Creating Accessible Documents in 
Word 2007

Module 2: How to Make an Old Document Accessible

Five Easy Steps

Your boss just told you to make an old document accessible. Now what? Believe it or not, you can do this in five easy steps.

Step One – Planning

This is an important step – if you don’t have time for planning, where will you get the time to fix your document later? The most important question is what will your new accessible version look like?  Does your manager want it to look as close as possible to the original, or will you also be updating the appearance? Is it already properly organized and structured, and if it isn’t, how will you need to make the necessary changes?
Once the planning decisions have been made, you will need to verify that your template will give you the look you want. If not, you can modify an existing template, or just create a new one.   
Step Two – Save the Old Version

Save your original file in a nice, safe place so it will be there to back you up if there is ever a colossal mess-up. It’s a good idea to make a change to the name of the working file to avoid confusion later.
Step Three – Open Your Windows
1. First, open your working document. Be sure it’s not the one you saved as your emergency back-up. 
2. Next, open a new Word document. This will become your new, accessible file. This is also the time to choose your template if it’s anything other than Normal.

3. Finally, open a text editor. Microsoft Notepad is usually a good choice, unless you have another preference. You will use the text editor in the next step to eliminate all the old formatting.
Step Four – Eliminate All Previous Formatting

If you like to use keyboard shortcuts, these will be helpful in the following steps: 
· Select All can be accomplished by pressing Control and A as in apple

· Copy is Control and C, as in coyote

· Paste is Control plus V, as in velociraptor.
4. First, select and copy all of the content of the working copy.
5. Then, paste the contents into the text editor.

6. Now, select and copy the text from the text editor. All formatting should be removed.

7. Next, paste the text into the new Word file. Give the file a new name and save it.

8. Finally, close the text editor. The working copy and the new, unformatted Word document should be the only documents open.

Step Five – Apply Styles to the New File

In this step you will apply styles to your unformatted document to give it the appearance you want and the structure needed for accessibility. Since the new document lacks formatting, use the working copy as a guide to help you locate text and decide which styles to apply.
Be sure your new document has either a Title or Heading 1 style, then work your way through the document, applying the appropriate style for each paragraph. 
One shortcut you may want to consider: If the document is reasonably simple, begin by selecting all your text and applying the Body Text style, then go back and apply heading and other styles to the appropriate lines.

Of course, the age-old advice applies here: save frequently, and save often!
This concludes our module on making an old document accessible.

