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Save or export accessible PDFs from PowerPoint Presentation -
Windows and macOS

Since applications update often, please email helpdesk@uah.edu if you notice that a tutorial
needs to be revised.

Windows and macOS

You can save your presentation in a format that can be easily read by a screen reader or be
ported to a Braille reader. For instructions, go to Video: Save a presentation in a different format
or Create accessible PDFs. Before converting a presentation into another format, make sure you
run the Accessibility Checker and fix all reported issues.

Once your document passes the PowerPoint Accessibility Checker and you have checked it with
the Immersive Reader, choose one of the options below to create a PDF.

Note: You may still have accessibility issues in your PDF even if your PowerPoint presentation is
100% accessible according to the PowerPoint Accessibility Checker.

There are a few options for creating a PDF from a PowerPoint document.
Option 1: Export: Create Adobe PDF

1. You must have Adobe Acrobat Pro installed on your computer to use this option.
2. Open File, select Export, and then select Create Adobe PDF.


https://support.microsoft.com/en-us/topic/37d012a1-2b59-4ff7-b6d3-71b850ea7a5d
https://support.microsoft.com/en-US/accessibility/office-accessibility/create-accessible-pdfs#picktab=windows

®© Export

Home

Create Adobe PDF

-
|‘ Create Adobe PDF Conwert to PDF using Adobe Acrobat
-

=

New Viewable and printable on most platforms

Create Reliable and secure way of exchanging and archiving documents
Create PDF/XPS Document Adobe PDF Preserves original document look and feel

7|

Open

® info [l__—j Change File Type

E] Save

k Send documents to Kindle
@ Save Ag

Save as Adobe
PDF

Iﬂ! Print
157 Share

Share as Adobe
PDF link

||| [3 Expon

('El Transform

D Close

3. Select Create Adobe PDF.

4. Adobe Acrobat will convert your PowerPoint presentation to a PDF file and open it in Adobe
Acrobat Pro.

5. Check for accessibility using Acrobat's Accessibility Checker, or upload your file to Panorama
DocHub to verify your PDF is accessible.

Option 2: Export: Create PDF/XPS Document
1. Open File, select Export, and then select Create PDF/XPS Document.
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2. Select Create PDF/XPS.

3. The Publish as PDF or XPS dialog box will appear.

4. Provide a file name.

5. Confirm Save as type is set to PDF.

6. Check the accessibility of your PDF using Panorama DocHub.

Option 3: Save as PDF

1. Before generating a PDF, run the Accessibility Checker in your document to make sure it is
accessible to everyone. For instructions, go to Improve accessibility with the Accessibility
Checker.

2. When you have addressed the accessibility issues, select File > Save As or File, then Save a
Copy.

3. Select PDF (*.pdf) from the drop-down menu.
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4. Select one of the two options:



a. To save the PDF to the same location as the original file, expand the file type dropdown list
under the file name, select PDF (*.pdf), and then select More options. The Save As dialog

box opens.
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b. To browse for a different save location, select Browse. The Save As dialog box opens.
Navigate to the location where you want to save the file, and then select PDF in the Save

as type list.

5. In the Save As dialog box, select Options.
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6. Ensure the Presentation structure tags for accessibility checkbox is selected, and then select OK.
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If you have further questions, please contact the Enhanced Teaching & Learning Center via

helpdesk@uah.edu



	Save or export accessible PDFs from PowerPoint Presentation - Windows and macOS 
	Windows and macOS 
	Option 1: Export: Create Adobe PDF 
	Option 2: Export: Create PDF/XPS Document 
	Option 3: Save as PDF 



