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[image: H:\R&D\NIHR Branding\Logos\BioResource\BR NAVY - for white or light backgrounds - no white bkg.png]	Comment by NIHR Cambridge BRC: Alt text has been already been set on the logo – you do not need to do anything here. See below for more information about alt text


**This document is set out within a template and guide on the left to help you create an accessible document. Please read/ switch on the comments on the right hand side of the document to show tips on how to help you create an accessible document within this template.**	Comment by NIHR Cambridge BRC: Turn your navigation tab on:
 View
Print layout is selected (far left)
Navigation pane is ticked
Title - size  24

Subheading 1 - size 18	Comment by NIHR Cambridge BRC: You can copy these subheadings in the document and they will automatically be added on the navigation page. Whatever you change the title of the subheading it will automatically update in the navigation page. This subheading is size 18

Subheading 2 - size 14	Comment by NIHR Cambridge BRC: You can copy these subheadings in the document and they will automatically go on the navigation page. This subheading is size 14


Adding your own Subheading	Comment by NIHR Cambridge BRC: To insert your own subheading. 
Type the heading/ subheading
Under home tab, on the right hand side is a grid that says headings – select the one you want
It will then add into the navigation pane. Make sure the correct style is set as in the examples or refer below for style details.


Body text size 12	Comment by NIHR Cambridge BRC: Body font size is a minimum of size 12
Lorem ipsum dolor sit amet, consetetur sadipscing elitr, sed diam nonumy eirmod tempor invidunt ut labore et dolore magna aliquyam erat, sed diam voluptua. At vero eos et accusam et justo duo dolores et ea rebum. Stet clita kasd gubergren, no sea takimata sanctus est Lorem ipsum dolor sit amet. Lorem ipsum dolor sit amet, consetetur sadipscing elitr,  sed diam nonumy eirmod tempor invidunt ut labore et dolore magna aliquyam erat, sed diam voluptua. At vero eos et accusam et justo duo dolores et ea rebum. Stet clita kasd gubergren, no sea takimata sanctus est Lorem ipsum dolor sit amet. Lorem ipsum dolor sit amet, consetetur sadipscing elitr,  sed diam nonumy eirmod tempor invidunt ut labore et dolore magna aliquyam erat, sed diam voluptua. At vero eos et accusam et justo duo dolores et ea rebum. Stet clita kasd gubergren, no sea takimata sanctus est Lorem ipsum dolor sit amet.	Comment by NIHR Cambridge BRC: You may want to change your style set to include larger spacing in between each line.
Highlight your text
Under Home, ‘Change Styles’ (next to headings tools) should be at the top right of your screen

Subheading – 1 test
Lorem ipsum dolor sit amet, consetetur sadipscing elitr, sed diam nonumy eirmod tempor invidunt ut labore et dolore magna aliquyam erat, sed diam voluptua. At vero eos et accusam et justo duo dolores et ea rebum. Stet clita kasd gubergren, no sea takimata sanctus est Lorem ipsum dolor sit amet. Lorem ipsum dolor sit amet, consetetur sadipscing elitr,  sed diam nonumy eirmod tempor invidunt ut labore et dolore magna aliquyam erat, sed diam voluptua. At vero eos et accusam et justo duo dolores et ea rebum. Stet clita kasd gubergren, no sea takimata sanctus est Lorem ipsum dolor sit amet. Lorem ipsum dolor sit amet, consetetur sadipscing elitr,  sed diam nonumy eirmod tempor invidunt ut labore et dolore magna aliquyam erat, sed diam voluptua. At vero eos et accusam et justo duo dolores et ea rebum. Stet clita kasd gubergren, no sea takimata sanctus est Lorem ipsum dolor sit amet.

Subheading –  2 test

Duis autem vel eum iriure dolor in hendrerit in vulputate velit esse molestie consequat, vel illum dolore eu feugiat nulla facilisis at vero eros et accumsan et iusto odio dignissim qui blandit praesent luptatum zzril delenit augue duis dolore te feugait nulla facilisi. Lorem ipsum dolor sit amet, consectetuer adipiscing elit, sed diam nonummy nibh euismod tincidunt ut laoreet dolore magna aliquam erat volutpat.

Style 	Comment by NIHR Cambridge BRC: You can change the style when you right click on a selected header icon and click ‘modify’ 
For Macs on the top right, select ‘style panes’ and amend your settings
· For NIHR branded documents: 
· Font either Arial or Lato,
· Title headings – size 24,
· Subheadings – size 18,
· Secondary subheadings – size 14,
· Body text – size 12,
· Text colour – black,
· If you need to, you can set spacing in the document as well.

Tables in an accessible format


	Name	Comment by NIHR Cambridge BRC: Table instructions
Create your table under insert.
Select the header row, by highlighting the top row
Right click 
Table properties
‘Row’ tab
Select ‘repeat as header row at the top of each page’ and untick ‘allow row to break across pages’ 
In ‘Alt-Text’ tab – add a description of the table
Select Ok
Do not split cells 
Make sure your ‘tab’ button on your keyboard can move through each of the cells. 

The table has been set up for accessibility which you can use – just change the ‘Alt text’ in table properties to give a description of the table
	Role
	Telephone number

	Joe Bloggs
	Researcher
	0123456789

	Jane Bloggs
	Researcher
	9876543210

	Jim Bloggs
	Nurse
	0246886420














Hyperlink in an accessible format

Website link: https://cambridgebrc.nihr.ac.uk/ 	Comment by NIHR Cambridge BRC: To create a more accessible link:
Highlight the link
Right click
Edit hyperlink
Change ‘Text to display’ at the top to something that is meaningful e.g.’ NIHR Cambridge BRC website’ press ok. 
The screen reader will say aloud: ‘NIHR Cambridge BRC website LINK’   
Avoid ‘Click here’ or ‘learn more’ as your meaningful text
For Macs – right click your highlighted text and select link
A screenreader will read this out word for word e.g.‘https:// 
Change to NIHR Cambridge BRC website
Do not use ‘Click here’ or ‘Learn more’ 
Pictures in accessible format

[image: ]	Comment by NIHR Cambridge BRC: To add alt-text to a picture
Right click
‘Format picture’ or select ‘Alt Text’ if using Microsoft 10
‘Alt Text’
Add the description
Ok
For Macs – right click on the image it will say Alt-text

Is your document accessible?
Make sure no errors come up by going to:
· File 
· Info tab
· ‘Check for issues’ and select ‘check for accessibility’
· [bookmark: _GoBack]A box will appear on the right hand side of the screen with any errors to address. 

PDF your document – making it accessible 

Any documents turned into PDFs, make sure the bookmarks in the PDF pane shows the correct structure you created in your Word document. 


Word document 	Comment by NIHR Cambridge BRC: When you have completed your document and there are no errors:
Save as
1. Change it to PDF 
 Click options
2. Tick ‘Create bookmarks using headings’
3. Document structure tags for accessibility is ticked
Click Ok, then save to your designated location
For Macs Save as PDF and select ‘Best for electronic, distribution and accessibility’
						            PDF	Comment by NIHR Cambridge BRC: In your PDF
In menu ‘View’
Show/Hide
Navigation Panes
Bookmarks
It should then bring this pane up where all your headings are set and you can click on them. You may need to expand the bookmarks with the plus sign next to it

Hover over any image the alt text should also appear
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