, Traditional Sort)
Spanish (United 5tates)
%7 Spanish (Uruguay) | B
2 |¥Fspanish [Venezuela)
— | Swedish [Finland] ﬂ
e
The speller and other proofing tools automatically use Ja
— dictionaries of the selected language, if available. T
Lel€
C] Do not check spelling or grammar Da
7 B Detect language automatically B
— | Set As Default Cancel |
T e — = = =

You will repeat this for any other sections where the language changes in your
document. This must be done for full paragraphs, single sentences, single words, or
even single letters if they are in a language different from the overall document.
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Accessibility Checker

Word does have an accessibility checker but it is not very accurate when it comes to all
the compliance requirements. *While | do recommend using it to see if you missed
something, | would not rely solely on it.

The accessibility checker can be found under the “Review” section on the top tool bar.
After selecting “Check Accessibility” your results will show up in a window on the right
side. Word will inform you of any mistakes it catches and give you information on how to
correct it.

H O « =
File Home Insert Design Layout References Mailings Review View
ABC = ABC ]‘, rﬁ) @.—-—. L o
v [ A e 52 &F T
pelling & Thesaurus Word Read Check Translate Language MNew
Jrammar Count Aloud Accessibility v A Comment
Proofing Speech | Accessibility Language Comment

1.5

Accessibility Ch... ¥ X

Inspection Results
Errors

4 Missing alternative text
Picture 2

Warnings

4 Merged or split cells in table
Table Cell
4 Hard-to-read text contrast

Clearly posted Due Dates

Additional Information v

Read more about making documents
accessible

*Note: It is a good habit to check the accessibility checker at least once before you

finish your file.
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Document Title and Saving

Document Title

Each file must have a descriptive title set in the properties. Document titles allow the
user to know what the file is going to be about before they open it. If it is opened in a
browser window, the name of that window will be taken from the document title. This will
help the student recognize which browser window belongs to the file they just opened.

To insert a document title, you go to File on the top toolbar. Once this opens, it should
default to opening the Info tab. If not, click on the Info tab. You will insert a title on the
right side of this screen, under the properties section, in the title box. Do not forget, this
needs to be a descriptive title that lets the user know what the file is about based on the
title you provide.

Info

ADA Compliant Word Doc How To

Desktop » ADA Audits

Protect Document Properties -
_} Control what types of changes people can make to this document. e 798KB
Save As Protect
Document ~ Pages 19
Save as Adobe Words 2997
PDF Total Editing Time 2842 Minutes
/3 Inspect Document Title Add a title
N Eefare publishing this file, be aware that it contains: Tags Add atag
Print C:::::?’ Document properties, author's name and related dates TN e T S T'He
Characters formatted as hidden text Add atitle
Custom XML dat:
Share ustem aa Related Dates
Last Modified 5/22/2024 3:41 PM
Share as Adobe
PDF link —rj Manage Document Created 5/22/2024 3:40 PM
o C)\ LS Today, 8:56 AM (autorecovery) Last Printed 5/22/2024 3:40 PM
lanage = .
Export Document - [S 4/22/2025 11:07 AM (autorecovery)
15| 4/22/2025 10:57 AM (autorecovery) Related People
15| 4/22/2025 10:43 AM (autorecovery) Author
{2 4/22/2025 10:28 AM (autorecovery) SZ_ Shanks, Zack
Account Add an author
Last Modified By S7  Shanks. Zack
Feedback AN £aC
Options Related Documents

Open File Location

Show All Properties

Here is are some examples of good descriptive document titles for a course syllabus:

e KNES 9876 Syllabus Fall 2023
e Fall 2023 KNES 9876 Syllabus
e Shanks Syllabus Fall 2023 KNES 9876
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Saving Your File

Once you are finished your document as a Word file so that you will have the original
version in case you need to make any changes. If you would like, you can also save the
file as a PDF. PDF files are more universal but may lead to additional compliance being
needed in the PDF file itself.

To save, go to File -> Save As. Choose your location. First, | save it as a Word file, as it
is easier to come back and make corrections. If you are wanting to save it as a PDF,
click the drop down next to “Save as type” and choose PDF. After selecting PDF, click
into the options menu. Under the include non-printing information section, verify that the
following options are checked:

e Create bookmarks using: Headings
e Document properties
e Document structure tags for accessibility

Hit save once finished. Saving this way will also save all compliance.

*Do NOT save it through the “Print” option as this does not save compliance.

janize * Mew folder
ADA Audits Mame Date modified Uptions
P
Bulk Training Schedules 10/6/2025 3:46 PM | 0D faNgE
O an

M This PC Faculty Folder 4/3/2026412PM | () Currgnt page

- [E] ADA Best Steps to Verify a Compliant Do...  8/19/2025 %24 apg | |/ Selection

%= Local Disk (C:) () Page(s) From: [q < T [q -

@ ADA Compliant D2L Accessibility How T...  7/28/2025 2:51 PM

== kenneth.shank Publish what

o @ ADA Compliant Excel Doc How Te 082225 2/22/2025 11:56 AM © Document

= common (\ac [&] ADA Compliant PDF Basics How To 073125 7/31/2025 12:26 PM Document showing markup

. Includ -printing inf; ti
3 Network [€] ADA Compliant PowerPoint How To 072, 7/28/2025 428 Py | 10 o Prniing armaton
ﬂ LCreate bookmarks using:
EI Microsoft Word @ ADA Compliant Word Doc How To 072425 7/28/2025 4:35 PM © Headings
Waord bookmarks B
File name: | Practice ADA Syllabus for Training B Document properties
Save astype: POF | @ Document structure tags for accessibility
FPDF options
Authors:  Shanks, Zack Tags: Add atag

[ PDF/A compliant

Optimize for: o Standard (publishing — ﬂ Bitmap text when fonts may not be embedded
online and printing) pHONS... [ Encrypt the document with a password

| ommeene e () Open file after publishi
(O Minimum size M Rpeniisclaieqpubieing Cancel

(publishing online)

fide Folders Tools - Save
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Additional Assistance

If you need additional assistance, have ADA related questions, or would like to verify
that you created an accessible Word document, send an email to
zack.shanks@msutexas.edu.

Created By:
Office of Accessibility and Instructional Design
Online Education
Midwestern State University
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