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Guide: Working with the master template

Background

Word uses the template "Normal.dotx" as default, if you begin a new document. In this default
template all common styles like headings, lists or captions are already available.

However, it makes sense to use your own user defined template. In such a template you define
all needed paragraph and character styles and axesWord® document settings only once. After
that you can use your template again and again and you can work with your customized styles.

We have already done this work and have created a master template for you. This template
contains:

= Headings (Level 1-9)

= Paragraph

= Multilevel lists with bullet points

= Multilevel lists with numbering

= List Continue

= Row and column headers for tables (row and column headers of level 1 - 5)
= Datacell

[ ] Link

" Footnote
= Quote

= Caption

= Table of contents

Appropriate roles were assigned to all styles so that you immediately get an accessible PDF/UA
document when converting your Word document to a PDF document by using axesWord®.
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Figure 1: Word: Master template
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Preparing Word: Useful views and settings

Fade in paragraph marks and formatting symbols

Click in the Ribbon tab: Home in the Command group: Paragraph on the 9-symbol (top right).

::,%Ev‘;v EE %l Ll
=S===1=- &-10-
Paragraph s

Figure 2: Command group "Paragraph" in the ribbon tab "Home"

Reason

You can see in the document view which paragraph styles and formatting symbols were
used.

Fade in task pane "Styles"

Click in the RIBBON TAB: Home in the Command group: Styles on the dialog box launcher (™)
in the right corner - the Task pane: Styles will be faded in on the right side.

Reason

You can see which styles are available respective which style was assigned to a paragraph.

Fade in task pane "Navigation"

Activate the Check box: Navigation Pane in the Command group: Show in the Ribbon tab:
View.

L] Ruler
L] Gridlines
Mavigation Pane

Show

Figure 3: Command group "Show" in the Ribbon tab "View"

The Task pane: Navigation will be faded in on the left-hand side.

Reason
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You can see which headings were used and how the document is structured.

When you prepared these three settings you will see the following view:

Mastertemplate_EN_2019-04 05 Arial.dob - Saved to this PC Sign in jca I
File Home Insert axesPDF View References Design Layout Review Developer Help GrindEQ Math Acrobat £ Tellme 1% Share ! Comments
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Read | Print Web Learning | Vertical Side Zoom 100% Switch | Macros | Properties
Mode Layout Layout Tools to Side Navigation Pane += Page Width Rl split [£5) Windows ~ -

Views Immersive | Page Movement Show Zoom Window Macros | SharePoint -
Navigation v Styles v
Search d t - A
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= Paragraphq
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# Heading 1 «Heading-2q] -
4 Heading 2 Heading 1 b
Heading 3
T Paragraphf] Heading 2 1
Figures and charts i
4 Lists Heading 3 1
P
Lists with bullet points -Quotation™ _
e T Heading 4 n
Link Heading 5
. eading 13
.Heading-3
« List T
Paragraphf
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] Show Preview
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Figure 4: Word-window with the task panes "Navigation" (left hand side) and "Styles" (right hand side)
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Working with the master template
Double click on the master template — this is a very easy way to start a new document.

At the outset save your document with an appropriate new file name.

Document title

Define the document title in the document properties right at the beginning of your work. Click
on the auf die Ribbon tab: File and enter in the Text box: Title a corresponding document title.

Properties -

Size 556KE

Pages )

Words 182

Total Editing Time 0 Minutes

Title Document title

Tags Add a tag
Comments Add comments
Template Masterternplate EM_2019-...
Status Add text

Categories Add a category
Subject Specify the subject
Hyperlink Base Add text

Company Specify the company

Figure 5: Document settings

Define language

Define the language of your content by clicking on the language in the status line at the
bottom on the left-hand side. In the Dialog window: Language you can select the
corresponding language.
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Language ? *

Mark selected text as:

“fPEninsh {United Kingdom] ~
English (United 5tates)

" German (Germany)

- German (Switzerland)

Afrikaans

Albanian

Alsatian (France)

Amharic W

The speller and other proofing tools automatically use
dictionaries of the selected language, if available.

|:| Do not check spelling or grammar

|:| Detect language automatically

Set As Default Cancel

Figure 6: Dialog window "Language"

Title and subtitle

Start your document and enter title and subtitle. You can simply overwrite the words "Title"
and "Subtitle" on the title page.

Guide: Working with the master template

AutoSave ( Document1.docx Sign in = =

File Home Insert axesPDF View References Design Layout Review Developer Help GrindEQ Math Acrobat 52 Tell me 14 Share 1 Comments
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Views Immersive | Page Movement Show Zoom Window Macros | SharePoint |
Navigation v Styles v
Search document o~ Header | Level 3 only 1. column T
Headings  Pages  Results Header | Level 4 bl

ic.jc. Fi . . . Header | Level 5 T
Cantent IS-1S-the-tltie-or-tne-aocumen
4 My first Heading 1 Data coll .
) ata ce
# My Heading 2 Subtitle-of-the-document{
This is 2 Heading 3 .
Tables Caption
Figures and charts .
y Subtitle b
4 Lists
Bullet paint list
Title 1
Bullet paint list with list co..
Mumbered list Header w
Link
Footer 1
Hyperlink a
/| Show Preview
Disable Linked Styles
Al A (A | Options..
Page1of 7 172words [[¥ English (United States) 3 Ed B - ¥ + 100%
Figure 7: Title and subtitle
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Headings and paragraphs
Use the paragraph styles "Heading 1", " Heading 2" and so on according to the structure of
your document and take care that you do not skip any level.

