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Series: and the NPS Inventory & Monitoring Program
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Introduction

The examples and procedures outlined in this document work best with MS Office 2010 or later and
Adobe Acrobat Pro 10 or later. Earlier versions of these software programs are not recommended.

This document provides guidance and procedures for generating accessible Adobe Acrobat (PDF)
documents per Section 508 of the Rehabilitation Act (Section 508). It was written as an informal
training and reference manual for NPS publication policy specialists working in the national NPS
Inventory & Monitoring Division office. Other NPS and Inventory & Monitoring Program offices
may also use these procedures to generate accessible PDF documents.

The procedures outlined in this document show the user how to use existing tools that are built into
MS Word and Adobe Acrobat Pro to automatically add website markup tags into documents
exported to PDF format. These PDF markup tags allow screen readers to correctly read the document
aloud to the visually and cognitively impaired (per Section 508 policy). PDF markup tags do not
change how pages print or look on the computer screen for sighted users.

This document is a work in progress. Please contact Fagan Johnson if you have any questions or see
something that needs to be changed.

Outline of the Suggested Procedures

1) MS Word documents should be formatted using the basic techniques outlined in this document.
Working examples of these procedures are also found in our document templates.

a) NPS Inventory & Monitoring Program briefs and small documents. Available for download
at: http://science.nature.nps.gov/im/reports/index.cfm?tab=0&BriefsTemplates=open#BriefsTemplates

b) NPS-wide Natural Resource Technical Report (NRTR), Natural Resource Report (NRR) and

Natural Resource Data Series (NRDS) report series. Available for download at:
http://www.nature.nps.gov/publications/nrpm/nrrortr.cfim

2) Use the PDF export techniques outlined in this document, and in our document templates, to help
make sure that the required website accessibility tags are automatically exported into the final
PDF version of the document.

3) Open the PDF document in Adobe Acrobat Pro and use the guidance document I&M Adobe
Acrobat Pro Guidance for Making PDF Documents Section 508 Accessible to make sure that
each page in the final PDF is Section 508 accessible.



http://www.section508.gov/
mailto:fagan_johnson@nps.gov
http://science.nature.nps.gov/im/reports/index.cfm?tab=0&BriefsTemplates=open#BriefsTemplates
http://www.nature.nps.gov/publications/nrpm/nrrnrtr.cfm
http://science.nature.nps.gov/im/reports/docs/IM_PDF_Accessibility_Using_AcrobatPro.pdf
http://science.nature.nps.gov/im/reports/docs/IM_PDF_Accessibility_Using_AcrobatPro.pdf

Contents

Page
INEEOAUCTION ...ttt e et e et e et eebe e seeesseenseessaessseensaessaeesseenseessessseenseeseens 1
Outline of the Suggested ProCedUIes...........coeviiiiiiiiiiiiciieecieeee et eeeee s 1
MS WOTd PrOCEAUIES ..ottt ettt sttt st ettt et sb e et eae 3
Use Font Styles for All Text EISMENtS..........ccooviieiiiiiiiiieieeciie ettt e 3
To See and/or Edit the Font Settings for an Individual Font Style (changes are
AOCUMENE-WIAC) ..ottt ettt ettt e et e e teessaeenseesseesseeenseenseenseeanseenseenseenns 4
To Choose or Change the Font Style Attributed to a Line or Paragraph...........ccccceceevvennennen. 5
To Change Font Settings for a Single Line or Paragraph without Altering the Font
Settings for Text in Other Parts of the Document that Are Attributed to that Same
FONE SEYIE oottt ettt e et e bt e st e et e et e e s seeense et eensseenseenseenseeennenn 7
About Font Styles Used for HEadings .........c.eeeeiiieiiieeiiieciieeiecete ettt 7
About the Font Styles Used for Default Paragraph TeXt.........ccceeviverienieeiiienienieeieeeeeeeenen 9
About the Font Styles Used for Template Captions.........cceeceevueeiereeiieniesienieieseeeeeeeseeenean 10
Guidelines for Graphic Elements (photographs, maps, charts, €tc.) ........cccecvevieriienrieeneeniennnen. 11
Maintaining Graphic Quality on Multiple COMPULETS ........cceevverieriiriiniieieriieieseeeeeeieeen 11
Adding Alternate Text to Graphic Elements (mandatory for all graphic elements:
photographs, maps, Charts, €C.) ....ccuiriiriierierieeieeeese e s 12
Wrapping Page Text around a Graphic and its Caption ..........cceecvereeiereeiienienieneeeseeeeenen 14
Choosing Colors to Convey INformation ...........ccoeceerieriieiienierieeiceeere e 16
Formatting Tables in MS Word for Section 508 Accessibility Compliance...........cccccceevveennennee. 16
Basic Table Design for Section 508 AccesSiDility ......c.eeecvieiviiieiiieeieeecieeee e 17
Formatting Tables that Span Multiple Pages..........ccccoevieriiiiiieiieieeeeece e 19
Wrapping Text around @ Table.........cc.ooiiiiiiiiiiieiee e 24
Exporting the Final MS Word Document to Adobe Acrobat Format (.pdf) .......ccccvevveriennennne. 25
Option 1. Export to PDF Format Using the Adobe PDF Maker Add-in (preferred)........ 25
Option 2. Export to PDF Format Using the Default MS Word and Adobe Acrobat
SAVE AS OPHOM ettt ettt et ettt et e e et e eat e s st ebesae e beentenbeentenbeeaee 32
RETCIEIICES ...ttt ettt e b e e ste e e e e e be e seessseesseesseeesseenseesseeesseensaenseesseennsenn 36



MS Word Procedures

Working examples and additional guidance for most of the procedures outlined in this chapter are
also provided in the latest MS Word templates for:

NPS Inventory & Monitoring Program briefs and small documents. Available for download at:
http://science.nature.nps.gov/im/reports/index.cfm?tab=0&BriefsTemplates=open#BriefsTemplates
NPS-wide Natural Resource Technical Report (NRTR), Natural Resource Report (NRR) and
Natural Resource Data Series (NRDS) report series. Available for download at:
http://www.nature.nps.gov/publications/nrpm/nrrortr.cfim

When using MS Word 2010 or later (earlier versions are not recommended), making the final PDF
file accessible for reports generated in MS Word is relatively easy. Just make sure to:

1))

2)

3)

4)

Use MS Word font Styles that are set to export to PDF format using accessibility tags (see
subchapter: MS Word Procedures / Use Font Styles for All Text Elements).

Format your graphic elements to meet Section 508 standards (see subchapter: MS Word
Procedures / Graphic Elements).

Design tables to be accessible in the final PDF (see subchapter: MS Word Procedures /
Formatting Tables in MS Word for Section 508 Accessibility Compliance).

Export the final MS Word document to PDF format in a way that ensures that accessibility tags
are exported to PDF correctly (see subchapter: MS Word Procedures / Exporting the Final MS
Word Document to PDF Format).

This document is a work in progress. Please contact Fagan Johnson if you have any questions or see
something that needs to be changed.

Use Font Styles for All Text Elements
All text elements should be assigned to MS Word font Styles.

Using font Styles is the simplest way to make sure that you use NPS-approved font faces (Times
New Roman and Arial fonts for MS Word report documents; or NPS Rawlinson and Adobe
Frutiger for resource briefs, brochures, etc.), and consistently apply text attributes throughout MS
Word documents.

The only instances where other fonts are allowed in documents that were generated using MS
Word are for:

o Text found inside figures and/or images (especially dynamic images controlled in an external
computer program like MS Excel, SigmaPlot, etc.).

o Complicated mathematic formulas (suggest you use the Tnsert / Symbol or the
Insert / Equation tools).

o Raw computer program output and/or emphasizing procedural steps (use Courier New font).

Please avoid adding lines of text with no font Style assigned to them, because they will
occasionally export to Adobe Acrobat format as Calibri and/or Cambria fonts (the default fonts


http://science.nature.nps.gov/im/reports/index.cfm?tab=0&BriefsTemplates=open%23BriefsTemplates
http://www.nature.nps.gov/publications/nrpm/nrrnrtr.cfm
mailto:fagan_johnson@nps.gov

packaged with Windows 7-8 and MS Office 2010-2013). Calibri and Cambria fonts do not meet
NPS Graphic Identity policy standards.

To See and/or Edit the Font Settings for an Individual Font Style
(changes are document-wide)
1) Select the line of text that you want to investigate, and on the Home tab, click the small icon

located in the bottom right-hand corner of the Sty les section.
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This should open the main Styles menu. The font St yle assigned to the selected text now will
be highlighted.
Note: Depending on your local settings, this window will either span the entire right-hand side of

the MS Word window (as shown above), or appear as a pop-up type box (if so, we suggest that
you drag and dock it along the right-hand side of the MS Word window).

2) Inthe main Styles menu, right-click on the highlighted font Style, and select the Modi fy

option.
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3) The next screen shows the main font setting tools.
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4) Click the Format button to see the other format options for that font Style (paragraph indents
and spacing rules, borders, tabs, etc.).

As long as you use NPS proprietary fonts, and assign that text to a font St y1e, you may edit and

update the font and related text effects as desired.

