w. 2007/ 2010 DOCUMENTS
Headings

Create a uniform heading structure through use of styles
in Word. "Thisallows screen readers to navigate a document,
and improves accessibility for everyone.

Adding and Editing Headings
Headings can be created using the Styles toolbar.

1. Select the text and click on the appropriate style.
(E.g. “Heading 17)
2. Headings 1, 2, or 3 can also be assigned using CTRL +
ALT + 1, 2, or 3, respectively.
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Alternative text for Images

Images can be given appropriate alternative text in Word.
“THsalt text is read by a screen reader in a Word file and
should remain intact when

exporting to HTML or PDE W

Word 2007 -

1. Right-click on the image
and select Size. A dialog box
will appear.

2. Select the Alr Text tab, and
replace the filename with
appropriate alternative text.

ieb browsers display alternative text whie pictures are loading
or f they are missing. Veb search engines Use altermative text to
help find Web pages. Alternative Textis also used to assist users
with disabiites,

CREATING ACCESSIBLE MICROSOFT WORD
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Creating Columns
1. Select Page Layout on
the Ribbon.

2. Select Columns in the
Page Setup group.

Data Tables

* Use the Insert Table command to create tables, not by
hand with spaces or the Tab key.

* "Thacis no way to easily create table headers in Word.

o "Thefirst row can be identified as table headers in PDF
(but not in HTML). To do this, Right click on the first
row in the table and select Table Properties > Row>
Repeat as header row at the top of each page.

Links

Word automatically creates a hyperlink when a user pastes
a full URL onto a page. “TFesemay not make sense to screen
reader users, so more information is needed.
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Editing Hyperlinks

1. Select a hyperlink, right click, and select Edit Hyperlink
or CTRL + k.

2. Change the URL in the Text to Display field to a more

Word 2010 meaningful description.
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Lists AR A
Use true mnumbered and -
bulleted lists to emphasize a . I
point or a sequence of steps. : g >
Creating Lists ) E: y
1. Select Page Layout on > v
the Ribbon. - ” i -
2. Select Bullets and "
Numbering.

Other Principles

e Ensure that font size is sufficient, around 12 points.
* Provide segffasrzcontrast.

* Don't use color as the only way to convey content.

* Provide a table of contents, especially for
long documents.
o Use simple language.

Word 2010 Accessibility Checker

Word 2010 includes an accessibility resource that identifies
and repairs accessibility issues.

Running the
ACCeSS'b'Ilty Home  Insert  Pagelayout  References  Mailings  Revi
Checker :::A, Information about Documentl
1. Select File> G —— i
Infb> Cbeckﬁr £ Close E] Anyone can open, copy, and change ar
Issues> Check b
Accessibility. Recent
— Prepare for Sharing
2. Thechecker Ned: Qﬁ Before sharing this file, be aware that it
Pfesents oot Check for Document properties and auth?r‘s
i Content that peaple with disabiliti|
accessibility Share 2 Ispect Document

=) Check the document for hidden properties
or personal information

|
1 Check Accessibility F

errors, warnings, | uep
and tips on how

2 options |-@) Checkthe document for content that people
with disabilities might find difficult to read. {
to repair the = 3 Check Compatiity
Check for features not supported by earlier
errors versions of Word.

Docx format

The “docx” format supports Word 2007 and newer. For a
more widely supported file format, consider saving files as
Word 97-2003, or “doc” format.

For more information go to www.ncdae.org/goals
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P\P 2007/ 2010 PRESENTATIONS
Slide Layouts

Using slide layouts provided within Powerpoint will ensure
that files have correctly structured headings and lists, and
proper reading order.

Creating Slide [T [ =ire, fom e Tias
Layouts P g ot | (B e | B £ U & b 8 pa- | A
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the desired layout.

Alternative text for Images

Images can be given appropriate alternative text in
PowerPoint. This alt text is read by a screen reader in a
PowerPoint file and should remain intact when exporting
to HTML or PDE

size | AltText

Alternative text:
logo.gif

PowerPoint 2007

1. Right-click on the image and
select Size and Position. A
dialog box will appear.

2. Select the Alt Text tab, and
replace the filename with

appropriate alternative text.

wieb browsers display alternative text while pictures are loading
orif they are missing, Web search engines use altemative text to
help find Web pages, Altemative Text is also used to assist Users
with disabilfes,

CREATING ACCESSIBLE MICROSOFT POWERPOINT

Data Tables

* PowerPoint can style rows and columns so they appear
as data tables, but there is no way to add content in a
way that will be identified by a screen reader.

* If your presentation contains more than the simplest
tables, and if you have Adobe Acrobat, consider saving
your presentation to PDF and adding the additional
accessibility information in Acrobat Pro.

Links

PowerPoint automatically creates a hyperlink when a user
pastes a full URL onto a page. TFesemay not make sense to
screen reader users, so more information is needed.

Editing Hyperlinks
1. Select a hyperlink, right click, and select Ediz Hyperlink
or CTRL + k.

2. Change the URL in the Text to Display field to a more
meaningful description.
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with vision or cognitive mpairments who may not be able to see or
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Outline and Notes Panels

PowerPoint contains two panels that can be used to enhance
accessibility: the outline panel and the notes panel.

Outline Panel

» Treoutline panel contains a text outline of the content
that appears in your slides.

* Reviewing this panel can help ensure the content on the
slides is logically sequenced, that slide titles are unique
and meaningful, and that reading order is appropriate
for any user.

Contact us at goals@ncdae.org or #435.797.3381
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o TFenotes panel allows the speaker to add notes and
information that will not appear on the slides.

* Placing image or chart descriptions in this area should
be avoided. THisinformation may not be accessed by a
screen reader, so use with caution.

Other Principles

* Ensure that font size is sufficient. If your presentation
will be viewed on a projector, font size may need to be
even larger.

* Provide seffazerzcontrast. If your presentation will be
viewed on a projector, sometimes the contrast needs to
be even more pronounced.

* Do not use color as the only way to convey content.

* Avoid automatic slide transitions.

o Use simple slide transitions when possible.

o Use simple language.

* Check reading order of text boxes that are not part of
the native slide layout. TFeyare usually the last thing
read by a screen reader.

* If you have embedded video, ensure that the video is
captioned, and that the player controls are accessible.

* If you have embedded audio, include a transcript.

e If your slides contain animations, ensure that they are
brief and do not distract from the most important
content on the page.

PowerPoint 2010 Accessibility Checker

PowerPoint 2010 includes an accessibility resource that
identifies and repairs accessibility issues.

Running the Accessibility Checker
1. Select File> Info> Check for Issues>
Check Accessibility.

2. "Trechecker presents accessibility errors, warnings,
and tips on how to repair the errors.

Pptx format

The “pptx” format supports PowerPoint 2007 and newer.
For a more widely supported file format, consider saving
files as PowerPoint 97-2003, or “ppt” format.

For more information go to www.ncdae.org/goals
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PDF CONVERSION IN MICROSOFT WORD
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