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Figures created in PowerPoint are grouped, copied and then pasted in the Word file. If that doesn’t work, you can try to save the figure as a PNG-file, and then place it in the Word file via insert picture.
1. Press enter 3 times where you want the photo.
1. Select the enter key presses (write with non-printing characters ¶).
1. Click on the format insert pictures.
1. Select the enter key press in the centre.
1. Go to insert/choose picture, find your picture on your computer and double click on it.
1. When the picture is inserted in Word, deselect the upper enter key press.
1. With the formatted picture you have the exact spacing before and after the picture, plus it will scale down proportionally to the type area.
1. Don’t forget to use the right format for figure text headings and figure text under the picture
.[image: Lighthouse]
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Picture text is better placed under the picture, (the width of the picture above is 12,9 cm, the space between the margins)
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https://pixabay.com
https://medpix.nlm.nih.gov
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https://convertio.co/vector-converter/
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Tables are easily created in the Word file. To make tables consistent, use the following formats:
1. Table text headings 
2. Table text in table
3. Table text (for notes)
Tabel 1. Tabeltext headline
	OBJECT 
	NEED

	Format:Tabletext in table
	1

	Newsapaper
	3

	Notebooks
	1

	Penn
	3

	Scissor
	1 st.


Tabeltext is better placed below the table, for notes…


[bookmark: _Toc144382347]Numbered headlines
1. Mark the first headline in your document
2. Click start
3. Click multi-level list
4. Choose the list as picture below
[image: Snapshot of word and how to find numbered headlines]
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[bookmark: _Toc144382348][bookmark: _Toc446582087][bookmark: _Toc433291902]Make your texts accessible
To make your text accessible to people with disabilities, the PDFs that we upload must be accessibility-adapted. The law on accessibility of digital public documents has been in effect since January 1, 2019, and means, among other things, that PDFs need to be readable by for example electronic screen readers. Follow the instructions below to make your documents accessible.
· [bookmark: _Toc105662417][bookmark: _Toc105662763][bookmark: _Toc105662951][bookmark: _Toc105663310][bookmark: _Toc105664742][bookmark: _Toc105665145][bookmark: _Toc105665452][bookmark: _Toc105665521][bookmark: _Toc105665689][bookmark: _Toc105665957][bookmark: _Toc105666916][bookmark: _Toc105666970][bookmark: _Toc105667048][bookmark: _Toc105667171][bookmark: _Toc105749642][bookmark: _Toc112830376]Use format and layout settings
· Write alternative texts for images
· Use the table tools
· Use the Word Accessibility Checker
[bookmark: _Toc144382349]Alternative texts for images
An alternative text must describe the image concisely – aim for a maximum of 125 characters. The amount of detail depends on the importance of the image. Focus mainly on those readers that cannot see the image. 
Describe what type of image it is, for example a photo or an illustration. End with a period, which gives those who use a screen reader a nice pause.
[image: Bild på vart du hittar formatera bild och kan lägga in alternativtexter på PC]
Click on the image, then right click. Choose Format picture from the pop-up list. 
[bookmark: _Toc144382350]Table tools
Try to keep tables simple, preferably with only one level of rows and columns respectively. If the table is complex, consider dividing it into several smaller tables. 
[bookmark: _Toc144382351]Identify table headings
Mark the table and choose the tab Table Design (the tab will only show up if the table is marked).
· If the table has both column headings and row headings, check Header row and First column.
.[image: Bild som visar vart du hittar menyn för tabellverktyg]
· [bookmark: _Toc105662419][bookmark: _Toc105662765][bookmark: _Toc105662953][bookmark: _Toc105663312][bookmark: _Toc105664744][bookmark: _Toc105665147][bookmark: _Toc105665454][bookmark: _Toc105665523][bookmark: _Toc105665691][bookmark: _Toc105665959][bookmark: _Toc105666918][bookmark: _Toc105666972][bookmark: _Toc105667050][bookmark: _Toc105667173][bookmark: _Toc105749644][bookmark: _Toc112830378]Add the table name and alternative text in the table properties.
· Describe the table in short. Aim for a maximum of 125 characters. Describe what type of table it is. The importance of the table determines how much detail you should give. 
· Focus foremost on those readers that cannot see the table.
· End with a period, which gives those that listen to the screen reader a pleasant pause. 
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 BTH HAV – RGB: 5 80 100
 BTH SOL – RGB: 240 128 80
 BTH HIMMEL – RGB: 154 176 199 
 BTH SOL ljus – RGB: 247 183 129 
 BTH HAV ljus – RGB: 123 188 194
 BTH BEIGE – RGB: 239 230 224
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