To Choose or Change the Font Style Attributed to a Line or Paragraph

1) With the Styles window already open (see sub-chapter: Introduction / About the Fonts & Font
Styles Used in this Template / To See and/or Edit the Font Settings for an Individual Font Style)
Select the text that you want to change.
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Note: special formulas are the only instance where fonts otherthan Times New Roman and Aral
are allowed in NRR reports. In this caze, compliance with section 308 ofthe Rehabilitation Act
tnumps NPS graphic identity policy font nules.

Format Guidelines for Tables (Style: nrps Heading 2)

While we are very flexible with table formatting, we recommend that you use simple treatments

similar to those shown in the examples below. These strategies aveidmany common format and

layout problems_ software bugs, and are more compliant with Section 508 ofthe Rehabilitation Act

+ We suggest that evervone editing the final version of a document that contains tables use MS
Office 2010-2013, and that the document always be saved to.docx file format.

* Itisagoodidea to create and format all tables directly inside the same MS Word document.
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2) At the bottom of the Styles menu, click the Options menu item.
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3) On the next pop-up screen, choose the A11 Styles optioninthe Select styles to
show list, the Alphabetical option fromthe Select how list is sorted 1ist,
and click the 0k button (this shows all font Styles — not just the ones currently being used - the
default MS Word setting for Styles).

4) Back on the main Styles menu click the font Sty le in the list that you desire. The example
below shows an example for changing a line already using font Style nrps Heading 2 to font
Style nrps Normal.
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To Change Font Settings for a Single Line or Paragraph without Altering the Font
Settings for Text in Other Parts of the Document that Are Attributed to that Same Font

Style

1) With the Styles window already open (see sub-chapter: Introduction / About the Fonts & Font
Styles Used in this Template / To See and/or Edit the Font Settings for an Individual Font Style)
Select the text that you want to change.
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2) Make sure that the text was assigned to an existing font Style (required for clean export to PDF
format and Section 508).

3) Ifit does not have a font Style, pick one from the list.

4) Use the Home / Font tools to change the font settings, the Home / Paragraph tools to
change the paragraph indents and spacing settings, etc.
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This will just change the text attributes for the selected text (will not impact other parts of the
document using that font Style).

About Font Styles Used for Headings

Section headings in NRTR, NRR, and NRDS report templates, and in I&M brief and brochure
templates, use custom font Styles that are based on (attached to) the default MS Word font Styles
Heading 1-b5. This arrangement helps to ensure that, in the final PDF, the report headings are
tagged to be read as headings by software for the visually-impaired (Section 508).

Note: using the default MS Word font Styles Heading 1-5 themselves is not recommended,
because they occasionally export to Adobe Acrobat format as Calibri font (the default

heading font packaged with Windows 7-8 and MS Office 2010-2013). Calibri font does not
meet NPS Graphic Identity policy standards.




As long as you use NPS proprietary fonts, and assign that text to a heading font Style, you may edit
and update the heading font and related text effects as desired.

If you decide to your own custom font Styles for headings, make sure that they are also based on
(attached to) the default MS Word font Styles Heading 1-5 (Section 508). The basic steps for
attaching a custom font Style for a chapter heading (nrps Heading 2) to the corresponding
default MS Word font Style for a chapter heading (Heading 2) is shown below.

1) With the Style menu open, select/highlight the line attributed to the custom heading font Style.
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2) In the Style menu, right-click on the highlighted font Style and choose the Modi fy option.

3) On the next pop-up screen, select the appropriate default MS Word heading font Style
(Heading 1-5)fromthe Style Based on: drop-down menu.

Medify Style 2=
Properties

Mame: 2

Style type: Lin ph and character)

Style based on: 13 Heading 2

Style for following paragraph: | T8 nrps Normal

(]

Formatting
Arial El 11‘E” P |_
B===|== =1 & =

About the Fonts & Font Styles Used in this Template

Style: Linked, Quick Style
Based on: Heading 2
Following style: nrps Normal

Add to Quick Style list [7] Automatically update
@ Only in this document

() New documents bas

4) Click the OK button to save your changes.




About the Font Styles Used for Default Paragraph Text
Default paragraph text in NRTR, NRR, and NRDS report templates, and in I&M brief and brochure

templates, use a custom font Style that is based on (attached to) the default MS Word font Style
Normal. This arrangement helps to ensure that, in the final PDF, the report headings are tagged to
be read as paragraph text by software for the visually-impaired (Section 508).

Note: using the default MS Word font Style Normal itself is not recommended, because it
occasionally exports to Adobe Acrobat format as Cambria font (the default paragraph font
packaged with Windows 7-8 and MS Office 2010-2013). Cambria font does not meet NPS
Graphic Identity policy standards.

As long as you use NPS proprietary fonts, and assign that text to a paragraph font Style, you may edit
and update the paragraph font and related text effects as desired.

If you decide to use your own custom font Style for default paragraph text, make sure that it is also
based on (attached to) the default MS Word font Style Normal (Section 508). The basic steps for
attaching a custom default paragraph font Style (nrps Normal) to the default MS Word font Style
paragraph text (Norma 1) is shown below.

1) With the Style menu open, select/highlight a line/paragraph attributed to the custom font Style.

\Ei H9-d(+ .docx - Microsoft Word = = 53
Home | Insert  Pagelayout  References  Mailings  Review  View Acrobat o @
== ¥ Cut N P W o= . 1= e 4 Find ~
23 Cony Times New Rom - 11.5 - A° A" | Aa- | % =7 4= 7 S T saebccodt AaBb{ AaBbCel AaBbCDdl AaEbCcDAE  AaBbaidte 8 peplace
Paste o - WAL [EE ==t M bri . . . M bri ' Change |
T Frormatpainter | B L U abe X, x v-A-|EEEE|! TI&M brie.. TI&M brie.. TI&M Brie., TI&M brie.. T&M brief.. TI&M brie.. - WESQ_ s select =
Clipboard ] Font . Styles 2| Editing
Navigation e a5 & Lo Styles v x
Search Document P further instructions for the final PDF version of the report to the NPS Data Store “|'| nrps Logo T -
A : {online digital Tibrary an 7l application).
5 - v -
oo | &
wi i About the Fonts & Font Styies Used in this Template Update nrps Normal to Match Selection
CLLELL LR S a Al text elements in NRR reports should use Times New Roman and Asial 7 s N Modiy
Standard Operating Procedures [SOPs] [ = available fonts are provisionally approved by the NPS Graphic Identity progr: Select All: (No Data)
4 Abstract/Executive Summary (Style: nrps ... B and NRDS reports generated using MS Word. N Al (Mo Dt
About the Abstract/Executive Summa... = emove All: (No Data)
About this Template N The only instances where these fm:}[s are not requ1r:ed 1o be Delete nrps Normal...
Suggested Procedures for Using this... ° | nside charts ai]d-nr figures, complicated mathematie Remove fram Quick Style Gallery

2) In the Style menu, right-click on the highlighted font Style and choose the Modi fy option.

Continued on Next Page



3) On the next pop-up screen, select font Style Normal from the Style Based on: drop-down

Modify Style (-8 [esaf
Properties
Mame:
Style type Lin raph and character)
Style based on: T Mormal El
Style for folowing paraaraph: | T8 nrps Normal =]
Formatting
TimesNewRoman [+ 1L[x] B 7 U | EEEEEE -]
= = = = = = A= ¥=| = 55
BE=E===|===|1 = =
All text slements in NER szports should uss Times New Roman and Arial fonts. These
universally-svailable fonts sre provisionally spproved by the NPS Graphic Identity program.
for NRTR,
Font: Style: Linked, Quick Style
Based on: Normal
Add to Quick Style list [7] Automatically update
@ Only in this document  (©) New documents ba: this template

4) Click the OK button to save your changes.

About the Font Styles Used for Template Captions
Figure and table captions in NRTR, NRR, and NRDS report templates, and in I&M brief and

brochure templates, use custom font Styles that are based on (attached to) the default MS Word font
Style Norma1 (just like the default MS Word font Style Capt ion). This arrangement helps to
ensure that, in the final PDF, the caption text is tagged to be read correctly by screen readers for the
visually-impaired (Section 508).

Note: using the default MS Word font Styles Normal or Caption is not recommended,
because they occasionally export to Adobe Acrobat format as Cambria or Calibri fonts
(the default paragraph and caption fonts packaged with Windows 7-8 and MS Office 2010-2013).
Cambria and Calibri fonts do not meet NPS Graphic Identity policy standards.

As long as you use NPS proprietary fonts, and assign that text to a caption font Style, you may edit
and update the caption font and related text effects as desired.

If you decide to use other custom font Styles for captions, make sure that they are also based on
(attached to) the default MS Word font Style Normal (Section 508).

If you decide to use your own custom font Styles for figure or table captions, make sure that those
font Styles are also based on (attached to) the default MS Word font Style Normal (Section 508).
The basic steps for attaching a custom caption font Style (nrps Figure caption) to the default
MS Word font Style paragraph text (Norma 1) is shown below.
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1) With the Style menu open, select/highlight a line/paragraph attributed to the custom font Style.

