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Rules for creating an accessible Word document

The following rules must be applied, especially to documents published on the
SGH's websites. A document published on a website as an attachment becomes
an element of the website and must meet the requirements of digital
accessibility.

The accessibility (or lack thereof) of published documents has an impact
on the accessibility of the entire site. When creating documents to be published
on the website, we need to keep in mind they may also be viewed by people with
special needs, such as people with different disabilities. Applying digital
accessibility rules when creating documents is particularly important for visually
impaired and blind people who use assistive software. Let us therefore ensure
that everyone can benefit on an equal basis from the information we publish.

Using the following guidelines’ will make documents more accessible to all

users.
Before we get started

e When creating a document with the intention of later publishing it on the
website, it is advisable to adhere to digital accessibility rules from the
outset. This approach is far more efficient and less time-consuming than
correcting an inaccessible file afterwards.

e Preparing an accessible document template in advance is also
recommended.

e The document title is also important, as it is read by screen readers. To
input the title, navigate to File -> Information in the menu, then access
the Properties section to click on the title box and input the document

title.

1 How to implement the Act on Ensuring Accessibility



https://www.funduszeeuropejskie.gov.pl/media/86764/ustawa_o_dostepnosci_poradnik.pdf

Instruction manual: How to create a document title?

e Check accessibility feature (in the Review section) should be used while creating the
document. This is to rectify accessibility errors at the very stage of working
on the document.

Instruction manual: How to turn on the Check accessibility feature?

e |norder to ensure that the given content is displayed correctly and that linguistic and
grammatical errors are corrected, it is crucial to set the language of the document. In
addition, the text in the given language will be read out by an appropriate
speech synthesiser.

Instruction manual: How to declare the language in a document?

Font

e We use sans serif fonts in digitally accessible documents.

e According to the SGH Visual Identity Guidelines, Open Sans and Open Sans Light are
the sans-serif fonts (i.e. without embellishments) used at SGH. This font should be
used for all types of promotional materials, office writings and
presentations, and websites.

e Other sans serif fonts used in accessible Word documents include
Verdana, Calibri, Arial, Helvetica with a minimum size of 11 or 12 pts.

Instruction manual: How to set the font.

e The line spacing should be 1.15-1.5 pts.

Instruction manual: How to set the line spacing.


https://www.sgh.waw.pl/sites/sgh.waw.pl/files/2021-05/ksiega-znaku-SGH.pdf

Paragraphs and headings

e Text should be left-aligned or centred, without using justification.

e Do not use italics or capitals for whole blocks of text.

e Aso-called wall of text should be avoided. Divide the text into friendly and
logical paragraphs.

e Inlonger documents, use content-appropriate subheadings (headings) to
organise the document. In addition, headings create an outline of the
document, which makes it easier to quickly familiarise yourself with its
structure.

e Use the built-in styles and headers in your word processing software and
keep to the hierarchy, e.g. Heading 1, Heading 2, Heading 3 etc.

Instruction manual: How to set the headings and styles.

e Do not split words when moving to the next line.

e Do not create vertical captions.

e Create spacing and indents only using the Indents and Spacing tool. Do not
use the Enter or Shift+Enter key to artificially increase the spacing.

o If text needs to be split, this should not be done with the space bar, but
with the text split function.

Instruction manual: How to set the indents and spacing.

e With the navigation pane, it is possible to swiftly correct the affected

headings if irregularities are noted.

Instruction manual: How to turn on the navigation pane.




Lists of elements

e Use built-in word processing tools to insert consecutive elements from a
numbered or non-numbered list, such as bullets.

Instruction manual: How to set list elements numbering.

e Avoid including pseudo lists of elements, such as starting lines with a “-"

sign, as they are not accurately interpreted by assistive software.
Hyperlinks

e When including a link in the text, its purpose should be described clearly.

Each hyperlink (link) must have intelligible content, e.g. Polish translation of WCAG

2.1.

e Avoid hyperlinks for vague content, such as, here, more, etc. The user
should have clear information about the destination of hyperlinks.

e Avoid using links with ambiguous characters that do not identify the link
destination, e.g.:
https://www.google.pl/?ei=08wOWqzIHobdwAL2yYaADQ&q=SGH&0q=SGH
&gs_l=psy-.

Instruction manual: How to create hyperlinks.



https://www.w3.org/Translations/WCAG21-pl/#abstract-0
https://www.w3.org/Translations/WCAG21-pl/#abstract-0

Tables

Create tables with a table creating tool that is built in the word processor.