Reason

Headings are important for quick navigation within your document — especially for users
of assistive technologies (AT).

Now you can type headings and paragraphs. Again, you can just overwrite the existing
headings and paragraphs.

AutoSave (@ Document!.docx Sign in cal =
File Home Insert axesPDF View References Design Layout Review Developer Help GrindEQ Math Acrobat 2 Tell me ¥ Share - Comments
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B G Spratt <1 — | [ Gridlines EEI Multiple Pages i e =L <
Read Print  Web Learning | Vertical Side Zoom 100% New Arange Split Switch Macros | Properties
Mode Layout Layout Tools to Side Navigation Pane +- Page Width Window ~ All [E] Windows ~ 2
Views. Immersive | Page Movement Show Zoom Window Macros SharePoint -~
Navigation v o8 Styles Vo8
Search document P~ Heading 1 1
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hesings s res | ~My-first-Headingf1q] Hoading 2 -
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Content Heading 3 1
4 My first Heading 1 «My-Heading-2
4 My Heading 2 Heading 4 1
This is a Heading 3 Paragraph-which-belongs-to-Heading 2.y .
Tables Heading 5 1
Figures and charts = This-is-a-Heading-3q ’
4 Lists = List T
Bullet paint list This-is the-third-paragraph.{ .
Bullet point list with list co... - List2 L
MNumbered list .
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= List4 T
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/| Show Preview
Disable Linked Styles
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Page3of 7 172words [[R English (United States)  #3 Ed B - 1 + 100%

Figure 8: Headings and paragraphs

For further headings and paragraphs begin a new paragraph, e. g. the new paragraph "This
shall become a Heading 4".
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Document].docx Sign in =B -
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Figure 9: Headings and paragraphs — new heading 4

Afterwards assign the corresponding paragraph style to this paragraph by clicking on "Heading
4" in the Task pane: Styles. It is sufficient if you position the cursor in the paragraph (i. e. you
do not have to select the whole paragraph when assigning a paragraph style).
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Figure 10: Headings and paragraphs - Heading 4 was assigned

Please use hard and soft line breaks correctly:
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= Hard line break (Return key): begin a new paragraph
= Soft line break (Shift + Return-key): begin a new line within a paragraph

Tables

Overwrite the caption of the table, the table headers and the data cells with your values. You
can also delete rows or columns or insert new ones. Use right-click in a row or column and
select Menu option: Insert or Menu option: Delete.

AutoSave ( Document].docx Table Tools = —

File Home Insert axesPDF View References Design Layout Review Developer Help GrindEQ Math Acrobat Design Layout 52 Tell me [t =
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Figure 11: Example of a table

Figures and diagrams

Decide whether your graphics are relevant content or just decorative elements.
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Figure 12: Photo of a forest

3.6.1 Relevant content

Guide: Working with the master template

Anchor your figures in case they do not have the Layout option: In Line with Text. Click
therefore on the figure and then on the symbol for the layout options. A list will be opened

where you can select the anchoring.

Figure 13: Layout options of a figure

Add an alternative text in the Task pane: axesPDF — Role Mapping.
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AutoSave g = Docurment] docx ricureT. [N & 2 —
File Home Insert axesPDF View References Design Layout Review Developer Help GrindEQ Math Acrobat Format £ Tellme [t =
iz
01C)
o IS8 1f
Export Show Role Document | Info  Help

PDF | Mapping Settings

Document axesPDF ~

—| | axesPDF - Role Mapping v 8
Picture
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Alternative Text
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Page6of 8 176words [[Z  English (United States)  #3 Ed B - '] + 160%

Figure 14: Alternative text of a figure

Reason

Figures cannot be recognized by blind users. With the alternative text they have access to
the main issues of the figure.

3.6.2 Decorative elements

When a figure is a decorative element, then assign this element the role "Artifact" in the Task
pane: axesPDF - ROLE MAPPING.
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3.7.1
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Document] docx Drawing.. [|EEL =B

File Home Insert ‘axesPDF View References Design Layout Review Developer Help GrindEQ Math Acrobat Format P Tell me [t =

