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Creating Accessible PDFs with Word 2010 and PowerPoint 2010
Note: the accessibility of PDFs created with Word and PowerPoint depends on how accessible the original documents are. Please see the handouts on Word and PowerPoint accessibility, or check out the useful tutorials at WebAIM (http://webaim.org).
Getting 2010
Microsoft Office 2010, while not perfect, provides better support for accessibility than previous versions. Drexel faculty and staff can download Office 2010 for free from the Drexel IRT website (http://www.drexel.edu/irt/). Select Downloads & Computers from the main navigation bar, then Free from Drexel (see illustration below). From there follow the instructions on the page.
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Using the Adobe Add-in
If you have a copy of Adobe Acrobat X, a handy Acrobat tab will appear in the user interface at the top of both Word and PowerPoint (see illustration below). Drexel faculty and staff can get Acrobat X for free by following the instructions under “Getting 2010” above. The Adobe Add-in is not the only way to create accessible PDFs from Word and PowerPoint 2010, but the accessibility of the PDF is generally better using this method.
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When you are ready to save your Word or PowerPoint document to PDF, select the Acrobat tab in the user-interface at the top of the program. Then select Preferences from the options that will appear.
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Once you have done that, a window similar to the one illustrated below will appear. Make sure that the box marked “Enable Accessibility and Reflow with tagged Adobe PDF” is checked. Hit OK in the bottom of the window to close it.
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Now select Create PDF, and follow the instructions. 
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Creating Accessible PDFs without the Adobe Add-in
If you don’t have the Adobe add-in, you can still create accessible PDFs in Word and PowerPoint. 
Start by selecting File in the user-interface. Then select Save As from the column that will appear on the left hand side of the display (see illustration below).
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A window will open. From the lower portion of the window, find the dropdown menu labeled Save as type and select it.
[image: ]
From the file types that will appear in the dropdown, choose PDF.
An Options button will appear. Select it.
[image: ]
An additional window will open up. In it, make sure that the check box labeled “Document structure tags for accessibility” is checked (see below). 
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Then select the OK button in the lower right. The window will close.
In the remaining window select the Save button in the lower right. That window will also close. Your document has been saved as a PDF.
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