Making a Section 508 Compliant Document
From an Already Created Document

Open the document you will be working in (ex. Word, Excel, PowerPoint)

Click on Review and then Check Accessibility
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A column will open on the right side of your screen with errors and warnings. 
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At the bottom of the tab is additional information and steps to fix (add) what needs to be done to make the document 508 compliant.

When you click on one of the lines, the system will jump to that slide and put a mark around what it is looking for.

This p[image: ]

The steps to fix are 
· Right click the object and select Edit Alt Text

· Type a description of the object in the box.

· This graph shows…. 
· Use enough detail so a blind person will clearly understand what is being shown

Once the item has been resolved, it will be removed from the list.


Check Reading Order
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Follow the instruction under “Steps to Fix” to pull up the Selection pane.

What you will need to do here is start from the bottom and say how the slide should be read…

Title 1
Picture 5
Text box 9
Text box 10, etc.

Make sure the flow is in a way that will make sense to a blind person.

As you click on each line the cursor will jump to what it is talking about.

[bookmark: _GoBack]When everything is set for the 508 compliance requirements, checklist will be empty.
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Why Fixt
Alternative text for images and other
objects s very important for people who
can't see the screen, Screen readers read
alterate text aloud, so it's the only.
information many have about the image.
Good alternate text helps them
understand the image.

Steps To Fix:
1. Right-click the object, then select Edit
At Tex,

2.1f the object s meaningfu, type a
description of it in the text box on the Alt
Text pane; otherwise, f the object s
purely decorative, select the Decorative
eheck box.
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Why Fixt
People who cannot view the slide will
hear slde text, shapes, and content
read back in a specific rder. You
should verfy that the reading order
and labels will make sense in the
order they will be read back.

Steps To Fix:
To check the reading order of content:
1. Switch to the Home tab, click
Artange, and choose Selection Pane.
2.Tne Selection Pane lists the objects
o the slide, Objects will e read back
beginning with the bottom lstitem
and ending with the top it tem.
Correct any out of order items using
the Re-order arrows on the bottom of
the pane

Inthe future,if you put content only.
in slide placeholder text boxes you can
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