Step 1: Select the image:
[image: cid:image001.png@01D28692.C06557E0]

Step 2a: Select FORMAT under PICTURE TOOLS (it’s the magenta label on the top right when you select the image) and click on the Picture Styles ribbon.

[image: cid:image002.jpg@01D28692.C06557E0]

Step 2b: Right click on image and press “Format Picture” (the last one).

Step 3: Formatting Picture:
[image: ][image: cid:image005.jpg@01D28692.C06557E0]
When you see the Format Picture on the right, the pentagon icon is automatically selected.  To get to the Alt Text, please select the icon next to it, which is a square with bunch of arrows.  Once you select, please expand the “ALT TEXT” heading and enter the Alt Text on the  “Description” field (Title does not carry over when the document converts to PDF).

[image: cid:image006.jpg@01D28692.C06557E0]

Repeat for each image.

[bookmark: _GoBack]The other option is to provide a list of alt text for each image.
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