@9 o= MRS blate v3.6.docs - Microsoft Word R
Home | Insert  Pagelayout  References  Mailings  Review  View veloper  Acrobat o @
== % Cut L. e L= s A 34 Find -
Arial T AN A = =R =120 T sasbceode AaBbCADA] AaBBCcDAE  Assbioee
[ &3 copy akbccpdi AaBb( AaBbcer AaBhCd GBBCCDdE . . 8 Replace
Paste : B 7 U-abe x, X WAL E $rw f¥ v | TIEMbrie. TISM brie., TI&MBrie., TI3M brie., 18:M brief .. TI&M brie., |- Change
- < Format Painter - = | Styles - | b Select -
Clipboard u Font 0 5 Styles | Editing
Navigation e a5 e L g [ Syles v x
Search Document P~ E 200 = Surok Point “| | rrps Contents sop T -
= H
iElE P i  coudy Cape
B = - < 100 Update nrps Figure caption to Match Selection
Appendices or Appendixes (optional] (5t.. =/ || 50 S Modity I}
- q  Modify...
Standard Operating Procedures [SOPs) (... . o . M -
. . - Select All: (No Data)
4 Abstract/Executive Summary (Style: nrps ... - 1976 1986 2! 2011 2012
About the Abstract/Executive Summa.. Remove All: (No Data)
About this Template o Delete nrps Figure caption...
. N Figure 1. Example of the most basic and sable way to add a fj i .
5 ted Procedures for Using this... - Remove from Quick Style Galle
o= R AR S L . caption). All graphic elements must have alternate text ter: Methods / Guidelines for Q A H dry 7 o
Acknowledgments (or similar) {optionall || _| |- Graphic Eiements / Adding Alternate Text fo Graphic ction 502).This figure was saved as a [ | | frps Heacing =

2) In the Style menu, right-click on the highlighted font Style and choose the Modi fy option.

3) On the next pop-up screen, select font Style Normal fromthe Style Based on: drop-down

menu.

[ |

Modify Style
Properties
Mame:

Style type Link -aph and character)

Style based on: T Mormal

[[+]

Style for following paragraph: | 3 nrps Normal

Formatting

TmesNewRoman [+] 1L[+] B 7 U | EEE— |

iE is

3
Tl
e
Tl

All text slements in NRR seports should use Times New Roman and Arial fonts. These
i ilable fonts are provi Iy spproved by the NPS Graphic Identity program.

for NRTR,

Font: Style: Linked, Quick Style
Based on: Normal

Add to Quick Style list [7] Automatically update
@ Onlyin this document  (7) New documents b this template

4) Click the OK button to save your changes.

Guidelines for Graphic Elements (photographs, maps, charts, etc.)
While we are very flexible with the format and layout of graphic elements, we recommend that you

use simple treatments similar to the examples provided here and in our document templates.

For more complicated layout techniques with graphics than those found here or in our document
templates, we strongly recommend that you use Adobe InDesign instead of MS Word.

Maintaining Graphic Quality on Multiple Computers
To keep MS Word from degrading the print quality of your images, make sure that each person that

opens the final document checks to see that the default MS Word image compression settings are
turned off (automatically sets images to a low 220 dpi image resolution). To do this:
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1) Choosethe File /Options menu option.

@| H 9 NRR_Template_v3.5.docx - Microsoft Word = = 2
layout  References Mailings Review  View  Developer  Acrobat - @

|l save

Save As

pf| Word Cptions

¥ REED DUIES G110 TIOTHOETS WITETT PastiTyg CEAT WitlT REEP TEAT Gy UpTon

[] Use the Insert key for paste

D:\Re General
o Save as Adobe PDF

Display Show Paste Options button when content is pasted
Open > -
& or Proofing Use smart cut and paste -_Settlﬂgs.‘.

[ Close
Save Image Size and Quality | @] NRR_Template_v3.5.docx E

Language

[ Discard editing data ()
Do not compress images in file
sl}d:faulttarget outputte: 220 ppif~ | T

ow document content

Print Show background colors and images in Print Layout view

"\ Show text wrapped within the document window

m

Save & Send [7] show picture placeholders )
Show drawings and text boxes on screen
Help Show text animation B
[] show bookmarks
[T] Show text baundaries
B et s [] show crop marks

[] Show field codes instead of their values

Field shading: | When selected [~ |

[] Use draft font in Draft and Qutline views
Name: | Courier New

Size: 10
Font Substitution...
Display

Show this number of Recent Documents: 25

Show measurements in units of: Inches [=]

Cancel

N

2) On the next screen, left-click on the Advanced option, make sure that the Tmace anp S1zE
QuaLITY / DO NOT COMPRESS IMAGES AND FILE box is checked, and click the OK button.

Adding Alternate Text to Graphic Elements

(mandatory for all graphic elements: photographs, maps, charts, etc.)

All images must have alternate text (per Section 508). Alternate text is read aloud by screen
readers for people with visual and certain cognitive disabilities. The alternate text should be
descriptive enough to effectively replace the graphic for users that cannot see the graphic
element.

For documents that contain more than a handful of graphic elements, adding alternate text while in
MS Word is the fastest and most efficient way to make sure that all graphics in the final PDF have
alternate text.

Continued on Next Page
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1) Left-click with your mouse on the image object to select/highlight it.

Standard Operating Procedures (SOPs) (... &

4 Abstract/Executive Summary (Style: nrps .. .
Abaout the Abstract/Executive Summa... -
Acknowledgments (or similar] {optional... .
List of Terms, Small Glossary, Acronyms, .. &

4 Introduction (or similar] (Style: nrps Hea... .
About NRR Reports (Style: nrps Head... -
About the Introduction Section in N... .
Basic Font Rules for NRR Reports [St... ‘*
About the Default Paragraph Text (St.., .
About Template First Order Heading... =

1976 1986

2007

2009

Year

2011

2012

and DescripTion fields).

o Consistently set your

Figure 1. Example of a basic bar-typechart (Style: nrps Figure caption).

»  Altemate text should also be addedto all images to make them Secti
on theimage => FORMAT PIcTURE => ALT TEXT=> add desired alte

+  Applying Style “wrps Figure caption” to all figure ¢;

[
31
2
|

=

Change Picture...

Navigation - X EJL T é N i T2 i EEET IRy
Search Document 2 =) - |4 &3
e 501" = e
3 [0 [= - - |4 o R
2l oo | = B
= =H: i & ot
Contents [Style: nrps Contents) . 7; T 53 Copy
Contents (continued) 2 3 T @, Past (:Pl\ons:
Figures (Style: nrps Heading 1) . g | ﬁ E
. B 200 | = Surok P
Tables (Style: nrps Heading 1) _ 5 o
i " : £ 150 ¢  Cloudy -
Appendices or Appendixes (optional) (St...|| | 3 100 1 Save as Ficture..
50 -
o M

Hyperlink...

Insert Caption...
Wrap Text >
Size and Position...

Format Picture...

» [

Styles

4
x

nrps Heading 150P
nrps Heading 2

nrps Heading 2 appendix
nrps Heading 2 S0P
nrps Heading 3

nrps Heading 3 appendix
nrps Heading 3 50P
nrps Heading 4

nrps Heading 4 appendix
nrps Heading 4 S0P
nrps Heading 5

nrps Horizontal rule

nrps Hyperlink

nrps Inside covers

nrps Instructions

nrps Literature cited
nrps Loga

nrps Normal

>

nrps Normal single line

ARARREE2REAaaRBaaRGaalma

nrps Subtitle

nrps Series name/number T |~

1

2) Right-click with your mouse on the selected image, and the next pop-up screen choose the
Format Picture option.

3) On the next screen, choose the A1t text option from the left-hand navigation.

Al Alt Text
Line Color Title:
Line Style Figure 1
Shadow Description:
Figure 1. Example of a ba:
Reflection caption) |
Glow and Sof

3D Format

images, an
with vision o
understand

Text Box

Alt Text

rnative, text-based

's who may not be able to see or

e chart (Style: nrps Figure

contained in tables, diagrams,
ormation is useful for people

a disability and is used to
=ar the description of the

4) Add a short description to the Tit1e field (Figure 1, Table 3, etc.), a longer description to
the Description field (many people use the caption), and click the CIose button to

finish.
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Figure 1. Example of the most basic and stable way to add a figure to a report (Style: nrps Figure
caption). All graphic elements must have alternate text (see sub-chapter: MS Word Procedures / Guidelines
for Graphic Elements / Adding Alternate Text to Graphic Elements) (Section 508).This figure was saved as a
separate .jpg file and added using the Tnsert / Picture menu option (best for maintaining image
quality) to a text line using font Style nrps Normal single 1ine, the figure caption was placed on the
very next line, and the Picture Tools / Wrap Text properties used the default setting for inserted
images (In l1ine with Text — this combination promotes very consistent spacing between the image
and the caption, and has the most predictable behavior as you continue to edit and update the rest of the
document).

Wrapping Page Text around a
Graphic and its Caption
A very stable and reliable way to wrap text

around a graphic element and its caption is
provided below.