Instruction manual: How to create tables.

Create regular tables - the same number of cells in each row of the table.
Avoid complex tables. It is good practice to split the collection into several
smaller tables or to describe the contents (or part of the contents) in text
(rather than in a table).

Set a header row in a table - this will make it easier to read/understand for
those using a screen reader. Select the entire first row, navigate into the
properties of the table, then into the Row tab and select Repeat as header
row at the beginning of each page.

Use Repeat as header row at the beginning of each page so that in longer
tables the header row is visible on each new page.

Table lines should be visible.

Text in columns should be aligned to the left and figures to the right.
Create regular tables (if the content presented allows this), that is, tables
that have the same number of cells in each row.

Whenever possible, avoid merging cells - both header cells and other cells

in the table.

Columns

Always use the “real” columns. Do not create columns with the Tab key.

Instruction manual: How to create columns.

Graphics and alternative text

Use alternative text when inserting photos, figures, maps and charts into

the text.



Instruction manual: How to set alternative text for graphics.

e Graphics placed within the text should be aligned with the text. Avoid so-
called “flowing” elements outside the organisation of the text.

e Alternative text types for individual graphics:

= decorative elements - no alternative texts.

» simple information graphics - concise text, slogan to signal the
message (e.g. Note).

= graphics, photographs - short alternative texts, e.g., a smiling girl
reading a book.

» diagrams, graphs, charts - extended alternative texts to convey key
findings, e.g. a column chart showing the sales performance of
company X and Y in 2022. In January, Company X's sales significantly
exceeded Company Y’s sales and have steadily increased throughout
the year.

= symbolic spatial notations e.g. musical notes - verbal notation or
notation in accessible form - mathML.

e The alternative description is brief and conveys the most important
content and considers the context of the situation. If there is text on the
graphic, this should also be added in the description.

e The alternative text should not exceed about 80-120 characters (this is
important for users using a braille ruler), but what matters the most is the
content of the description included as alternative text (it should be as
helpful and useful as possible).

e Repeated graphic elements should always have the same text alternative.

Accessible document content

The digital accessibility of a document is also about the accessibility of the

content. Efforts should be made for the content of the document to be as clear,



logical and accessible as possible. To this end, the most plain possible language

should be used.

Additional tips:

it is useful to explain the meaning of acronyms and abbreviations;

avoid using text images (copied text pasted as an image);

use a table of contents for larger documents;

do not use colour as the sole means of conveying meaning;

use sufficient spacing in the text;

do not use italics for whole paragraphs;

do not use underlining to make content stand out; it is better to use bold
or change the size of the text;

avoid boxes and form fields in documents as they often cannot be
handled correctly using the keyboard alone;

avoid multi-column formatting as there may be problems with the order in
which content is read;

do not use tables for page layout as they are used to present data;

avoid writing in capital letters only.

Contrast, background and highlighting

Set the right contrast between text and background. It is safest to use
black text on a white background. Do not use a coloured background for
text in, for example, table headers (unless you are sure that the contrast is
more than 4.5:1).

The optimum solution is to use a contrast ratio of 7:1 (do not use a poorly
defined colour combination, such as white text on a blue background, light
yellow on white).

In order to check the contrast, you may, for instance, go to contrast-

checker, where a tool for checking contrast is available.


https://products.aspose.app/html/pl/contrast-checker
https://products.aspose.app/html/pl/contrast-checker

Link to instruction manual on how to check document contrast.

Instruction manual: How to check contrast in a document?

e Do not use colours and underlining to highlight content. A different font

size, for example, is a better solution.
Converting a Word file into a PDF

If you need to convert a file to PDF, use the save as PDF feature. Never use
the print to PDF option. A document printed to PDF is treated as an image and
the text within remains impossible for screen readers (e.g., a blind person'’s
assistive software) to process.

Instruction manual: How to convert Word into accessible PDF.

10
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Instruction manual for digitally accessible MS Word

documents

Document title

To give a suitable title to a text document, on the Word ribbon in the top

left corner click File -> Information, then in the properties section click on the

title field and enter the title of the document to be displayed by text readers.

