Tech Ease 4 All

Adding Alt Text to Images in Microsoft
Word 2007

More specialized web authoring software such as
Adobe Dreamweaver creates more streamlined code
than Microsoft Word, and streamlined code makes
web pages load faster in the web browser. While it
may not be the best way to create a web page, many
people only use Microsoft Word as their primary web
authoring software.

If you only have access to Microsoft Word as your
web authoring software, you should make sure you
add alt text to the images in your Word documents.
Adding alt text to the images will ensure that these
images can be properly described to screen reader
users when they access the web pages created with
Microsoft Word on a web browser.

To add alt text to an image in Microsoft Word 2007:

1. Add the image to your document by choosing
Insert, Picture and locating the image on your
computer.
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2. Right-click on the image in your document and
choose Size.
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3. Select the Alt Text tab and enter your alt text in
the text area.
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Web browsers display alternative text while pictures are loading
or if they are missing. Web search engines use alternative text to
help find Web pages. Alternative Text is also used to assist users
with disabilities.

4. Choose Close to close the Size window.

To save your Word document as a web page, select
the Office button and choose Save As, Other
Formats.
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Save a copy of the document

['? > Word Document

= Save the document in the default file
format.
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Save the document as a template that can
be used to format future documents.

Word 97-2003 Document

Save a copy of the document that is fully
compatible with Word 97-2003.

Find add-ins for other file formats

@ Learn about add-ins to save to other
B

formats such as PDF or XPS.
Other Formats

Open the Save As dialog box to select from
all possible file types.

In the Save As window, choose Web Page from the
Save as type menu and select Save. You can then
open the document you just saved in your favorite
web browser.

To view the alt text added by Microsoft Word in
Internet Explorer 8, choose Page, View Source, then
locate the IMG tags in your document. Each IMG tag
will correspond to an image on your web page.



One important limitation of Microsoft Office 2007 is
that it does not make it possible to add null alt text.
Null alt text should be used for decorative images
such as bullets and dividers. This null alt text makes it
possible for screen readers to skip these decorative
images.

For additional tutorials, please visit our website at
http://etc.usf.edu/techease/4all/
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