1) Add the graphic element directly to the
page itself (not inside a text box), and
set the:

a) For Raster Images (see: Photo 2):
The Picture Tools /

Photo 1. Simple photograph and caption example
Format / Arrange / Wrap (Style: I1&M Photo caption). All images must have
Text option should be set to alternate text (see sub-chapter: MS Word Procedures /
Guidelines for Graphic Elements / Adding Alternate Text to
Graphic Elements) (Section 508).

Square.

b) For MS Word Chart Objects
(see: Figure 2): The Chart
Tools / Format / Arrange / Wrap Text option should be setto Square.

c) For MS Office Draw Objects and Dynamic Graphic Objects from Outside MS Word
(no example): The Drawing Tools / Format / Arrange / Wrap Text option
should be set to Square.
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2) Add the caption to a new text box located
immediately below the image.

3)

a)

b)

d)

Make sure that the text box has no borders or
background colors.

Set the text box to be the same width as the
graphic.

Set the internal margins of the text box to zero
on all sides.

i) Right-click with your mouse on the text

box, and on the next pop-up box, choose
the Format Object option.

ii) Near the bottom left-hand side of the next
screen, select the Text Box option.

iii) Setthe Tnternal Margin values to
zero on all sides (Left, Right, Top, and
Bottom), and left-click on the Close
button.

Place the text box flush with the bottom left-
hand corner of the graphic.

Set the Drawing Tools / Format /
Arrange / Wrap Text option to
Square (matching the Wrap Text settings
of the image above).

Group the image and text box together.

a)

b)

Holding down the Shift key on your
keyboard, left-click with your mouse on both
the graphic and the text box.

i) Both the graphic and the text box with the
caption should be selected/highlighted.

i1) If you cannot select both, then one of your
object Wrap Text settings is not set to
Square (see steps 1-2 above).

Right-click with your mouse on one of the
selected/highlighted objects, and on the next
pop-up screen select the Group / Group
menu option.

While the grouped objects are still
selected/highlighted as a unit, open the
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Figure 2. Example of a dynamic chart
created in MS Word using the Insert /
Chart menu tools. You can usually copy
and paste dynamic graphic objects directly
into MS Word from other MS Office programs
(Excel, Access, PowerPoint, etc.), SigmaPlot,
and other statistical or graphics programs
that have an export to MS Word format
option.

All images must have alternate text (see sub-
chapter: MS Word Procedures / Guidelines for
Graphic Elements / Adding Alternate Text to
Graphic Elements) (Section 508).

Text and lines found inside dynamic chart
objects in MS Word often export to PDF
format much more cleanly than rasterized
images (.tiff, .jpg, .bmp, etc.).

The Chart Tools / Format / Wrap
Text option was setto Square. The
caption was added to a Text Box that
was positioned immediately below the chart
(text box has no borders, is the same width
as the image), and that has the Drawing
Tools / Format / Wrap Text
option setto Square (the same wrap text
option used for the image).

The chart and text box were grouped
together (select/highlight both the image and
the text box -> right-click on one of the
selected elements -> on the next pop-up
menu, choose the Group / Group
option), and the distance from surrounding
text was set to 0.2 in on all sides from the
grouped objects (select/highlight the group ->
choose the Drawing Tools / Format
/ Wrap Text / More Layout
Options menu option -> on the next
screen make sure that the Wrapping
Style issetto Square, and set the
Distance from text to 0.2 in on
all sides).




Drawing Tools / Format / Arrange / Wrap Text / More Layout
Options menu tools.

d) On the next screen:
1) Setthe Wrapping Style tothe Square option.

i1) Setthe Distance from Text to the desired units (distance between the grouped
objects and the text wrapping around them — many prefer 0.2 inch on all sides).
iii) Click the OK button.

4) Move the grouped objects to the desired location in the document.

Choosing Colors to Convey Information
One of the clearest Section 508 statements concerning using colors can be found on the Web

Accessibility in Mind Section 508 checklist webpage (http://webaim.org/standards/508/checklist):

o The use of color can enhance comprehension, but do not use color alone to convey information.

e Be especially cautious of red/green color combinations. Make sure that color contrast is strong,
especially between text and background.

Here are some online tools that can help you to check images and colors for potential color blindness
issues.

Webaim Saturation Checker (http://webaim.org/resources/contrastchecker/): A more
traditional, and very reliable, tool that allows you to check colors after they are converted to
grayscale values.

Vischeck (http://www.vischeck.com/): An online tool that allows you to simulate colorblind
vision for individual image files.

ETRE Color Blind Simulator (http://www.etre.com/tools/colourblindsimulator/): An online
tool that allows you to simulate colorblind vision for individual image files.

Coblis — Color Blindness Simulator (http://www.color-blindness.com/coblis-color-blindness-

simulator/): An online tool that allows you to simulate colorblind vision for individual image
files.

Formatting Tables in MS Word for Section 508 Accessibility Compliance
While we are very flexible with the format and layout of tables, we suggest that you follow the basic

guidelines for adding tables to MS Word documents outlined below. The tables in this document and
in our document templates provide working examples of Section 508 compliant tables.

For documents that require more complicated table layout options than the example tables in this
document or in our document templates, we very strongly suggest that you use Adobe InDesign to
generate the report. Why?

e AsofMay 1, 2014 all tables found in new PDF documents that are distributed to the public on
NPS 1&M and NRPM websites must be made accessible to screen readers for the visually-
impaired (per Section 508).
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The tools used to export accessible tables from MS Word to PDF are rather simplistic and
unpredictable.

The tools used to export accessible tables from Adobe InDesign to PDF are much more robust
and stable.

For additional guidance, see the document: I&M Guidance for Creating Accessible PDF Documents.

Basic Table Design for Section 508 Accessibility

1) All tabular content with text or numerals must be in MS Word table format that is made up of

2)

3)

4)

individual table cells. Because software for the visually-impaired needs to be able to read the
words or numbers in the individual table cells aloud to the end-user:

a) Do not use graphic images or pictures of a table.

b) Do not use traditional typewriter formatting techniques (using tabs and spaces to separate
columns).

c) Do not add tables as dynamic objects that are still housed in external files or programs (MS
Excel, SigmaPlot, etc.).
1)  Why? Tabular information that is housed in external files always exports to PDF format
in a form that is nearly impossible to make Section 508 compliant.
i1) Here is a simple way to import tabular data from other files or programs to a MS

Word document:

e (Create a table in MS Word with the same number of columns found in the table
housed in the external file or program.

e Select and copy all of the table cells from the other file or program.

e Select/highlight the last row in your MS Word table, and paste the information using
the Home / Paste / Merge Table menu option (MS Word will
automatically add the new rows onto the bottom of the table for you).

Keep in mind that screen readers for the visually-impaired read each cell of the table aloud to the
end user in a rather simplistic fashion.

a) Starting with the top-most row, the contents of each individual table cell is read aloud from
left-to-right.
b) This process is repeated on each successive row, moving down the page, until all cells in the

table have been read aloud to the end user.

Tables should never span beyond the existing page margins. Adding graphics or tables that go
significantly beyond the page margins often causes pagination and other layout problems in M'S
Word, as well as Section 508 export errors in the final PDF.

Tables should never span beyond the existing page margins. Adding graphics or tables that go
significantly beyond the page margins often causes pagination and other layout problems in MS
Word, as well as Section 508 export errors in the final PDF.
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5) Make sure that the table header rows are marked in MS Word. This helps to ensure that they are
identified as table header rows by software for the visually impaired in the final PDF file. To
mark the header rows in MS Word:

a) Select/highlight all of the table row(s) that contain table header information.

[

[Smtn D msns 1 i e Tonin g adEn] Table Header
& ca 5 Table 055
E3 Copy

[{, Paste Options: 0.55

= méf @ 1.11(0.22)
¥ 111(0.22)

0.55

Insert »

Delete Rows

Select

1 Multiple Pages (Style: nrps Hea
M Merge Cells zes. NRR reports traditionallyinclu table caption on sec

HE Distribute Rows Evenly ffix “(continued)” added to the tabl ions on secondary pal

H  Distribute Columns Evenly  hisin MS Word 2007-2013. Detail tructions for doing th|
O Borders and shading pendix F of this template. This me much more stablean
I ;xt Directi 1esttext boxes in and around table 5.
|i Text Direction...
Cell Alignment , onthe first page, with the table cap dded to a merged top
AutoFit » etable.

@ Table Properties... I}

b) Right-click on the selected cells, and choose the Table Properties option.

c) Onthe Table Properties pop-up screen, go to the Row tab and check the Repeat
as header row at the top of each page box.

Table Properties

Row height is: | Atleast E|

Options
Allo cer
Repeat as header row at the top of each page

[A Previous Row ] [V Next Row

d) Click the OK button.

Note: This is the only method in MS Word that will export and mark table header rows to be
read correctly by software for the visually-impaired in the final PDF.
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Table 1. Basic example table, showing the suggested font Styles to use for tables in NRR reports
consistent (Style: nrps Table caption).

Table Header (Style: nrps Table header) Table Header Table Header

Table cell (Style: nrps Table cell)

Indented Table cell (Style: nrps Table 0.55 1.23
cell indent)
Indented Table cell (SE1) 1.11 (0.22) 2.22 (0.33)

'Standard Error (Style: nrps Table note)

Table 2. Another simple table example. We are very flexible with the formats and styles used for tables.
Just make sure that the table is not housed in an external program/file, and try to be consistent (Style:
nrps Table caption).