Zapisz kopie

Zapisz jako
Adobe POF

Drukyj

Udostepnij

Eksportuj

Przeksztalé

Informacje

Instrukcja tworzeniu dostepnego dokumentu Word

OneDrive — SGH » Instrukcja tworzenia dostepnych dokumentéw » MD

&3 Udostepnij | | @ Kopiuj éciezke | | B Otwérz lokalizacje pliku
E Ochrona dokumentu
S Okreél, jakie typy zmian inne osoby moga wprowadzaé w biezacym dokumencie.
Chrof
dokument
fuN Inspekcja dokumentu
bl Przed opublikowaniem tego pliku wei pod uwage, 2e zawiera on nastepujace
Wyszukaj informacje:
problemy

® Komentarze i poprawki

®  Wiadciwoici dokumentu i nazwa autora
®  Znaki sformatowane jako tekst ukryty

®  Niestandardowe dane XML

Wiasciwosci ~
Rozmiar

Strony

Wyrazy

Calkowity czas edycji
Tytut

Tagi

Komentarze

1,12M8
13
863
69 min

I —

Powiazane daty
Ostatnio zmodyfikowany
Utworzony

Ostatnio wvdrukowany

Daisiaj, 11:55

Dzisiaj, 10:08

Backlink to the rules for creating accessible documents.

Check accessibility feature

Before starting to create content, check accessibility on the ribbon under

Review -> Check accessibility.

12




BN F

Instrukcja-tworzenia-dostepnych-cyfrowo-dokumentéw-

MS-Wordg

.‘Tytut-dokumentu¥

Aby-nadac-odpowiedni-tytut-dokumentowi-tekstowemu,-nalezy-na-wstazce-

programu-Word-w-lewym-gérnym-rogu-klikna¢-Plik-->-Informacje, nastepnie-

A window will appear on the right-hand side of the document where errors
are identified on a continuous basis. Once the list is expanded, suggestions for
enhancing text formatting are provided.

By clicking on the identified error, we can view the recommended action.
In the example above, the word processor has detected a missing alternative

description and prompts for its completion.

Utatwienia dost... ~ *x &2

Wyniki inspekgji I:%,
Btedy

v Brak tekstu alternatywnego
Obraz 38 v

Zalecane akcje

FZ Dodaj opis
IE Oznacz jako dekoracyjny
Inne sugestie

/7 Zasugeruj opis dla mnie

'f_i:." Dowiedz sie wiecej

v Sprawdzaj utatwienia dostepu, gdy
pracuje
Informacje dodatkowe v

Before finalizing the document, you should receive the following message

in the Accessibility checker window:

13



Utatwienia dost... ~ * B3

Wyniki inspekgji [%{.

7 Nie znaleziono probleméw
dotyczacych utatwier dostepu.
Dokument powinien by¢
czytelny dla os6b
niepetnosprawnych.

v Sprawdzaj ulatwienia dostepu, gdy
pracuje
Informacje dodatkowe v

Przeczytaj wiecej o ulatwianiu dostepu
do dokumentéw

Backlink to the rules for creating accessible documents.

Language declaration

If the document is written in a different language, the language of the
entire content and individual passages needs to be declared. To use this option,
select the whole text (Ctrl + A) or the words/sentences in question, then go to the
Language section, which can be found in the Review -> Language -> Set

proofing language.

Zasady i instrukcja

413 Narzedzia giéwne Wstawianie Rysowanie Projektowanie Uktad Odwotania Korespondencja Widok Po

ABC ==} ABC )) N b N
v Ll A & a= Ei
Pisownia i Tezaurus Statystyka = Czytaj Sprawdz ulatwienia = Przetlumacz Sledz .
gramatyka wyrazéw na glos dostepu ~ v komentarz zmiany ~ E
Sprawdzanie Mowa Utatwienia dostepu Jezyk QZ Um,ezyk Wnia_,, Ustaw jezyk sprawdzania

L 1
Preferencje jezykowe... Umozliwia ustawienie jezyka
zaznaczonego tekstu.

Wybor jezyka zostanie zapamiegtany
na potrzeby sprawdzania pisowni i
gramatyki.

14



In the Language options, select the language in which the document is being created.

Jezyk ? X

Oinaa zaznaaoni tekst iako:

Afrikaans

Albanski

Alzacki (Frangja)

Amharski

 Angielski (Australia)

" Angielski (Belize)

" Angielski (Filipiny)

Narzedzia sprawdzania pisowni i inne narzedzia

korekcyjne automatycznie uzywaja stownikow
wybranego jezyka, o ile s3 one dostepne.

D Nie sprawdzaj pisgwni ani gramatyki
[ Wykryj automatycznie jezyk

Ustaw jako domysine Anuluj

Backlink to the rules for creating accessible documents.

Font

To set the font, click on the font field and select a sans serif font.

