
How to save your Word documents as an accessible PDF. 

 

If you are having trouble saving your Word documents as accessible PDFs, please 

follow these steps.  

1. Go to File>Save as 

2. Go to More Options 

3. In the “Save as Type” section select PDF. Another “options” button will 

appear. Click it. 

4. Another menu will appear on the screen with different options for saving 

your PDF. Make sure “Document structure tags for accessibility” is selected.  

Once you have completed these steps, your document will save as an accessible 

pdf. 


