Adding alt text to your documents

Image descriptions help students with visual impairments to perceive images. They also

make it easier to understand the context in which an image is being used.

Adobe Acrobat DC
Steps

1. Download and open the file in Adobe Acrobat DC. If you do not have Adobe Acrobat

DC, see instructions for using Microsoft Word.

2. Search tools for ‘Set Alternative Text’ (Fig.1)
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Why use image descriptions?
Image dezcriptions help your tudents to find the image:
more easily and llows students with visual impairments to
perceive the image. They 3lz0 make it easier to understand
the context in which 3n image iz being uzed.

Alice’s Adventures in Wonderland
by Lewis Carroll
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Figure 1 set alternative text

3. A window will appear to add text descriptions (Fig.2). Save the document.
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Figure 2 add alt text descriptions




Microsoft Word

Steps
1. Open the document in Microsoft Word.

2. Right-click an image and select Format picture (Fig.3)

3. In the Format Picture panel, click the Layout & Properties tab then open the Alt Text
section (Fig.3)

Home Insert Design layout References Mailings Review View Zotero Acrobat JESUNEIEE O Tell m: Lee Le... ,Cl Share
r v o 7 -
;= Corrections Jol 4 - -~ = « . : 995 em
[ color - i »~7 - _
Remove __ = Quick o Position Wrap el A Crop 15.92 cm
- B : " - : i - bod 15.92 e
Background =Artistic Effects ~ Sl - gpyjos - v Text ~ v
Adjust Picture Styles Arrange Size - A
o 1002 301 4 1S 6170t 81090t A0 1AL 1 12 | 13 | 14 1 015 C11701 18 g
-
Format Picture %
%) = B
o R AR "N
- Text Box
% '*_- N ~ 4 Alt Text
% 3 X Cut Title
~ . An image of a woodland stream in autumn
Paste Options: .
" - Description
> An image of a woodland stream in autumn
& )
§3a Chan ictur
<
~ a3
- l
:: 8 rlir l
- [ ption
> ze and Positior
b % Format Picture...

Figure 3 Adding alternative text

4. Enter a clear description for the image in the Description box.

5. Repeat these steps for all images in the document. Save the document.
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