Recommended fonts consistent with the SGH Visual Identity Guidelines are Open Sans and

Open Sans Light. Other sans serif fonts in the document standard are Verdana,

Calibri, Arial, Helvetica.

(= e A & aev A [EviE-7 EE 4T
Czcionki motywu =E== 1= 0. -
Calibri Light (Nagtéwki) ﬁ o .
Calibri (Tekst podstawowy) T S S
Niedawno uzywane czcionki
Arial
Open Sans
Calibri

Font size field is next to the font field. An optimum font size for accessible

documents ranges from 11 to 12 pts.

Backlink to the rules for creating accessible documents.

15


https://www.sgh.waw.pl/sites/sgh.waw.pl/files/2021-05/ksiega-znaku-SGH.pdf

Line spacing

To set the line spacing, go into the paragraph setup and in the line

spacing section, set the Multiple to 1.15-1.5 pt or 1.5 lines.

Odstepy
Przed: Opkt 5 Interlinia: Co:
Po: Opkt 5 Wielokrotnos¢ v|l1,15 =
[[] Nie dodawaj odstepu miedzy akapitami o taj2oieédyncza
1,5 wiersza
Podwojna
Co najmniej
Podglad Doktadnie
I A . . .

e Text should be left-aligned or centred, without using justification.
e Do not use italics or capitals for whole blocks of text.

Backlink to the rules for creating accessible documents.

Headers and styles

In longer documents, use content-appropriate subheadings (headings) to
organise the document. In addition, headings create an outline of the document,
which makes it easier to quickly familiarise yourself with its structure.

Home provides automatically defined headings. Use the built-in styles and
headings in your word processing software and keep to the hierarchy, e.g.

Heading 1, Heading 2, Heading 3 etc.

16



UNisU  UuWUilie  RUTESPUIUETRGE  eenge WIUUR  FOmOL
D Znajdi ~

. S & P
O A 1 A A v B =S ==2l| T % 4a8ocede | assbeeod AaBbC [l AaB 1. AaE sosocenc sssoceoc Lo
Wiley U -2 A B=== 1=~ Pout 1 No ist.] Nogiéwek 1 [Noghowek 2 Nagléowek 3 Nagiowek & Nogléwek 5 3] | n o
- F Malarz formatém L x 2| A - - = === - S
i - e G| Edvtowanic
- : w-

Nagtowki i style

W dhuzszych dokumentach, nalezy stosowa¢ adekwatne do tresci srodtytuty
(nagtéwki), ktére pozwolg uporzadkowac dokument. Dodatkowo uzywajac
naglowkow tworzymy konspekt dokumentu, kidry ulatwia szybkie zapoznanie sie z

jego struktura.

Heading modification

To modify e.g. centring, bold, this should only be done via the

modification options (right-click on the heading to be modified and then click

on Modify...).

Narzeazia glowne wstawianie a ukaa awomna  KOresponcenga  Kecenzya a pomoc Dat
Arial Pl=:Exar | ==|2 AaBbCcx AaBbcex AaBbC I AaB 1. AaE 4osbccoc assbceoc —
A. | Bl===1=-10-@- | Pouhnost || 1Nomany TBezodst... [Naglowe
B o == == = A~ 2 Aktuakazuj styl Nagiowek 1 290dnie 2 zaznaczeniem
Caconta 5 kot |2 Mosytias.
2 1 =
z

Nagtéwki i style

In this way, the font size, colour, type etc., can be fine-tuned. In addition, in

the Format section it is possible to select many additional options, such as

numbering.

17



Modyfikowanie stylu ? X

Wiasciwosci
Nazwa: Nagtowek 1
Typ stylu Potaczone (akapit i znak) v
Styl na podstawie: 9 Normainy v
Styl nastepnego akapitu: 9 Normalny N
Formatowanie
Calibri Light (Nagt~| 16 || B I U | NN
=S| = = = | = = = | {2 f= € =
Czcionka... giowkow
Akapit...
Tabulatory...
Obramowanie...
Jezyk... wki (Calibri Light), 16 pkt, Pogrubienie, Kolor czcionki: Tekst 1, Odstep A

Ramka... ym, Zachowaj wiersze razem, Poziom 1, Styl: Potaczony, Pokaz w galerii styléw, Priorytet:
v

Numerowanie...
Klawisz skrétu... Automatycznie aktualizuj

Efekty tekstowe... ) W nowych dokumentach na podstawie tego szablonu

Backlink to the rules for creating accessible documents.

Indents and spacing

You must only create spacing and indentation using the Indents and

Spacing tool. Do not use the Enter or Shift+Enter key.

