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Word Template Instructions
How to use the template
Double-clicking Word Template.dotx will create a new document for you to work on, leaving the template file unchanged. This file has styles configured for H1-H6, body text, lists, footnotes, quotes, and links. Styles should be used so your document has an accessible structure. See the page on the Core Skills on Accessible U on how and why you should use headings, lists, and alt text.
Converting to PDF
Mac
Setup
Acrobat Pro is required. In Word, in the Acrobat tab will appear in the ribbon.
Convert
To convert your document to PDF, go to the Acrobat ribbon in Word, click Create PDF. When prompted with “Acrobat Create PDF,” choose Yes. Your document will be sent to Adobe for conversion and then open in Acrobat when it is ready.
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Setup
Acrobat Pro is required. In Word, in the Acrobat ribbon, select Preferences. Configure the Settings tab to match these settings (see Step 1 image below):
· Check Convert Document Information
· Check Create Bookmarks
· Check Add Links
· Check Enable Accessibility and Reflow with tagged Adobe PDF
Click on Advanced Settings and choose Fonts on the left. Configure the settings to match these settings (see Step 2 image below):
· Check Embed all fonts
· Check Subset embedded fonts when percent of characters used is less than: 100%
· Remove all fonts from the Never Embed: box
Save your profile using Save As. Name it something you will recognize.
Convert
To convert your document to PDF, go to the Acrobat ribbon in Word, click Create PDF, give it a name and location, and click Save.
Finalizing PDF for accessibility (Mac and PC)
In Acrobat, the Action Wizard allows you to run the Make Accessible action. 
Perform all these tasks:
· Add Document Description.
· Title: will appear in the browser tab when viewed on the web
· Author: preconfigured to University of Minnesota
· Set Open Options. Applies your default view of the document.
· Set Tab Order Property. Attempts to set the correct reading order for the document.
· Set Reading Language. Sets the primary language for the document.
· Set Alternate Text. Allows the addition and verification of alternative text. The arrow buttons should allow switching among images. Check the Decorative Figure box for images that should be ignored by assistive technology. 
Do not perform these:
· Recognize Text using OCR. This is used for scanned documents.
· Autotag Document. This would undo all our styles that we just converted.
[image: ]
Step 1
[image: ]
Step 2
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