Table Header (Style: nrps Table header) Table Header Table Header
Indented Table cell (Style: nrps Table 0.55 1.23
cell indent)

Indented Table cell 0.55 1.23
Indented Table cell (SE1) 1.11 (0.22) 2.22 (0.33)

Formatting Tables that Span Multiple Pages
When tables span multiple pages: NRTR, NRR, and NRDS reports traditionally include the table

caption on secondary pages, and with the caption suffix “(continued)” added to the table caption on
secondary pages. The method below is a very reliable and stable way to do this.

1) Create your table like normal, letting it span to multiple pages as needed.

2) Create a new row at the top of the table, and select/highlight it.

WE9- 0 NRR_Template v3.5.docx - Microsoft Word | ‘ - 3 =
Home Insert Page Layout References Mailings Review View Developer Acrobat Design Layout @ e
= T . Tlat o L s == A 4 Find -
Bac Arial 2 A AT AT G EE N T o A BbCeD AaBbCcDdl AaBbicDAF  AsBbcOdee 2 peor
3 Copy — - 2, Replace
Faste B 7 U ~abe x, X . A S - e namM brig €. TI&M Brie.. TI&M brie.. I&M brief.. TI&M brie.. _ Change
+ < Format Painter — 7| styles- | b Select -
Clipboard Font ] Styles Editing
Navigation 'XEU(---I‘AW\ - J#E & . e 7o || Styles v x
Search Document L - B I “1 | rrps Heating 1 1 .
glE= - vl I : Ve S0 555 nrps Heading 1 appendix 7
— | % cut Value 000 000 nrps Heading 1 S0P T
Suggested Procedures for Using this... | B3 Copy Value 000 000 nrps Heading 2 13
Acknowledgments (or similar] (optional) = [ Paste Options: Value 0.00 0.00 nrps Heading 2 appendix 7
List of Terms (or similar - Glossary, Acron... — % S (A Value 0.00 0.00 nrps Heading 2 SOP T
4 Introduction [or similar] (Style: nrps Hea... = E Value 0.00 0.00 nrps Heading 3 puc:]
About the Introduction (or similar) S... -1 Lo A Insert Columns to the Left 0.00 nrps Heading 3 appendix 7
About this Template = Delete Rows El  Insert Columns to the Right 0.00 nrps Heading 3 SOP T
= - 0.00
Suggested Procedures for Using this... H Select B4 Insert Rows Above & nrps Heading 4 n
4 About the Fonts & Font Styles Used i... n B Insert Rows Below nrps Heading 4 appendix 7
To See and/or Edit the Font Settin... HI  istribute Rows Evenly Soa Insert Cells. nrps Heading 4 S0P L
P TR - B nickrineds calmne Fusniy nrps Heading 5 pE]

3) Right-click with your mouse on the selected row, and on the next screen choose the Insert /

Insert Rows Above menu option.
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4) Right-click with your mouse on the new row, and choose the Merge Cells menu options.

W90 NRR_Template v35.docx - Microsoft Word | - @ =
Home | Insert  Pagelayout  Refersmces  Mailings  Review  View  Developer  Acrobat Design s @
= ¥ Cut A — | = = 4 Find -
g Arial T9 T A A Aar I EEIE T awmoco bCeD AaBbCcDdl AaBLCCDUE  AaBhe:DdEe 8 Replace
E ~ Sac
Paste o : = i i ie.. _| Change
' S rormatrainter| B £ U abe %, X . TI&M brie.. 1&M brief .. TIEM brie.. - Shord® | Iy seiect -
Clipboard 5 Font 5 Styles 5| Editing
Navigation A (1] s - o g 7 [ Styles - x
Search Dacument P~ = nrps Heading 1 -
- _ nrps Heading 1 appendix 7
AEE « v |
— o0 nrps Heading 1 SOP T
Suggested Procedures for Using this... = 0.00 nrps Heading 2 1
Acknowledgments (or similar] (optional] B Paste Options: 0.00 nrps Heading 2 appendic 17
List of Terms (or similar - Glossary, Acron... L] E| oo nrps Heading 2 SOP T
H 0.00 0.00
. ; B ) 1 nrps Heading 3 1
Introduction (or similar) (Style: nrps Hea... I Tnsert ) 00 P o 93 1
- nrps Heading 3 appendix
Apout the Introduction (or similar) ... = Delete Rows 500 T
About this Template I oot o0 00 nrpsHeadng 350P
— eled 1a
Suggested Procedures for Using this... =1 B M el nrps Heading 4 -
H Merge Cells
4 About the Fonts & Font Styles Used i... % R nrps Heading 4 appendic 7
HT  Distribute Rows Even 15 nens Heading 450p L4

5) Edit and/or update the layout settings for the new cell as desired like normal (add/remove
borders, set cell spacing, change paragraph to left-justified, etc.).

6) Add your table caption to the new merged table cell, and make sure to apply font Style: nrps
Figure caption to it (this font Style automatically populates the table of Tables).

7) Make sure that the table header rows are marked in MS Word. This helps to ensure that they are
identified as table header rows in the final PDF (per Section 508 — see step & on page 17).

8) Select/highlight the last full table row at the very bottom of the first page, and choose the Table
Tools / Layout / Split Table menu option

@‘ = L ES late_v3.5.dogx - Microsoft Word ‘ b | = = 52
Home  Inset  Page Layou eview  View  Developer  Acrobat Design Tayout™ | o @
il E == . - i BEE A=z I:J Al fu f
|==2] 2]] Height: 0.19" - Distribute Rows f— ¥ ==
% E * ‘ﬁ == I Heig J£:3 SEE — 7 2= Jx
Select  View Properties  Delete | Insert Insert Insert  Merge Split  Split | AutoFit :‘_‘ Width: = t'u* Distribute Calumns Text Cell Sort Convert Formula
- Gridlines - Above Below Right, Cells  Cells Table - === Direction Margins ows to Text
Table Rows & Columns Merge h Cell Size Fl Alignment Data
Navigation > % (] ':"‘}"'1"\"2"“"'3'@"‘"4"""E[5"""‘6"‘I"'?"‘\P_'-|Styles v X
Search Document P~ Category Value 0.00 0.00 b nrps Heading 1 1 -
EREERI= - Category (¥l 000 000 nrps Heading 1 appendic T
Value 0.00 .00 nrps Heading 1 50P T

WE9- 0 NRR_Template v3.5.docx - Microsoft Word - B =
m_ Home Insert Page Layout References Mailin: Review View Developer Acrobat [~} 0
B colors + N = Y= Breaks -, Indent Spacing 7] o EY 1= aiign -

IS = [ : ] - Sl - ko
Fants = 3 Line Nu 5 Left 0" 1 = Before Opt : T8 Group
Themes Margins Orientation Size Columns ‘Watermark Page  Page e T e= —| Pesition 3| d Selection
- [O]Effects + s - ~ ~ b Hyphen, S Colar - Borders | S¥ Right: 0 T 3= After 10 pt : Te z Pane ik Rotate
Themes Page Setup Page Background Paragraph =
Navigation x| & CO S B N e N B S R S SR, A 7] [ L) - %
Search Document RS Value 0.00 0.00 “ | | nrps Heading 1 1 -
SEE o o - Value 0.00 0.00 nrps Heading 1 appendix T
= [E= & Value 0.00 0.00 rps Heading 1 50P T
For most NRR reports you only need to ... . Value 0.00 0.00 nrps Heading 2 1
For reports that will be viewed on a co... = Value 0.00 0.00 rrps Heading 2 appendix 17
Val 0.00 0.00
The NPS is a conservation organization, ... alve nrps Heading 2 SOP T
- Value 0.00 0.00
Note: With the next page scheme, you c... = nrps Heading 3 13
Tables (Style: nrps Heading 1) - nrps Heading 3 appendix 17
Photographs [Style: nrps Heading 1){opt... | nrps Heading 3 SOP hil
i 1
Appendices or Appendixes (optional} (St... ‘Cmeguw | Vae | o0 | ) | nrps Heading 4 3
tandard Onerating Procediras (SOPS) [ nrps Heading 4 appendix 17

10) Click the Enter key on your keyboard to add another blank line to the page. This extra blank
line will keep MS Word from automatically trying to re-join the two tables later.
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11) Place your cursor on the second blank line, and choose the
Page Layout / Break / Page option.