3 Autozapis (@ 12-11-21-Zasady tworzenia dostep... ~

e Wyszuka|
Plik  Narzedzia gléwne Wstawianie Rysowanie Projektowaniedwolania Korespondencja Recenzja Widok Pomoc

:—i: B = Znaki podziatu ¥ Weiecie Odstepy & ~ [:% E= wyrownaj v
- —J 1 -

Marginesy Orientacja Rozmiar Kolumny <~ Nusmtry wiesszy 2= Zlewej: 0 cm - +=Powyzej: Opkt Okienko

¥ b¢ Dzielenie wyrazow ¥ =¥ Z prawej: 0 cm - $Zronizej; Opkt 5 zaznaczenia

Ustawienia strony I Akapit &~ Rozmieszczanie

Do not split words when moving to the next line or create vertical captions.

Backlink to the rules for creating accessible documents.

Navigation pane

The headings layout may be previewed in the Navigation pane, on the

View ribbon.

18



Zasady i instrukcja tworzenia dostepnych dokumentéw Word - Word

Narzedzia giéwne Wstawianie Rysowanie Projektowanie Ukdad Odwolania Korespondencja Recenzja Pol

| :I D il [=] Konspekt L1 I|] :j Linijka q [\:, D Jedna strona
=8 [=] Wersja robocza "I e B3 g0 wiele stron

[ Linie siatki

Tryb | Ukiad Uktad Czytnik Pionowy Strony Powigksz 100%
czytania (wydruku sieci Web immersyjny obok siebie Okienko nawigacji ‘Er Szerokos¢ strony
Widoki ‘Widok immersyjny Ruch strony Pokazywanie Powiekszenie
N i i - v L 2 Otwérz okienko nawigacji c1c 405
aWIQaCJa To jak przewodnik po dokumencie.
Przeszukaj dokument Jo Wystarczy, ze klikniesz nagiowek,

strone albo wynik wyszukiwania —
przeniesie Cie dokfadnie tam.

Nagtowki Strony Wyniki

4 Przed rozpoczeciem pracy
Tytut dokumentu

Deklaracja jezyka
Funkcja sprawdz ustawienia dost...
4 Czcionka

Czcionka

Backlink to the rules for creating accessible documents.

List elements numbering

In order to use the in-built list element numbering option, use the

numbered or non-numbered list in Home, Paragraph section.

Wstawianie Rysowanie Projektowanie Uktad Odwotania Korespondengja Recenzja Widok Pomoc Acrobat
adil iz <& & |As~ | A = == 80| [§ ] "
ria - av A === AJ] AaBbCeDc | AaBbccde AaBbC | AaB 1. Aak
B I U~+ a3 X, X Av 2~ A— EAIE Biblioteka numeracji T Normalny| T Bez odst... Naglowek 1 Naglowek 2 Nagléwek
Czcionka & 1 1) Style
[ SO T Brak 2.- 2) 70 8194 1004 1104 1204 1301 +14 4 +15. 4 -
3 3)

I A a)

Il B b)

. C.- c)

a i

b.- ii

c iii

z listy

ji numerowania elementow z listy?
Definiuj nowy format numeracji...

jumerowania elementéw z listy, w sekcji Akapit

w narzedziach aléwnvch nalezv skorzvstaé 7 listv nimerowanei liibh nieniimerowanei

u on

Avoid including pseudo lists of elements, such as starting lines with a
sign, as they are not accurately interpreted by assistive software.

Backlink to the rules for creating accessible documents.
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Hyperlinks

To properly insert a link, do not paste a full address, which usually consists
of a whole sequence of many characters. Adequately and legibly name the
content and then add the hyperlink. To do this, select the text to be hyperlinked
and then right-click to select Link. Then set the text to be displayed and check if

the hyperlink address is correct.

o~ - e o Komentarz
Link
a4 Wyinij e

—t a - 1 CD Kopiuj
([7] Opcje wkicjania:
A Czcionka,.

q Akapit..

