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GOVERNOR’S TECHNOLOGY OFFICE
LETTERHEAD GUIDE

INTRODUCTION

Letterheads should be made ADA (Americans with Disabilities Act) compliant to ensure that
all individuals, including those with disabilities, can access and understand the information
presented.
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SETTING THE Document ProperTies IN MSWorn

The Suggested first step to remediate a document is to confirm that the document has a
title, or to create atitle ifthere is no title. Note that if the source document (i.e., Word, Excel,
PowerPoint) has a title, the PDF will have a title. If not, one will need to be added to the PDF.

BREATINGIBIINFIRMINI} A Document Timee

The first step in creating a compliant PDF is to give the document a title instead of a file name.

1. Click on “File” at the top of the menu bar.
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2. Select “"Info” to open the Document Properties.
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3. On the right side of the page under Properties, locate the title field. Is the title there?
and does it appropriately describe the document? If yes, you are done. If not, proceed to
Step 4.

© Info

H -

@ Home Ektron Training Checklist

B OneDrive - State of Nevada » Documents

& o | 18 share | | @ copypath | | @ Copylocal path | | E5 Open file location
pen

E‘ Protect Document Properties v
Get Add-ins ) ‘Qn Control what types of changes people can make to this document. - e
rote
Info Document Pages :
Words 1033
Save a Copy Title Ad
Inspect Document = -
Save as Adobe Q Before publishing this file, be aware that it contains: . T ——
PDF Check for = Document properties and author's name
fssues ®  Characters formatted as hidden text Related Dates.
print
Last Modified 31172024 853 AM
- Version History Created 22172024723 AM
O | Viewsn estoe prviousversions T
Share as Adobe Version
e sy Related People
Author
oot Diana Estey
po
™ Manage Document Add an author
[nRY ) There are no unsaved changes. Last Modified By
Manage Diana Estey
Close Document

Related Documents

4. Click in the Title field and add an appropriate title

Properties ~

Size 763KB

Pages 1

Words 754

Total Editing Time 97 Minutes

Title [ Letterhead Guide (MS Word) ]
Tags Add a tag

Comments Add comments
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SETTInG or conFiRmING THE Lancuace IN MS Worn

Screen reader technology will read the document to the user in the language set for the document.
A document can only have one language setting. The steps to set the correct language in a
Microsoft Word are:

1. Click on “File” at the top of the menu bar.
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2. Choose “Options” from the menu list.
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3.

4.

5.

When the Word Options dialog box appears, click the Language tab.

Word Options

General
Display

Proofing

Save

Accessibility
Advanced

Customize Ribbon
Quick Access Toolbar

Add-ins

Trust Center

Verify that English has been set as the preferred language.

Office authoring languages and proofing

grammar check.

Manage languages used for creating and editing documents, including proofing tools such as spelling and ®

Word Options ? X
( a
G |
enera A7'|’ Set the Office Language Preferences
Display
Proofing Office display language
Save Buttons, menus, and other controls will show in the first available language on this list. ©
Language 1. Match Microsoft Windows [English] <preferred> ‘
Accessibility -
2. English [ woew |
Advanced - —
Customize Ribbon —_—
[ setas Preferred |
Quick Access Toolbar
Add-ins
Trust Center Install additional display languages from Office.com

English (United States) <preferred> Proofing installed

Add a Language..

Store my autharina lanauaaes in the cloud for mv account. &

v
o

Note: If the document has been translated into Spanish or another language,

make sure the appropriate language has been selected here.

Click the “"OK button to save any changes.
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Creating CompLiant LETTERHEAD

By making the design of letterheads accessible, it improves the overall user experience for
everyone. Accessible documents often benefit people who don’t have disabilities as well, such
as those with temporary visual impairments or in challenging reading environments.

Tools to create accessible letterhead:

Use Columns —Three or more columns.
Customize the margins of columns.

Use Breaks to be able to type in new columns.
Show Paragraph.
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SETTING UP THE RULER

How TO SETUP THE RULER:

1. Click on the View menu.

@  Letterhead Guide.docx v £ Search
File  Home Insert Draw Design Layout References Mailings Review Help  Acrobat
et ——— . . - - -

2. Find the Show tools section.

File Home Insert Draw Design Layout References Mailings Review View Developer Help Acrobat

=1 [E outline MmN E [ Ruler [E] one page
Ed 00 ISE] m
Read | Print | Web Sk Focus Immersive = |Vertical| Side L) Gridlines Zoom 100% B Multiple Pages
Mode |Layout| Layout Reader to Side | ] Navigation Pane g Page Width
) Views Immersive “Page Movernent Show Zoom

3. Click the Checkbox for Ruler.

File Home Insert Draw Design Layout References Mailings Review View Developer Help Acrobat

Ruler C:)\ I\—H [ one Page
—

[ Gridlines Multiple Pages

E—@ go:ﬂine I:QH IE

Read | Print | Web " Focus Immersive = |Vertical| Side Zoom 100%
Mode |Layout| Layout Reader toSide ] Navigation Pane g Page Width
Views Immersive Page Movement Show Zoom

ADVANTAGES OF THE RULER!:

e Shows how the document is divided.
e Shows where text is going to be added.
e Helps with setting up/aligning letterheads.
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SETTING uP MaRcINs:

1. Go to the Layout Tab.
2. Click on Margins.
3. Make the Margins Narrow.

File Home Insert Draw Design Layout
LR R
| . : y 37 Line Numbers ~ =)
Margins Drientation  Size Columns
ﬁ 2~ - i bE Hyphenation ~ ek
Normal f
Top: 1" Bottom: 1° 5
Lef: 1" Right 1" L
3
Narrow
Top: 05" Bottom: 0.5
Left: 05" Right: 0.5°
Moderate
Top: 1 Bottom: 1°
Leftz 0.7y Right: 0.73"
: Wide
Tep: 1 Battom: 1°
Lef 2 Right: 2*
Creatin Corumns:
4. Click on Columns
5. Set Columns to Three
6. Lastly open the More Columns box.
Home Insert 4 Draw Design Layout
[u— L
E [‘5« E = Breaks ~ Indent
D [D 17 Line Numbers ~ 3= e
Margins Orientation Size |Co s| -
- - - b Hyphenation ~ == Riy

—

Page *
EI One
Two
5
Three
-
Right

[ == More Columns... ]

3
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SETTING COLUMN SIZES:

1. Uncheck Equal column width.
2. Change the column width and spacing.

a. Col 1: Width is 1.5” and Spacing is 0”
b. Col 2: Width is 4.3” and Spacing is 0”
c. Col 3: Width is 1.7” and Spacing is 0”

Columns

Presets

One Two Left Right
Mumber of columns: |3 = [ Line between
Width and spacing Preview
Col#:  Width: Spacing:
15 ] [or :
43 (o | 2
1.7 = o ]
'DEEquaI column widthl 1
Apply to: | Whole document v Start new column

How TO MOVE OVER TO THE NEXT COLUMN:

1. Go to the Layouts Tab.
2. Click on the Breaks dropdown.
3. Select Column

Home Insert Draw Design 1 References

0 = 0 ndent

Mailings

Spacing

Indicate that the text following the column

Even Page

== 0Odd Page

pages, such as caption text from body text.

Margins Orientation Size Columns 2 Page Breaks
v v v w Page
Page Setup Mark the point at which one page ends
o and the next page begins.
Column
3 i3
break will begin in the next column,
Text Wrapping
Separate text around objects on web
Section Breaks
— HNext Page
e Insert a section break and start the new
— section on the next page.
Continuous
i

Insert a section break and start the new
section on the same page.

Insert a section break and start the new
section on the next even-numbered page.

T3= Insert a section break and start the new
section on the next odd-numbered page.
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Aooinc Breaks 1o THE RigBoN

If there isn’t a Breaks option in the Layout tab, follow these steps to add it:

1. Right click on an empty space in the Ribbon and choose Customize the Ribbon.

1 [ Custormnize the Ribbon... ]

Collapse the Ribbon

From the Commands list choose All Commands.
Select Break from the List.

Click on Add >>.

Lastly click OK.

urhwnN

E‘% Customize the Ribbon and keyboard shortcuts.

Choose cornmands from: @ Custormize the Rigbon:(D
[AII Comrmands M I 2 | Main Tabs - |
Border Styles [> <] [T R T [«]
Border Width 5 > [ Insert (Blog Post)
Borders | > > Outlining —
Borders and Shading... |:| > [ Background Removal
Borders and Shading... > B Home
S Both [Both Hanging] > Insert
r:liﬁBoth Hanging > B Draw
| Bottom of Page > > [ Design
'I'Bleak 13 « B Layout
SOBreak Text Box Link
mBright 4 > Page Setup
v >Pp h
- Brightness > rearep (-]
“rBrightness » > Arrange IZ'
k > [ Refi
“C-Brightness & Contrast.., » >=M :.rence;
E.'_]Bring Forward = al.mgs
"C1,Bring Forward |» > B Review
E.'_]Bring Forward | » > B View
?::)Brlng in Front of Text > [] Developer
"T1Bring to Front B Add-ins
EBrowseforThemes... > [ Help
:JL_'EBuiIding Block Gallery Content Co... > [ Acrobat ~1
BBuiIding Blocks Organizer.., —
"= Eullets =l | MNew Tab | | Mew Group | | Rename... |
Y 1

Customizations:

5[ OK ] | Cancel
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CREATING A CONTINUOUS BREAK

To go back to a normal document, follow these steps:

1. Go to the Layouts Tab
2. Click on Breaks
3. Select Continuous

Home Insert Draw Design Layout 1References Mailings

E % D l“,IEI; Breaks ~ I Indent Spacing

- . - - Page Breaks
Margins Orientation Size Columns F L
- v - w Page
Page Setup ! Mark the point at which one page ends
L and the next page begins.
—F_ Column
i[: ndicate that the text following the column
— break will begin in the next column
— Text Wrapping
(= Separate text around objects on web
f— pages, such as caption text from body text.
Section Breaks
- - Next Page
’ nsert a section break and start the new
— section on the next page.
Continuwous
3 ? nsert a section break and start the new

section on the same page.

=2= Even Page

Bl

4. Click on Columns
5. Select One

Home Insert 4 Draw Design Layout

TR] s

: . . : 2- Line Numbers v
Margins Orientation Size lColumns

- lf Hyphenation v

w w w

[ 4] &

>
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