)l plate_v3.5.docx - Microsaft Word - B =
Hom, Page Layout | References  Mailings per  Acobat o @
Colors = E @ IE |:| Indent Spacing ] =2 LT_LI‘} |2 align -
Fonts ~ Page Breaks eft 0" S | 12 Before: 0pt : =l o & 18 Group
Themes Margins Orientation Size  Columns ] | o= = | Position Wrap  Brin Selection
- [O]Erffects ~ S = > S Page light: 07 T b= After  10pt s Tt [Fremere i Pane .k Rotate
s —— Mark the paint at which one page ends = = n
emes age Setup and the next page begins. T} aragrap Fl rrange
Navigation VXE‘JE c3 - -4 15 - ‘6 - R Styles A
- Column : - : - : : £
Search Document Pl Indicate that the text following the column 0.00 0.00 nrps Heading 1 fa -
— R break will begin in the next column. 500 500 rps Heading 13ppendx 7
o = & 0.00 0.00
=1 Text Wrapping nrps Heading 150 T
For most NRR reparts you only need to ... . Separate text around objects on web 0.00 0.00 nrps Heading 2 bic]
For reports that will be viewed on a o... = pages, such as caption text from body text. | 0.00 0.00 nrps Heading 2 appendix 7
0.00 0.00 )
The NPS is a conservation organization, ... . Section Breaks 55 55 nrps Heading 2 SOP T
Mote: With the next page scheme, you c... = Next Page nrps Heading 3 Ta
Tables (Style: nrps Heading 1) Insert a section break and start the new nrps Heading 3 appendix 7
Photographs [Style: nrps Heading 1)(opt... - section on the next page. nrps Heading 3 SOP T
Appendices or Appendixes [optional] (5t... . Continuous 00 00 nrps Heading 4 a
Standard Operating Procedures (SOPS) L. - Insert a section break and start the new nrps Heading 4 sppendic 7
- section on the same page. e aenn -
12) Delete the blank line at the top of the next page. This should place the new table at the very top
of the next page.
13) At the top of the first table on the previous page, select/highlight the table rows that contain the
caption and table headers.
Navigation ~ % |[] 7| Styles - %
Search Document P~ nrps Heading 1 1a «
E.I ] % - nrps Heading 1appendix T
- = nrps Heading 150P T
For most NRR reports you only need ta .. | [ nrps Heading 2 13
For reports that will be viewed on a co... B nrps Heading 2 appendix T
The NPS is a consenvation arganization, ... : nrps Heading 2 50F T
Note: With the next page scheme, you c... . nrps Heading 3 L]
Tables (Style: nrps Heading 1) 1| nrps Heading 3 appendix 7
Photagraphs (Style: nrps Heading 1]{opt. .. . & cut Eﬂ;g;é‘:g:mmﬂgﬁseewpe"mFf = nrps Heading 350 :;
Appendices or Appendixes (optional) (St... E3 copy % nrps Heading 4 =
Standard Operating Procedures (SOPS] [... [# Paste Options! R, s Heading 4 appendix 1
4 Abstract/Executive Summary (Style: nrps . ||| | [ % S A 0.00 nrps Heading 4 50P T
=5 3 i 1
About the Abstract/Executive Summa... 0.00 E| nrps Heading 5 =
Insert 0.00 nrps Harizontal rule T
Abaut this Template - i
Hyperii 1
Suggested Procedures for Using this... Qelete Rows ooo s rivperin =
14) Right-click on the selected rows and on the next pop-up screen, select the Copy option.
15) Select/highlight the top row of the new table on the second page.
- = NRR_Template v3.5.docx - Microsoft Word
d9-0s p = B =
“_Home Insert | Pagelayout | References  Mailings  Review  View  Developer  Acrobat | Design o @
B colors ~ E @ IE |:| W= Breaks ~ @ Indent 3 =2 EL‘% |2 align -
Fonts = 3 Line Numbers - : e 1pt : =t L & B croup
Theme Margins Orientation Size Columns Watermark Page  Page z ~| Position Wrap  Brir Selection
- [O]Effeats - - - - +  b¥ Hyphenation ~ - Calor~ Borders 1pt = Text~ Far Pane Sk Rotate
Themes Page Setup Fl Page Background £l Arrange
Mavigation x| ﬁ I 1 [P O RO BN O (6 JE ‘\P-_‘gjsty\es v x
. ;
Search Document o~ “| | nrps Heading 1 17 .
A - nrps Heading 1 appendix T
- nrps Heading 1509 T
For most NRR reports you only need to ... | nrps Heading 2 12
For reports that will be viewed on a co... nrps Heading 2 appendix T
The NPS is a conservation organization, ... i I Value 0.00 0.00 nrps Heading 2 SOP T
Mote: With the next page scheme, you c... & cut 0.00 0.00 nrps Heading 3 12
Tables (Style: nrps Heading 1) L] Category | 52 Copy o0 on nrps Heading 3 appendic 7
H . 0.00 0.00
Photographs (Style: nrps Heading 1j{opt... H [, Paste Options: o5 o nrps Heading 3 SOP hil
Appendices or Appendixes [optional) (St... - Category (& |F % | H A 000 Bl nrps Heading 4 ]
Standard Operating Procedures (SOPs) (... - 00 00 nrps Heading 4 appendic 1
4 Abstract/Executive Summary [Style: nrps .. = ot a Insert as New Rows (R] 0.00 0.00 nrps Heading 4 SOF T
— atego Ta
About the Abstract/Executive Summa... = oot 000 000 rrps Headig 5 =
| " o0 oo = | nrps Horizontal rule T
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16) Right-click on the selected table row and on the pop-up screen and choose the Tnsert as
New Rows icon (third paste option from the left).

17) Apply font Style nrps Table caption continued to the caption. This looks the same
as before, but will not automatically populate the table of Tables.

18) Add the suffix “(continued)” onto the end of the table title or the table caption as desired. A
working example is shown below.

Table 3. Example of a table that spans multiple pages. (Style: nrps Table caption).

Table Header
(Style: nrps Table header) Table Header Table Header Table Header
Value 0.00 0.00
Category Value 0.00 0.00
Value 0.00 0.00
Value 0.00 0.00
Category
Value 0.00 0.00
Value 0.00 0.00
Value 0.00 0.00
Value 0.00 0.00
Category
Value 0.00 0.00
Value 0.00 0.00
Value 0.00 0.00
Value 0.00 0.00
Value 0.00 0.00
Category
Value 0.00 0.00
Value 0.00 0.00
Value 0.00 0.00
Category
Value 0.00 0.00
Value 0.00 0.00
Category
Value 0.00 0.00
Value 0.00 0.00
Value 0.00 0.00
Category
Value 0.00 0.00
Value 0.00 0.00
Value 0.00 0.00
Value 0.00 0.00
Category
Value 0.00 0.00
Value 0.00 0.00
Value 0.00 0.00
Category
Value 0.00 0.00

A blank line below the table on the first page prevents the two tables from automatically merging later.
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Table 3 (continued). Example of a table that spans multiple pages. (Style: nrps Table caption

continued).

Table Header
(Style: nrps Table header)

Table Header

Table Header

Table Header

Value 0.00 0.00
Category Value 0.00 0.00

Value 0.00 0.00

Value 0.00 0.00
Category

Value 0.00 0.00

Value 0.00 0.00

Value 0.00 0.00

Value 0.00 0.00
Category

Value 0.00 0.00

Value 0.00 0.00

Value 0.00 0.00

Value 0.00 0.00

Value 0.00 0.00
Category

Value 0.00 0.00

Value 0.00 0.00

Value 0.00 0.00
Category

Value 0.00 0.00

Value 0.00 0.00
Category

Value 0.00 0.00

Value 0.00 0.00

Value 0.00 0.00
Category

Value 0.00 0.00

Value 0.00 0.00

Value 0.00 0.00
Category

Value 0.00 0.00

Value 0.00 0.00

Value 0.00 0.00
Category

Value 0.00 0.00

Value 0.00 0.00

Value 0.00 0.00
Category

Value 0.00 0.00

Value 0.00 0.00

Value 0.00 0.00
Category

Value 0.00 0.00

Value 0.00 0.00

Value 0.00 0.00
Category

Value 0.00 0.00
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Table 3 (continued). Example of a table that spans multiple pages. (Style: nrps Table caption

continued).
Table Header
(Style: nrps Table header) Table Header Table Header Table Header
Value 0.00 0.00
Value 0.00 0.00
Category
Value 0.00 0.00
Value 0.00 0.00
Value 0.00 0.00
Category
Value 0.00 0.00

Wrapping Text around a Table
Wrapping text around smaller tables is

relatively stable in MS Word, as long as you:

1) Add your table caption to a new merged
row in the top of your table. To do this:

a) Remove all background colors; and
borders from the left, right, and top of
the new table cell; and leaving any
borders below that cell as they were.

b) Add the table caption text to the new
row, and apply font Style nrps Table
caption to it (this is the text that will

Table 4. Example of wrapping text around a table.

(Style: nrps Table caption)

Table Header Table Header

(Style: nrps Table header)

Table cell (Style: nrps Table cell) 0.75
Indented Table cell (Style: nrps 0.55
Table cell indent)

Indented Table cell 0.04
Indented Table cell 1.11 (0.22)
Indented Table cell 0.55
Indented Table cell 0.04

look just like all other table captions, and automatically populate the table of Tables).

2) Right-click anywhere on the table, and choose the Table Properties option.

3) On the Table Properties pop-up box, click on the Text Wrapping / Around option, and

click the OK button.

4) Move the table to the page position that you desire.

5) Make sure that the table does not span more than about Y4-inch beyond the existing page margins.
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Exporting the Final MS Word Document to Adobe Acrobat Format (.pdf)

Option 1. Export to PDF Format Using the Adobe PDF Maker Add-in (preferred)
The Adobe PDF Maker add-in should be available on all 64-bit Windows 7 or Windows 8

computers with MS Office 2010-2013 that also has a fully-patched version of Adobe Acrobat Pro 10-
11. Microsoft and Adobe no longer fully support this add-in in older versions of MS Office or Adobe
Acrobat Pro.

