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Introduction

The Americans with Disabilities Act (ADA) and Section 508 of the Rehabilitation Act of 1973 state that the government’s
electronic information must be accessible to people with disabilities. In this context, “accessible” means that the document
does not rely on a single sense or ability of the user, such as vision or hearing.

This document explains:

« Filling in document properties - Creating a tagged PDF
- Adding alternate (Alt) text + Using the accessibility checker
« Creating hyperlinks for URLs and e-mail addresses

Filling in Document Properties

Populating certain document properties (Author*, Title, Subject, and “ i e—eeee— ]
Keywords) and setting the language are required to make an electronic —
file 508 compliant. i save [Properies |
2 Show D t Panel
Step 1. Select FILE, then INFO, and select the PROPERTIES drop-down B savens @SJ Edi‘:“;;ro(:e‘:t'inees':n t::eoocgme.[i]
menu on the right side of your screen. Select SHOW DOCUMENT 1 Save as Ado Panel above thelpresentation,
PANEL and fill in the required fields. o5 Gven ‘f,ﬂ l;:van::d:rope:iesd - @
= ow the Properties dialog bo!
Step 2. Select the DOCUMENT PROPERTIES drop-down menu, then & Close

ADVANCED PROPERTIES, and choose the CUSTOM tab. Name,

select Language; Type, select Text; and Value, type in “English.” Related Dates

CIle on ADD and then OK Last Modified 37272012 4:35 PM
Step 3. Close the DOCUMENT PROPERTIES panel to return to General | ummary | statstes | contents| Custom (2]
your document. Name: Language 1 add
“ ” . . Document number
*Author should always be “NCI,” but you may add more information, such as Editor B Delete
program name and/or laboratory. Egm’pafd to [
Mailstop 2
Type: @ ‘.Tf_}ft o _E\
Value: ‘Engﬁsh 3 } | Link to content

Writing Alternate Text

Alt text is a text equivalent of a non-text element. It should convey the meaning of an image or element to the visually impaired.
See the SPGM handout “Writing Alternate (Alt) Text” for help with writing Alt text.

Adding Alternate Text

Find non-text elements in your document and add Alt text to them. 1| Data | Reviev | View | Acrobe |[Format| & @ =
Step 1. Double-click the image. In PICTURE TOOLS FORMAT, click on B2 |w @:‘L $0s -
the arrow in the bottom right corner of the SIZE panel. Quick :}' Awange| crop l1007- =
Styles + %v o 2 - o -
Step 2. In the Format Picture dialogue box, select the ALT TEXT tab, fill ‘ o Styles 1 | | Size 1] =l
in the Title and Description boxes (note: both can be the same), S
and select CLOSE. Crop i Alt Text
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Creating Hyperlinks for URLS and E-mail Addresses T ——————

A hyperlink connects users to web pages, documents, or specific parts of a document. & (= [ Q
The most frequently used hyperlinks are Uniform Resource Locators (URLs). URLs are = SO, =

' larts | Sparklines|  Slicer | Hyperlink xt  H
e-mail addresses and addresses of resources on the web (for example, http://www. % S| X' &
google.com or so-and-so@mail.nih.gov). Other types of hyperlinks in electronic L N
. Existi r
documents allow you to move to different parts of the text (text anchor), from page iehpoge’ e EE
e urent | B Excel 10
to page (document page), and from one document to another. Q| L% | e 10 checker2
Place in This = Excel 10 docu prop1
If a hyperlink is not automatically generated, follow these instructions: B || foecl B Sl D dooumon?
. i) PR PPT 10 checkerl
Step 1. Select the text or object, then INSERT and HYPERLINK. cwaten | | pugee (B PPT 10 boekis)
. . . I PPT 10 tag PDFL
Step 2. In the Insert Hyperlink dialogue box, fill in the Address field and select OK. 5@ R o e o e

Creating a Tagged PDF
W | View || Acrobat | Settings | Security

You can create a tagged PDF from an Excel document. Tags are i @
ings
essential for PDF accessibility. They contain Alt text for non-text elements @ Conversion Setings: | High Qualty Print
. . . . . Use th i Adobe PDF
in the PDF document and establish the order in which text is read aloud by Q) Do, ot 355 doc
Hi I
a screen reader. B el | O ot

=1 L1
. . . %rj E Il Prompt for Adobe PDF file name
If you have Adobe Acrobat X Pro, use the following instructions: = (7] Convert Document Infomtion

Sreatejifreferences [ Create PDF/A-12:2005 compliart file

Step 1. Select ACROBAT, then PREFERENCES. In the Acrobat PDFMaker @ 0 Boroati catincs
dialogue box, go to the CONVERSION SETTINGS drop-down menu g:a:h;w::ﬁt
and select High-Quality Print. In the Application Settings section, (] Add Links
check the boxes next to Add Links and Enable Accessibility and 15 Ensole ccassbity snd el #1200

Reflow with Tagged Adobe PDF; click OK.
Step 2. To create a PDF, select ACROBAT, then CREATE PDF.

File Types
If you do not have Adobe Acrobat X Pro, use the following instructions: BB comrsereree [1] :
Step 1. Select FILE, then SAVE & SEND. Under FILE TYPES, select CREATE PDF/ P CQ
XPS DOCUMENT, and then click the CREATE PDF/XPS button. /Q—@j PDF/XPS
| =]  Creste PDF/XPS Document
Step 2. In the Publish as PDF or XPS dialogue box, select OPTIONS. Check )
the boxes next to Document Properties and Document Structure - 'nédem"vﬂ'nﬁnginfémﬁm
Tags for Accessibility, and click OK. Click PUBLISH to create the PDF. =ik i RO
Note: Using the “Print to PDF” function in software applications will not create a tagged PDF.
Using the Accessibility Checker @] | vavenamoire| [ et
The Accessibility Checker alerts you to certain accessibility issues in your file (Mcichiey ol
that might keep someone with a disability from accessing your content. ® O N e
= Check the pfesenta!iyn for hidden pt Warnings
Step 1. Select FILE, then INFO. Under PREPARE FOR SHARING, click the e et s
CHECK FOR ISSUES drop-down menu, and select Check Accessibility. L® g;gg;;;gi;ggg;;gg",gmgg Sheet
Step 2. You are returned to your file, where the ACCESSIBILITY CHECKER
pane is open, showing the inspection results. Click on a specific Adaitionalinformation :
issue for Additional Information and steps for fixing or revising .
th e CO ntent. :amu&l:;;;k\i/::rkbook more difficult for y

Note: You can only use the Accessibility Checker on documents saved in the 2010 format (.xlsx).

Need help?

For additional ADA Section 508 handouts or further assistance, please contact Scientific Publications, Graphics & Media
at 301-846-1055 or ncispgm@mail.nih.gov.

Data Management Services (DMS) provides a service of checking electronic documents to make sure they meet 508
accessibility requirements. The DMS 508 team can be contacted at css508@mail.nih.gov.

Scientific Publications, Graphics & Media
301-846-1055 5All Frederick
ncispgm@mail.nih.gov ®

http://ncifrederick.cancer.gwov/spgm
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