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Introduction

Imagine that you are standing in front of a closed door. On
the other side of that door is a world of information — news,
entertainment, job listings, and updates from family and
friends. You see other people enter that doorway, but you can't
find a way to enter.

People with disabilities come up against locked doors in the
digital world continually. !

This site offers resources to help you create accessible documents.
When you structure your documents correctly, you make your
content easier for everyone to understand and use. The
accessibility improvements that you implement — like adding alt
text and using headings — have tangible benefits for users with or
without disabilities.

Assistive technologies, such as screen readers, empower people
with visual, auditory, or mobility impairments to be productive and
purposeful. As content creators, we have a responsibility to add to
this culture of inclusivity. By giving others access to content, we
leave the door open for opportunities.

. Adapted from Enabling Access Through Web Renewal:
Handbook (PDF), Wilfred Laurier University.
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How to Use This Resource

The techniques covered in this resource will help you create
accessible office documents. We have taken the application-specific
instructions developed by the Accessible Digital Office Document
(ADOD) Project and updated it with revised instructions and
screenshots, where needed. Featured throughout this resource are
“Editor’s note” boxes like the one below.

Editor’s note: When instructions diverge for later
versions of an application, we've captured the updates in a
featured box like this.

Review the techniques in the specific application sections and
follow the steps to make your documents more accessible. Due to
the nature of this reference document, we encourage you to use the
online version of this resource.

Use the table of contents or the list of applications below to find
the instructions you need.

Microsoft

Microsoft Word 2013, 2016, and 2019
Microsoft Word for Mac 2011, 2016, and 2019
Microsoft Word 2010
Microsoft Word 2008 for Mac
Microsoft Word 2007

Microsoft Excel 2010, 2013, 2016, and 2019
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Accessibility Statement

While we attempt to make all elements of this resource conform
with international accessibility guidelines, we must acknowledge a
few accessibility issues:

* Some external resources may not conform with accessibility
guidelines.

* Third-party video content may not be captioned, or may be
captioned poorly.

* The heading order for some headings do not conform to
logical heading order.

Accessibility Tips

* Links to other pages of the site will always open in the current
window.

» Links to external sites will always open in a new window.

* Use your screen reader’s list headings feature to navigate
through the headings within the content of a page.

» Use the Previous and Next links found at the bottom of each
page to navigate through the sequence of pages in the site. To
access these links most easily, use your screen reader’s
landmarks list to navigate to the content info region, then
press Shift+Tab to back up to the Next links.

* Depending on the operating system and browser being used,
font size can be adjusted by pressing a key combination
including the plus (+) and minus (-) keys. On Windows systems
the key combination is typically “Ctrl+” and on Mac it is
“Command+".

xii | Accessibility Statement



Acknowledgements

This resource was made possible by funding from the Government
of Ontario’s EnAbling Change Program with the goal of providing

educational opportunities for Ontarians (and anyone else) to learn
about web accessibility.

Additional content about authoring techniques for accessible
office documents are courtesy of the Inclusive Design Research
Centre (IDRC) at OCAD University, who created the Accessible
Digital Office Document (ADOD) Project as part of an EnAbling
Change Partnership project with the Government of Ontario and
UNESCO (United Nations Educational, Scientific and Cultural
Organization).

Acknowledgements | xiii


http://www.grants.gov.on.ca/GrantsPortal/en/OntarioGrants/GrantOpportunities/PRDR006997
https://idrc.ocadu.ca/
https://idrc.ocadu.ca/
https://adod.idrc.ocadu.ca/
https://adod.idrc.ocadu.ca/




ABOUT DOCUMENT
ACCESSIBILITY

About Document Accessibility | 1






About Accessibility

A sidewalk ramp A pair of eyeglasses Video with subtitles

If you've used a sidewalk ramp, eyeglasses, or video subtitles, you've
used assistive technology which aids with accessibility.

Accessibility, when it comes to digital content, is often compared
to a sidewalk ramp or curb cut — it's a feature that ends up
benefitting all people, not just those with mobility issues. As
document authors, you need to be aware of the different types of
abilities to plan for when creating accessible documents.

Here’s a breakdown of the different barriers and how we can be
inclusive:

e Visual

o People with low or no vision.
o Help them by structuring documents correctly.
* Auditory

o People with low or no hearing.
o Help them by adding captions and subtitles to your audio
or video.
* Mobility
o People with physical mobility impairments (or people
using mobile devices).
o Help them by making documents easy to navigate and
scale.
* Cognitive or Neurodivergent

o People with situational or developmental disabilities.
o Help them by ensuring content is written in plain

About Accessibility | 3



language. 1

Your primary task when making accessible documents is to ensure
documents are structured correctly so that people assistive
technologies can interact with your digital content. In order to do
this, follow the techniques detailed in this resource.

The steps taken to ensure the accessibility of the documents that
you create are often not laborious. In the end, it often makes the
document easier for all to use.

