
				
		

				
		

        
        



			T-Birds, spring quarter starts April 1. View the class schedule and enroll today.
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	Campus Alerts
			Campus emergency? Bad weather? Network down? Get the latest updates by signing up for HC Text Alerts and reading the Alerts Blog.
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				Creating Accessible PDFs

Exporting from Microsoft Office

Microsoft Office (Word, Excel, PowerPoint) has several options for creating PDF files; the exact options available depend on your platform (Windows, macOS, Android/Chrome) and computer configuration.

The recommended and easiest method is to choose File > Save as Adobe PDF. Other methods (such as printing to PDF) do not properly include all the information necessary for a fully accessible document.

Using Word to create an Accessible PDF

This video demonstrates how to create an accessible PDF file from a Word document.




Exporting from Google Docs

While Google Docs (including Sheets and Slides) allows you to download a PDF version of a document, the generated PDF frequently fails several accessibility checks. The recommended method for getting an accessible PDF from a Google Docs document is to download the document in Office format (File > Download > Microsoft [Word (.docx) / Excel (.xlsx) / PowerPoint (.pptx)]) and use Office to create the PDF file.

Checking Accessibility in Acrobat Pro

It’s always best to start with an accessible document, like one created with Microsoft Office that passes Office’s accessibility checks. If you created or can obtain the original document, you can ensure that the accessibility features will remain intact when it is exported as a PDF file.

 

Whether you have a PDF you have created yourself or one you’ve acquired from another source, Acrobat Pro allows you to check the document and make any necessary changes for the best possible accessibility.

Begin by adding the “Action Wizard” tool from Acrobat’s Tools tab (found at the bottom under the “Customize” heading) to the Acrobat sidebar. From the sidebar, click on the Action Wizard, and then choose “Make Accessible” from the actions list. The tool will then walk you through a series of steps to make sure the document is accessible, ending by running Acrobat’s accessibility checker. Once any final errors are corrected, your document is complete and ready to be distributed.

Add Accessibility to a PDF using Adobe Acrobat Pro

This video demonstrates how to make a PDF accessible with Adobe Acrobat Pro.
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			Mailing Address

			P.O. Box 98000

			2400 S. 240th St.

			Des Moines, WA 98198

			Campus Location

			2400 S. 240th St.

			Des Moines, WA 98198

		  

		  
			English (206) 878-3710

			Español (206) 592-3750

			TTY (206) 870-4853
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