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How to Add Alt Text to Your Documents
For PCs

Alt text (alternative text) is used for individuals who are visually impaired and use a screen
reader. They rely on the author to provide alt text to describe the content of an image. The
alt text used should describe important aspects of the image, but be a brief description.
When a screen reader encounters an image, the alt text will be read out to the user, helping

them understand the context.

Adding Alt Text to an Image in Word

1. Insert the picture you want to use into the document.

2. Right-click the picture, and then, in the menu that pops up, click Edit Alt Text.

[eal  Edit Alt Text...

3. A side panel will appear. In the Alt Text description box, enter a short description of the

image.

If the item is a decorative item, meaning a graphic design element not meant to convey
any meaning or important information, you may select “Mark as decorative.”

4. When finished, close the side panel by clicking the X in the right corner of the panel.
Your description will be saved.

In the Office 365 version of Word, you can also add alt text for images by double clicking

on the image and clicking Alt Text in the top menu bar.

If you have a detailed image that requires a long description, you may want to enter a
brief summary of the description in the "Title" field. This allows users to decide if they
need the full description of the image or not. Otherwise, you can leave the "Title" field

blank. Close the side panel by clicking the X in the right corner of the panel.
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Adding Alt Text to an Image in Adobe PDF

1. In Adobe Acrobat, make sure the Tags pane is turned on by clicking "View,"” then
"Show/Hide." Click "Navigation Panels" and finally click "Tags.”
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In the "Object Properties” dialog box, click the "Tag"” tab. You can read or change the alt

text in the "Alternative Text” field. Click "Close” when you're done.
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Content Tag
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Type: |Figure v

Title: I

Actual Text: I

Jacket example with college logo and caregiver name.

Alternate Text:
D: |
Language: | v
Edit Tag... Edit Attribute Objects... Edit Attribute Classes...

Close
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Adding Alt Text to an Image in Outlook Email

1. Right-click the image in your email.
2. Select Edit Alt Text....

Insert Caption...
Wrap Text >

3

Edit Alt Text...

Size and Position...

Wt

Format Picture...

The Alt Text pane opens on the right side of the document body.

3. Type 1-2 sentences to describe the image and its context.

Alt Text X

How would you describe this object and its
context to someone who is blind?

(1-2 sentences recommended)

Two men at a whiteboard with one
pointing to what's drawn on it.
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How to Add Alt Text to Your Documents
For Macs

Alt text (alternative text) is used for individuals who are visually impaired and use a screen
reader. They rely on the author to provide alt text to describe the content of an image. The
alt text used should describe important aspects of the image, but be a brief description.
When a screen reader encounters an image, the alt text will be read out to the user, helping

them understand the context.

Adding Alt Text to an Image in Word

5. Insert the picture you want to use into the document.

6. Right-click the picture, and then, in the menu that pops up, click Format Picture.
=

8. Click the arrow next to Alt Text to expand the options.

7. In the "Format Picture” pane, click

9. In the "Description” field, enter a short description of the image.

If you have a detailed image that requires a long description, you may want to enter a
brief summary of the description in the "Title" field. This allows users to decide if they
need the full description of the image or not. Otherwise, you can leave the "Title" field
blank.

10. When finished, close the "Format Picture” pane.

In the Office 365 version of Word, you can also add alt text for images by right-clicking
the image and clicking Edit Alt Text. Keep in mind that this option doesn’t provide a title
field; for detailed images that may need a title, follow the steps above to add alt text and

a title.

scouncil@unm.edu | staffcouncil.unm.edu | 505.277.1532




STAFF
COUNCIL

GV
W

Adding Alt Text to an Image in Adobe PDF

5. In Adobe Acrobat, make sure the Tags pane is turned on by clicking "View," then

"Show/Hide." Click "Navigation Panels" and finally click "Tags."

AcrobatProDC File Edit BYETE Sign Window Help

[ ] Rotate View >
Page Navigation

ne Tools > | x
Page Display > o
Y ® B Q @ zom r MO @ - B P B2
Tools >
Show/Hide > Navigation Panes »> U Articles
. Tools Pane QOF4
Display Theme > Toolbar ltems > @ mttachments
Read Mode ~3H  Page Controls Lo m Bookmarks

Full Screen Mode
Tracker...

Read Out Loud >
Compare Files

6. Find the image you want to add
or edit alt text for in the tag tree.
Clicking on it will show the image

as selected with a box around it.

7. Right-click the image tag in the

tag tree and choose "Properties.”
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THE UNIVERSITY OF NEW MEXI(
Logo Usage on Black or Heath¢

College logo - Cherry & white, Turquoise
caregiver name

UNM Hospital does not have unit logos. Unit
name may be typed beneath UNMH logo.
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8. In the "Object Properties” dialog box, click the "Tag"” tab. You can read or change the alt

text in the "Alternative Text" field. Click "Close” when you're done.
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Close
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Adding Alt Text to an Image in Outlook Email

4. Right-click the image in your email.
5. Select Edit Alt Text....
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Format Picture... {881

The Alt Text pane opens on the right side of the document body.

6. Type 1-2 sentences to describe the image and its context.

Alt Text

How would you describe this object and its
context to someone who is blind?

{1-2 sentences recommended)

Two men at a whiteboard with one pointing to
what's drawn on it.
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