How to Create an Accessible PDF (Step-by-Step Guide)

Step 1: Run the Accessibility Checker in Word
Go to Review — Check Accessibility. Fix any errors before exporting.
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Step 2: Export as a Tagged PDF
File —» Save As — PDF — Options — Check 'Document structure tags for accessibility' and
'Create bookmarks using headings'.
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We have recommendations that will make the PDF easier for people with disabilities to read.

¢ Investigate Accessibility

n more about creating accessible PDFs

Some other things to consider:

Use Real Lists and Tables

Use the built-in bullet or numbered list tools. Insert tables using Insert — Table and define a
header row.



File Home Insert Draw Design Layout Re

B0 =

i ;
Cover Blank Page Table Pictures Shapes |cons
Page~ Page Break v -

[0 Insert Table

E Insert Table...

E:,_| Draw Table

5B Convert Text to Table...
ﬁ' Excel Spreadsheet

E Quick Tables

Use Meaningful Hyperlinks
Use descriptive link text instead of 'Click here'. Example: 'View the Student Handbook'.

Check Color Contrast
Ensure text has sufficient contrast against the background and do not rely on color alone to
convey meaning.

Use Proper Headings in Word
Use built-in heading styles (Heading 1, Heading 2, Heading 3) to structure your document.

This creates a logical reading order for screen readers.
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