W=

s

=eE g OO

Export Show Role Document | Info  Help

PDF  Mapping Settings

Document axesPDF ~

axesPDF - Role Mapping v 8
Shape
Role
Artifact -
Alternative Text

Page6of 8 176words [[Z  English (United States)  #3 Ed B - '] + 160%

Figure 15: Decorative element blue rectangle
Lists
Simple lists

Type all bullet points in separate paragraphs. Then assign these paragraphs the paragraph style
"List".
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Documentl.docx

el = -

File m Insert axesPDF View References Design Layout Review Developer Help GrindEQ Math Acrobat P Tell me 1% Share 1 Comments
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Clipboard 1= Font n Paragraph 5] Styles 5] Editing Adobe Aaebat ~
Navigation % B - Styles %
J .Bullet-point-listq] /
Search document P~ + List T
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Content i LIStentryZﬂ . List3 T
4 Wy first Heading 1 - Llst-entry-3'ﬂ
4 My Heading 2 . - List4 T
4 Thisis a Heading 3 .- Llst-entry-4ﬂ
This shall become a... - Lists T
Tables
Figures and charts List Continue bl
4 Lists
Bullet point list List Continue 2 T
Bullet point list with list co...
Mumbered list List Continue 3 T
Link
List Continue 4 T
List Continue 5 T
/| Show Preview
Disable Linked Styles
A [#2] [A] [ options..
Page7of9 3of 176words [[Z  English (United States) 83 Ed B - '] + 160%
Figure 16: Simple list with bullet points
List Continue
When you want to add further paragraphs within one list entry (i. e. the further paragraphs
belong to this list entry), assign them the paragraph style "List Continue".
Reason
After converting the document to a PDF, the list entry will have two (or more) paragraphs
and will not be divided into separate lists.
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Figure 17: Simple list with bullet points and list continue

3.7.3 Multilevel lists

Type all bullet points in separate paragraphs. Then assign them the paragraph styles "List",
"List 2", "List 3", "List 4" or "List 5" (for numbered lists choose the paragraph styles "List

Number", "List Number 2" etc.).

AutoSave Dacument1.doc Sign in =
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Figure 18: Multilevel numbered list
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Tip

After you have defined the first list entry with the paragraph style "List Number" (or
"List"), you can use the Tab-key for the following paragraphs of the list. Example: you have
entered a list entry of level 1 and have begun a new paragraph — now you can just press
the Tab-key once and write a list entry of level 2 immediately. Please take care that you
do not skip one or more levels, because this would produce an illogical list.

3.8 Header and footer

Double click in the area of the header or footer. Now you can enter or edit text.

AutoSave (8 _0fF) -0 = Document].docx Header & F.. [JRIERRL) ca} =
File Home Insert axesPDF View References Design Layout Review Developer Help GrindEQ Math Acrobat Design R Tell me [t
D D ';:C:q) @ E K‘@ EI D [& Previous Different First Page 2 Header from Top: | 0.49" -
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Header Footer Page Date & Document Quick Pictures Online | Goto Close Header

- ~  Number~ | Time Infor Parts~ Pictures | Header = Show Document Text B insert Alignment Tab and Footer

Header & Footer Insert Mavigation Options Position Close -~
Navigation v o8 Styles Vo8
Search document P~ Header | Level 3 only 1. column T
Headings  Pages  Results Header | Level 4 bl
Header | Level 5 m

Content
4 Wiy first Heading 1

4 My Heading2 Data cell T
4 Thisis a Heading 3 i .
This shall become 2. apron
Tables _ _______________________________________________________________ Subtitle a
Figures and charts -
4 List
My-foote Title Ea
Bullet point list
Bullet paint list with list co. Header o
Numbered list B
ik Footer a
Hyperlink a
/| Show Preview
Disable Linked Styles
Al |A |A| | options..
Page7of 8 2waords [2 English (United States) &3 Ed B - '] + 160%

Figure 19: Edit footer

To insert the page number to the footer, click in the command group: Header & Footer on the
Button: Page Number and afterwards on the Button: Bottom of Page. Now a list opens and
you can select one of the given formats.

3.9 Character styles

If you want to format single characters or words within a paragraph in a special way (e. g.
colored or bold) it is very useful to have character styles defined. Character styles are applied
to individual characters or words that you select. In the Task pane: Styles, character styles
have a lowercase letter "a" beside them.
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First select the text parts you want to distinguish. Then click on a character style in the Task
pane: Styles, e. g. "Intense Emphasis". The selected text will be distinguished accordingly.
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Search document -
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’ m;u,m Rl - This-is-a-Heading 31[ SUBTLE REFERENCE a
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/| Shaw Preview
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Figure 20: Character style for a selected part of the text

An advantage of character styles is, that you are able to adapt all formatted text parts in your
document at once — just modify the according character style.
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4 Create accessible PDF document

Click in the Ribbon tab: axesPDF on the Button: Export PDF.

Create accessible PDF

PDF Filename
C:\Documents\Document 1. pdf

Document Title

Document tite

Main Document Language
Endlish (LSA) A

Open PDF Document in Default Viewer

[ ]rDF/A

Create Cancel

Figure 21: axesWord® - Dialog window "Create accessible PDF"

In this dialog window you can change memory location, filename of the PDF, document title or
main language if necessary.

Click on the Button: Create to generate the PDF document.
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5 Checking accessibility
You can easily check if your document is really accessible. Find a guide here:

https://support.axes4.com/hc/en-us/articles/202017888-Visual-check
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