£ wyszukaj .Wazne informacj..
Synonimy >

% Przettumacz

L) Link >
Lub np. 1 o
[ Nowy komentarz
Wazne informacje dotyczace....
'} } SL I e =
Wstawianie hiperiacza ? X
] ‘Seuka seholenie- Sostepacsd v et
Istnigjcy phik b = —
strona sied Web 1] Fwd_ Szkolenie Redagowanie tresci dostgpnej strony internetowe) Zakiadia..
a Biezacy folder | 5] Oswiadczenie VAT Kapturkiewicz_15.04 doc
Miejice wtym &) Oswiadczenie-o-finansowaniu-ze-$rodkow-publicznych Barmka docelowa
dokumencie £1 Plan szkolenia KOORDYNATOR DOSTEPNOSCI - WDRAZANIE STANDARDOW DOSTEPNOSCI W |
Swony @) Pytania na szkolenie
3 przegladane |, Re_ Szkolenie Online Koordynator ds_ dostepnosci w organizacji
”;";;’;n—’;:':" &) wersja cyfrowa 160421 Staff-Mobility-Agreement-teaching (STA)-projekt-2019-projekt-2020
Niedawng £ Wniosek 2021-3702
ulywane plilS |8 7 prezentacji
B = pr )
Adres e-maidl |)__ = ] =
Anulyj

Backlink to the rules for creating accessible documents.

20



Creating tables

When creating a table, use the built-in tool in your word processor to be
found under Insert -> Table. For a large number of columns, a smaller font size

than recommended can be used (e.g., 10 pts.)
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Avoid merging header cells in a table and make sure that tables are
regular.

For long tables, it is helpful to repeat the header row at the beginning of
each page. To select this option, right click on the icon I at the top left of the

selected table to access Table Properties.
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Then, in the Row section, select the Repeat as header row at the top of

each page.
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Creating columns

e To create columns, go to the Layout section of the navigation ribbon.

e Then, in the Page Setup section, you need to select the Columns option.

e Once clicked, select the number of columns to create on the document

page.
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Alternative description for graphics

For each image, graphic, map, chart or photo, an alternative description

needs to be given. To do this, right-click and select Edit Alt Text.
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On the right-hand side, the Alt Text menu will open and the alternative
text must be placed in the text box. If the user does not know what to write, MS
Word provides for generating alternative text. If the image is decorative and does
not need a description, we can select such an option by clicking the Mark as

decorative box.

Tekst alternatywn' ¥ %

Jak mozna opisac ten obiekt i jego kontekst
osobie niewidomej lub niedowidzacej?

- Szczegoty tematow

- Ustawienie

- Akcje lub interakcje

- Inne przydatne informacje

(zaleca sie napisanie 1-2 szczegblowych
zdan)
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How to check contrast in a document?

In order to check the contrast, you may, for instance, use the tool at contrast-checker.

The website uses the Web Content Accessibility Guidelines (WCAG) to calculate
the colour contrast ratio in a document. As per WCAG, at level AA (minimum
contrast), the contrast ratio between text and background should be at least
4.5:1 for normal text and 3:1 for large text. Level AAA (enhanced contrast)

requires a contrast ratio of at least 7:1 for normal text and 4.5:1 for large text.
In the text box, enter colours in hexadecimal format or click the icon to use the colour

sampler. The contrast ratio value will update automatically when the colour values

change

Kontroler kontrastu koloréw

Sprawdz kontrast kolorow miedzy tekstem a jego ttem i spraw, aby Twoje tresci internetowe
byty tatwe do odczytania!

by aspose.com and aspose.cloud

Przyktad tekstu z duza czcionka. Kolor pierwszego planu
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Elementy
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kontrastu

To check the hexadecimal code of a colour, in Word, in the Home ribbon,

go to Font colour and then select More colours...
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In the More Colours... window, go to the Custom tab. The Hexadecimal
box is at the very bottom of the tab. You need to copy the hexadecimal number
of the colour whose contrast you want to check and paste it, for instance, on
image-color.com. When checking the colour of a page, go to Shading in Word, in
the Home ribbon, and then select More colours... The remaining steps are the

same as for Font colour.

Kolory ? X
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Kolory: Anuluj

- 4
Model koloréw: RGB v
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iz y: 0 = Nowy
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Conversion of Word into accessible PDF

To convert a Word document into an accessible PDF, select the option to

save the document as a PDF file.

(%) Strona gidwna

(% Nowy

= Otwéa

nformacje

Zapisz

Zapisz jako

Zapisz jako
Adobe PDF

Drukaj

Udostepni)

Eksportuj

Przeksztalé

Zamiknij

@ s T > OneDrive — SGH > Instrukcja tworzenia dostepnych dokumentéw > MD
) i
Instrukcja tworzeniu dostepnego dokumentu Word
SGH | Dokument programu Word (*.docx) B | B zepis
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When saving, you need to check that Create bookmarks using: Headings

is selected in the options. When converting, never use the Print to pdf option.
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