Creating a Readable PDF Document for a Screen Reader

1) Open a completed Microsoft Word document.

2) Select ‘Save As’ in the file tab.

3) Select the location you want your file to be saved at, ie: Desktop, Documents folder
4) Select ‘PDF’ from the ‘Save As Type’ Drop down menu.

5) Click the Options button below the drop down menu.

B Videos

1M Computer
&, Local Disk (C)
%% DVD Drive (D:) COFFEE
a Seagate Expansion Drive (F)
< I <1015 (-
w Local Disk (Q) —
e D55 Mwncsnd ) (5:)

m

- 4| 1

File name: Creating a Readable PDF Document for a Screen Reader

L
bl Bl | « DSSStudents » DSS Student Accommodation Letters b 2015 Fall » ~ |43 || Search 2015 Falt 2|
Organize » Mew folder 1= - I@I

= -~

j Documents i MName Date modified Type Size

CJ:" Music .

. J Mew folder 5/20/2015 1:58 PM File folder
= Pictures
= T 7/30/20154:36 PM  Adobe Acrobat D... 263

Save as type: [PDF

i\uthcrs:_ Tags: Add atag Title: Add a title

Optimize for: @ Standard (publishing [
online and printing)

Options...

@ Minimum size [] Open file after publishing

(publishing online)

# . Hide Folders Tools - Save l l Cancel




6) Check the box next to the ‘ISO 19005-1 Compliant (PDF/A)’ and press OK.
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7) Save your file.

Now your file can be accessed by a screen reader such as Adobe Reader’s Reader fuction.



