3. Word will thenreturn youto documentview andwill display anAccessibilityReport for your
inspectionto the right of yourdocumentwindow. In theexamplebelow,the Report indicateshat
the documentsimage is missing

*Note, the accessibility checker will also report on other typeaaniesiility issues with your
? AddingAlt Text @lternative tex) to imagesallows screen readers (assistive
chnologies) to providgisuallyimpaired readersvith a betterunderstandng of adocuments contents
rerall.

ow to add Alt Text:
"First onen gur document in Vord If it has imaaes in it alreadv vou can easilv check to determine



Alternatlve text for images and ~thar ahiante fur
very important for people who £

screen. Screen readers read alte .

so it's the only mformaﬁbn'?.maw.bwaabm-t ﬂ:,m

i
W eodeuﬂ@ﬂu\ rdvebrlapIhner 5. Follow these steps to adAlt

Text to the image. This is one

Steps To Fix: way to add Alt Text to an image
1. Right-click the object, then se!ect Edit Alt Text and to thereby remove the error

it in the text box on ine from the Accessibility Checker’s
the object is purely decerative, salzzt*s- Report.

6 To addAlt Textto anewimagethat you are insertingfirst, insert your imageselect it,
andthen press'Control +Click”to open a flyout menu. Select Size and Positamd then
select the Text Wrapping Tab.

Edit Alt Text... Advanced Layout

Crop
Sizi aid POSIOn =

Format Picture...

Position | Text Wrapping  Size

Services

7. Finally select the Insert Image in line with text.

kT

In line wi=

8.Now, close the text wrapping window awtick on your image to highlight itréds Control + Click
and select Edit Alt Text.

Falit Al E&it,,—|

*Note, the accessibility checker will also report on other typeaaniesiility issues with your
document, and you may want to familiarize yourself with this report if you are frequently preparing
documents which need to comply with ADA bpsactice standards.



9 A popup window will appear, which prompts you to enter Alt Tixtyourimage.Entera line or two
of text that best describes the phot@andthen, save your document.

10. Now that you have
added your Alt Text, a
re-running of the

nhiart and ite Heowar sennild vrmn daceriha thig ACCGSSibilit}CheCker

Report 6eeStep Two)

will indicate that your

document has a issues
found. If the rerun
continues toindicateno
alt text, try saving,
closing and reopening
your docand rerun the

Acc. Checker agaiSave

your document as a

Word file or export it as

a PDFEXPS Your A Text

will carry over to the

other file formats.

AL\.:U-:IQ I W
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*Note, the accessibility checker will also report on other typeaaniesiility issues with your
document, and you may want to familiarize yourself with this report if you are frequently preparing
documents which need to comply with ADA bpsactice standards.



