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[bookmark: _Toc189122936]Exporting a Google File to Another Format
Google Workspace can be a valuable tool for creating content. Unfortunately, at this time, not all of that content can be shared accessibly. There are functions and features within Google Workspace that can be made accessible to a point, but ultimately that content needs to be exported and remediated in another file format (e.g., a PDF, Microsoft Word, PowerPoint, or Excel file) in order to be shared with users.
Make sure your file is as accessible as possible before exporting to PDF. It is significantly more difficult and requires Adobe Acrobat Pro to make a PDF accessible than it is to make a Google Doc, presentation, or spreadsheet accessible.
[bookmark: _Toc189122937]What Isn't Accessible in Google Workspace?
While this is not an exhaustive list, some of the main areas of concern that require content to be exported to another format include:
· Math equations
· Charts, graphs, and maps
· Tables
Note: Alt text should only be added to the description field for images.  Any text in the title field will not carry over to a Microsoft file.
[bookmark: _Toc189122938]Exporting to PDF
Google Workspace files should not be downloaded to PDF directly. Files downloaded as a PDF directly from Google Workspace are not tagged and must be remediated extensively using Adobe Acrobat Pro.
Instead, download the file in the equivalent Microsoft format (e.g., Doc to Word, Sheet to Excel, Slide to PowerPoint), run an Accessibility Check using Microsoft's built-in tools (much of the markups in Google will carry over to Microsoft formats) and then export the content to PDF. Microsoft exports to PDF retaining accessibility markups and requires little to no remediation from there.
[bookmark: _Toc189122939]How to Export
1. Go to File>Download.
2. Select the new file format needed from the drop-down menu.  
3. Select where you want the new file to be saved using the file picker.
[bookmark: _Toc189122940]Check the Accessibility of the New File
After a new file has been downloaded, it's best to run their accessibility checker to see if any remediations are needed. If you have not run an accessibility check on a Microsoft file or PDF before, trainings are available below.
[bookmark: _Toc189122941]Microsoft Accessibility Trainings
Learn more about basic accessibility using Microsoft products.
[bookmark: _Toc189122942]PDF Accessibility Trainings
Learn more about basic PDF accessibility.
[bookmark: _Toc189122943]Learn More About Document Accessibility
[bookmark: _Hlk188603265]For more information about document accessibility, please reach out to CELT by emailing celt@stonybrook.edu (opens in a new tab).
To view additional tutorials and resources, visit CELT's Accessibility page (opens in a new tab).
Please fill out the Feedback Survey Form (opens in a new tab) to record your completion of this course and to provide feedback for improvements. 
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