This export option is preferred, because it more accurately tags page elements in the final PDF to be
read by software for the visually-impaired than with other export options.

1) Ifyou see the Acrobat tab at the top of your MS Word screen, then the Adobe PDF
Maker add-in has already been installed on your computer.

port,_nrss.docx - Microsoft Word o B =

W O ls WIFL_FII5

File Home Insert Page Layout References Mailings Review View
== .l = =5 = - L\)
= A A
'mj =l Wj -y ES| ';,j

Acrobat [A) e

Create Preferences Create and Mail Creste and 5end  Acrobat Embed
PDF Attach to Email Merge For Review Comments ~ Flash
Create Adobe PDF Create and Email Review And Comment Flash

If you have Adobe Acrobat Pro 10 or later installed on your computer, and do not see the
Acrobat tab, then the add-in has been disabled. To enable it:

a) Choosethe Fiile / Options menu option.

'WIFL_FIIS_SaltMarsh_2013_AnnualReport._nrss.docx - Microsoft Word = = 52

References Mailings Review View Developer Acrobat e

[l save

e i ation about WIFL_FIIS_SaltMarsh_2013_AnnualRep...

sToReviewh\2archive\wifl_satimarsh_12-2013VWIFL_FTIS_SaltMarsh_2013_AnnualReport._nrs...
4| Save as Adobe PDF

[ Open e
Permissions
f Close Anyone can open, copy, and change any part of this document.

Properties ~

Size 1.66MB

Recen Pages 48
New _ Prepare for Sharing Words e
[ ﬁ Before sharing this file, be aware that it contains: Total Editing Time 20 Minutes
Print Cha_(kfnr Document properties, template name, author's name, related dates and :“73 Hatlnnal Bark Semvice
cropped out image data ags
S Headers and footers Comments
Savelatsend Characters formatted as hidden text
Custom XML data Related Dates
Help Content that people with disabilities are unable to read Last Modiiled 127 DI ST
. Created 12417/2013 10:33 AM
Last Printed ©8/4/2013 7:52 AM

Continued on Next Page
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b) On the next screen choose the Add-ins / Manage: / COM Add-ins option and click
the Go button.

General

Trust Center

d manage Microsoft Office Add-ins.

lated Add-ins
Related Add-ins

ication Add-ins

Chicrosoft OfficelOfficel4\OFFRHD.DLL
Chicrosoft Office\Officel H\OFFRHDLDLL
.icrosoft Office\Officel\OFFRHD.DLL
Chicrosoft OfficelOfficel4\OFFRHD.DLL

..
T

oft Office’\Officel4\ONWardAddin.dll
microsoft shared\Smart Tag\MOFL DLL

Display
Proofing
Save Lacation Type e
Language . . ; ;
ice COM Addin . DFMakenOffice\PDFMOfficeAddin.dll  COM Add-in
Advanced Cho.microsoft shared\Smart Tag\MOFLDLL  Action
Choomicrosoft shared\Smart Tag\MOFLDLL  Action
Customize Ri . oft shared\Smart TaghIMCONTACT.DLL - Action
o osoft shared\Smart Tag\METCONV.DLL  Action
Quick Access Choomicrosoft shared\Smart Tag\MOFLDLL  Action
. osoft Shared\WSTON ActionsPane3.xsd XML Schema

m

Document Inspector
Document Inspector
Document Inspector
Document Inspector
XML Expansion Pack
COM Add-in

Action

Acrobat PDFMake

Mo compatibility infad
MProgram Files (x56)

Acrobat PDFMaker O

Addin

crobat 10.0\PDFMakenOffice\PDFMOfficeAddin.dll

COM Add-ins

[=]

Manage:

ok | [ cancel

¢) Make sure that the Acrobat PDF Maker Office

______ ffice COM Addin
OneMote Motes about Word Documents

Location: r\Office\PDFMOfficeAddin.dll

C:‘PmE Files (x86)\Adobe\Acrobat 10.0 =

Load Behavior: Load a rtup

COM Addin box is checked.

d) Click the OK button.
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2) The first time you use this add-in, it is a good idea to set up and save a set of custom export to

PDF settings on your computer. To do this:

a) Back onthe Acrobat tab, click the Preferences menu option.

@\ g ) LN WIFL_FIIS_SaltMarsh_2013_AnnualReport._nrss.docx - Microsoft Word
Home 1] ut References Mailings Review View Developer Acrobat
L] h = = -
& 5 & B B
Create Preferences Create and Mail Create and 5end  Acrobat Embed
PDF Attach to Email Merge For Review Comments ~ Flash
Create Adobe PDF Create and Email Review And Comment Flash

=

= &

> @

b) On the next screen, make sure that the: Create Bookmarks, Add Links, and
Enable Accessibility and Reflow with Tagged PDF options are checked.

7 Acrobat PDFMaker

Settings | Security I Word I Bookmarks

PDFMaker Settings
Conwversion Settings: | I&M Export

@ Use these settings to cre; ments for quality printing on desktop =

printers and proofers s can be opened with Acrobat and =

Appiicai

Create Bookmarks
Add Links
Enzble Accessibility and low with tagged Adobe

® ® 1987-2010 Adobe Systems sted and its licensors. All rights reserved
r\‘ Adobe, the Adobe logo, Acrg Adobe PDF logo, PostScript, and Reader are
either registered trademarks, Emarks of Adobe Systems Incorporated in the
Adobe Urited States andor otheg

0K [ Camcel ][ Hep |

c) Click the Advanced Settings button.

Continued on Next Page
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d) On the next screen, update the General, Images, etc. settings to meet your needs.

B Images )
B Forts !
u Colar Use these settings to create Adobe PDF documents for quality printing on desktop
u ad od printers and proofers. Created PDF documents can be opened with Acrobat and
kg Advane Adobe Reader 5.0 and later.
B Standards
File Options
Compatibility: | Acrobat 8.0 (FDF 1.7) -]
Object Level Compression: | Tags only -]
Auto-Rotate Pages: [Col.led.i\rely by File: v]
Binding: [Leﬂ v]
Resolution: W dots perinch
@ Al Pages
(©) Pages From: o
Embed thumbnails
Optimize for fast web view
Default Page Size
Show All Settings Height: 11.0
Sa\reﬂs...!zl [ ok | [ camedl | [ Heb |

e) Click the Save As button.

f) On the next screen, type in the PDF export file name into the File Name field, and click
the Save button.

I8M Export - Adobe PDF Sett

Save Adobe PDF Setting, (m=3a]
v L.« AppDa idobe » Adcbe PDF » Settings - |$¢ || Search Settings }J|
Organize v New fol B= - @
3% Favorites Date modified

4 Downloads ¥ 1&M Exportjoboptions 12/30/2013 9:2

%+ Dropbox
“El Recent Places

Bl Desktop

- Libraries
@ Documents

J‘ Music

[ Pictures

i Videos

1% Computer
&, Local (C)

File name: | 1&M Export]
Save as type: [Adobe PDF Settings Files (*,joboptions)

# Hide Folders
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g) Backonthe ..Export - Adobe PDF Settings screen, click the OK button to save
those export preferences.

18&M Export - Adobe PDF Settings

1&M Export
B General

Ml Images

Bl Forts L !
u Colar Use these settings to create DF documents for quality printing on desktop
[ Advanced printers and procfers. Created ocuments can be opened with Acrobat and
[ Standard Adobe Reader 5.0 and later.

andards

File Options

Compatibii 7 . -

Object Level Compressio

@ All Pages
(7) Pages From:
[ Embed thumbnails
Optimize for fast web

Default Page Size
Width: 8.5

[ Show All Settings Height: 11.0

[[Savess. | [ ok Rl [ Cancel | [ Hep

h) Back onthe Acrobat PDFMaker screen, use the drop down menu to select the name of
your new custom Conversion Settings file, and click the OK button.

- Acrobat PDFMaker

Seftings | Securty | Word | Bookmarks |

PDFMaker Settings
Conversion Seftings: = I

UUse these settin High Qual
printers and proghlld =1z
Civersized Pages
PDF/A-1b:2005 [CMYK)
View Adobe PDF &t pE /4 12005 (RGE)
Prompt for Adobe F PDEﬁ-;EZZDm
[¥] Convert Document PDF/X-4-2008
[C] Create PDF/A-1a:2 Press Qualty
Smallest File Size
Application Settings Standard

ing on desktop =
h Acrobat and =

ced Settings ..

‘ ek L d Dtabge " i T

[0k ] (e ) (o]

Note: The new Conversion Settings fileis permanently saved to that individual
computer, and be used to export any MS Word file to PDF format in the future.
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3) To export the MS Word file to PDF format using the saved Conversion Settings file:

a) Click on the Acrobat / Create PDF menu option.

