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Guidelines for the consistent creation of word documents for the VDI
Wissensforum

Basic structure of the document:

Page margins:

Top and bottom: 3,1 cm,
Right and left: 2,5 cm

Text formatting:

Headlines:
Arial 16 pt and bold

Sublines:
Arial 14 pt and bold

Authors:
Arial 14 pt,
Please bold only the name

Line spacing

Body text:

Arial 11 pt,

with 1.5 line spacing

Please do not define indents with
negative values for the main text. The
value here should be 0.
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Defining Alt(ernative) text:

To ensure that documents are as accessible as possible, images should be accompanied by alternative text.

This text is then read aloud to visually impaired users in place of the image.

To do this, click on the
image and right-click to
open the context menu
and select "Alternative—|
Text” (or similar). A field
will then appear on the
right side where you can
enter the desired text.
Simply leave the section
to save the text.

Please note that a caption
must be entered for each
image

If an image consists of
multiple individual photos,
alt text must be provided
for each photo.
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Defining Alt(ernative) Text for tables:

There are two basic types of tables:Tables created in Word consist of text and can be read aloud as such.
These do not require separate ALT text.

Tables inserted as graphics or photos should be treated like images and require alt(ernative) text.
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