WH9- Ul WIFL_FIIS_SaltMarsh_2013_AnnualReport._nrss.docx - Microsoft Word T
ayout References Mailings Review View Developer Acrobat & e
R == = -
& a2 F =T P
Creatt reate and Mail Create and Send  Acrobat Embed
PDF Attach to Email Merge For Review Comments = Flash
Create Adobe PDF Create and Email Review And Comment Flash
Create PDF VXEW"‘"-1‘--!--‘1-“!“-3"'"‘4-‘-!‘--5"‘"'6"',4,‘-‘ K Sty\s - X
Create Adobe PDF from current o~ = 2013 SummmyReportf = Clear All -
document . E canti T
aption
- v ; ?
@ Acrobat PDFMaker Office COM - Natural Resource Teclnical Report NPS/NCEN/NRDS—2012/396 Eooter 13
Addin - B
Press F1 for add-in help. - Header hC)
Contentc - Heading 1 Ta

b) To save the entire document, on the Save Adobe PDF File As screen, name and

save the file as you desire, and click the Save button.

[w] Save Adobe PDF File As
Savein:
= MName
e B
Recent Places
[ |
Desktop

Libraries

Computer

| wifl_satimarsh_12-2013

= WIFL_FIIS_SaltMarsh_2013_AnnualReport._nrss.pd

-

Note: It may take a few minutes

I

- to export your file to PDF format.

File name:
Saveastype:  [PDFfies ] [ Cancd The new file should automatically
(7] view resuit open in Adobe Acrobat Pro.

Continued on Next Page
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c) To save just one or more individual pages, on the Save Adobe PDF File As

screen, click the Options button.

(W] Save Adobe PDF File As 23]
Savein: ||| wil_satimarsh_12-2013 - @02 E
T MName - Date modified
""} = WIFL_FIIS_SaltMarsh_2013_AnnualRepol s.pdf 12/30/201310:02 ...

Recent Places

|
Desl;t(;p

L
Libraries

LY

Computer

File: name:

Save as type: [F‘DFﬁI&s

View result

d) On the next pop-up screen, set the desired Page Range options (A11, Current Page,
etc.), and click the OK button.

vert document information
ate PDF/A-1a:2005 compliant file
ble Accessibility and Reflow with tagged Adobe POF

Convert Word Headings to Bookmarks
Convert Word Styles to Bookmarks
[ convert Word Bookmarks

Comments

Page fange
oAl
(@) Current page

Selection

() Page(s) From: | 15
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e) Backonthe Save Adobe PDF File As screen, name and save the file as you desire,
and click the Save button.

(W] Save Adobe PDF File As
Savein | wifl_satimarsh_12-2013

I MName

"'} |l WIFL_FIIS_SaltMarsh_2013_AnnualReport._nrss.pdf
Recent Places

Desktop
Libraries
i
Computer

@

Network

Note: It may take a few minutes
to export your file to PDF format.

File name: FIIS SaltMarsh 2013 AnnualReport. nrss pdifid .

= The new file should automatically

D vewresutt open in Adobe Acrobat Pro.

<

Save astype [PDFﬁIes [ Cancel

4) If you desire to make the final document Section 508 accessible (not required for NRTR, NRR,
or NRDS reports - the Fort Collins office does this for you), open the PDF document in Adobe
Acrobat Pro, and follow the directions outlined in the document: Adobe Acrobat Pro Procedures
for Producing Section 508 Accessible PDF Documents. The basic steps are:

a) Usethe Tools / Accessibility / TouchUp Reading Order tools to check,
update, and order the accessibility tags on each individual page.

b) The document is ready when the only potential error message returned by the
Tools / Accessibility / Full check diagnostic tool is:
“Tab order may be inconsistent with the structure order.”

P (paragraph tag) : use this tag for all Paragraph Styles that will be used for any and all text
that is not a Heading or an Artifact.

H1- H5 (heading tags) : use these tags for all first through fifth order headings.

Artifact (background element that is skipped by screen readers) : use
this tag for all headers and footer text, and is sometimes used for figure captions.

Option 2. Export to PDF Format Using the Default MS Word and Adobe Acrobat Save As
Option

We only suggest this option when you cannot get the Adobe PDFMaker tools to work on your
computer.

The basic steps in the procedures outlined below should work on any computer with MS Office
2010-2013 and Adobe Acrobat 10-11 running on computers running 64-bit Windows 7 or Windows
8. The procedures are also similar on Mac/Apple computers running MS Office 2011-2013. Earlier
versions of these software programs are not recommended.

32



1) Choosethe File / Save As menu option.

IM_Brief_Template_green_icon.docx - Microsoft Word ‘ Table Tc

Page Layout References Mailings Review View Developer Acrobat Design

Information about IM_Brief_Template_green_icon

Save As . i . .
D\Reports Procedures\templatesi\l_working\word_briefs\IM_Brief_Template_green_icon.docx

.| Save as Adobe PDF

5 Open -
Permissions
[ Close @ Anyone can open, copy, and change any part of this decument.

Protect
Document =
O —

2) Onthe Save As screen, fromthe Save as Type: drop-down menu, select the select PDF

(*.pdf) option.

| W] Save As

Ex8
v| |. % Reports Procedures » templates A g » word_briefs » - |4¢|| Search word_briefs P|
@

Organize + New folder

B Desktop

o me Date modified Type

archive 12/6/2013 3:01 PM File folder

- Libraries ) . = ;
@ - . IM_Brief_Template_green_icon.pdf 12/24/201312:23 ...  PDFFile
ocuments
J‘ Music

[E5] Pictures

i Videos

18 Computer
&, Local (C)
—a Data (D:)
% CFlohnson Ofcv TUMAT\Users) (H:)
g IMD files 15816) (M:) 2

L)

File na vI_Brief_Template_green_icon.pdf

Save as type: |PDF (*.pdf)
Word Document (*.docx)
Word Macro-Enabled Document (*.dod
Word 97-2003 Document (*.doc)
Optimize Werd Template (*.dotx)
Word Macro-Enabled Template (*.dof
Word 97-2003 Template (*.dot)
PDF (*.pdf)
XPS Naorument (*.xnsl

Authors:

Continued on Next Page
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3) Clickthe Options button.

(W] Save As

%vl .. % Reports Procedures » tem

Organize = Mew folder

+ 1 working » word_briefs » - | ‘f| | Search word_briefs 2 |

Pl Desktop Mame Date modified Type

. archive 12/6/2013 3:01 PM File folder

9 Libraries ) ) .
=] IM_Brief_Template_green_icon.pdf 12/24/201312:23 ...  PDFFile

@ Documents
J‘F Music
(=] Pictures

B videos

18 Computer
&, Local (C)
—w Data (D:)
g% CFlohnson (WMinp2300fov TUMAL Users) (H:)
s IMD_files (\\inp2300fcwl5816) (M:) -4

mn 2

File name: IM_Brief_Template_green_icon.pdf

Save as type: | PDF (*.pdf)

Authors: Beer, Margaret Title: Add a title

Optimize for: @ 5Standard (publishing [

g S Options...
online and printing}

@ Minimum size [#] Open file after publishing

4) Set the desired Page Range options (A11, Current Page, etc.).
- 1 o
Page range

() Current page
" Selection

@) Page(s) From: |q =] To: [1

Publish what
@ Document
Document showing markup
Indude non-printing information
Create bookmarks using:
(@ Headings
Word bookmarks
Document properties
Document structure tags for accessibility
PDF options
[7]150 19005-1 compliant (POF/A)
Bitmap text when fonts may not be embedded
[~ Encrypt the document with a password

[ oK ﬂ[ Cancel ]

5) On the next screen, make sure that the following options are checked: Create bookmarks

using: Headings, Document properties,and Document structure tags

for accessibility.
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6) Back onthe Save As screen, click the Save button.

(W] Save As (=l
OE\J | , « Reports Procedures » templates » 1_working » word_briefs » - |¢¢| Search word_briefs p|
Organize » New folder = - I@l

v# Dropbox “ Name Date modified Type
£l Recent Places . = -
ml . archive 12/6/2013 3:01 PM File folder
Pl Desktop . ) .
Vot = F Y ‘_’—.bL g vflﬂEanif 12447 Rrile -

(publishing onnng)

“ Hide Folders Tools  ~ l Save L\s’l l Cancel ]

Note: It may take a few minutes to export your file to PDF format. The new file should
automatically open in Adobe Acrobat Pro.

7) If you desire to make the final document Section 508 accessible (not required for NRTR, NRR,
or NRDS reports - the Fort Collins office does this for you), open the PDF document in Adobe
Acrobat Pro, and follow the directions outlined in the document: Adobe Acrobat Pro Procedures
for Producing Section 508 Accessible PDF Documents. The basic steps are:

a) Usethe Tools / Accessibility / TouchUp Reading Order tools to check,
update, and order the accessibility tags on each individual page.

b) The document is ready when the only potential error message returned by the
Tools / Accessibility / Full check diagnostic tool is:
“Tab order may be inconsistent with the structure order.”

P (paragraph tag) : use this tag for all Paragraph Styles that will be used for any and all text
that is not a Heading or an Artifact.

H1- H5 (heading tags) : use these tags for all first through fifth order headings.

Artifact (background element that is skipped by screen readers) : use
this tag for all headers and footer text, and is sometimes used for figure captions.
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