1. To learn more, see Diverse Abilities and Barriers from
W3C Web Accessibility Initiative.
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The Case Against PDFs

— — = -

When converting your office documents to PDF for distribution,
it's important to consider if PDF is the best choice. Compared to
HTML, for example, PDF documents are harder to use and maintain.
PDFs are useful in certain cases, like completing government forms,
but be sure to understand the limitations of PDF files.

Here’s a summary of some problems with PDFs:

* PDFs are not designed for reading on screens. Unlike a
responsive website that will allow content to resize to fit
different devices and browsers, a PDF is static and not
designed to be flexible in layout. Also, reading a PDF on smaller
device may require additional scrolling (both horizontal and
vertical) as well as zooming, which may be a frustrating user
experience.

* PDFs are harder to access. Even if you create a fully accessible
PDF (properly structured and tagged with alt text and so on),
it’s still possible that the PDF will not meet the accessibility

1. Why GOV.UK Content Should Be Published in HTML and
Not PDF - UK Government Digital Service.
https: //gds.blog.gov.uk /2018 /07/16 /why-gov-uk-
content-should-be-published-in-html-and-not-pdf/.

The Case Against PDFs | 5



needs of all users and the assistive technologies that they use.
Providing content in HTML, for example, would allow users to
copy and paste text easily. Users with low-vision would be able
to to adjust text size and colour contrast in their browser
settings to make content easier to read.

* PDF use is harder to track and update. If analytics are
important to you, PDFs might not be the way to go. You can
track the number of times that a PDF file is downloaded, but
not which content was accessed most or which links were
followed. If content is locked into a PDF, it may be harder to
revise and less likely to be kept up-to-date.

Before choosing to distribute your content as a PDF, consider your
audience and how they will use the content:

» Will they be downloading and using the PDF for offline use
only? If so a PDF file is a viable option.

* Do you need to track how people use the content? Then, it
may be easier to provide your content in HTML.

» Is the content robust and require special training to make the
PDF accessible? It may be best to provide the content in
several formats, not just PDF, to make it easier for users to
read and use.

We recommend considering HTML instead of or in addition to
PDF where appropriate. While PDF accessibility has improved over
the years, accessibility support for PDF by authoring tools, viewers
and assistive technologies (e.g., screen readers) is not as widespread
as for HTML documents.

6 | The Case Against PDFs



AUTHORING TECHNIQUES
FOR ACCESSIBLE OFFICE
DOCUMENTS: WORD
PROCESSING
APPLICATIONS

Authoring Techniques for Accessible
Office Documen ts: Word Processing






Google Docs

Usage Notes

Google Docs lacks several features that enable accessible office
document authoring, most notably, the ability to create complex
accessible tables and a built-in accessibility checker.

While there is no accessibility checking feature built into Google
Docs, you can install a third-party add-on called Grackle Docs.
Grackle is a third-party plug-in that includes an accessibility
checker along with other features that enhance accessibility on
Google Docs (see Technique 11).

Due to the nature of Google Docs, some accessibility features,
such as tables, are only fully accessible when exporting the
document to another format, like a PDF file.

What's an “Office Document”?

You should use these techniques when you are using Google Docs
to create documents that are:

* Intended to be used by people (i.e., not computer code),

» Text-based (i.e., not simply images, although they may contain
images),

* Fully printable (i.e., where dynamic features are limited to
automatic page numbering, table of contents, etc. and do not
include audio, video, or embedded interactivity),

* Self-contained (i.e., without hyperlinks to other documents,
unlike web content), and

» Typical of office-style workflows (i.e., reports, letters, memos,
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budgets, presentations, etc.).

If you are creating forms, web pages, applications, or other
dynamic and/or interactive content, these techniques will still
be useful to you, but you should also consult the W3C-WAI Web
Content Accessibility Guidelines (WCAG 2.0) because these are
specifically designed to provide guidance for highly dynamic and/

or interactive content.

File Formats

Google Docs does not have a default file format as it is a web-based
authoring tool. Google Docs offers a number of word processor and
web format saving options. Most of these have not been checked
for accessibility, but some information and/or instructions are
available for the following formats in Technique 12:

* Microsoft Word (.docx)

* OpenDocument Format (.odt)
* Rich Text Format (.rtf)

* PDF (.pdf)

* Plain Text (.txt)

* Web Page (.html, zipped)

* EPUB Publication (.epub)

Document Conventions

We have tried to formulate these techniques so that they are useful
to all authors, regardless of whether they use a mouse. However,
for clarity there are several instances where mouse-only language
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is used. Below are the mouse-only terms and their keyboard
alternatives:

» *Right-click: To right-click with the keyboard, select the
object using the Shift+Arrow keys and then press either (1) the
“Right-Click” key (some keyboard have this to the right of the
spacebar) or Shift+F10.

Disclaimer and Testing Details:

Following these techniques will increase the accessibility of your
documents, but it does not guarantee accessibility to any specific
disability groups. In cases where more certainty is required, it is
recommended that you test the office documents with end users
with disabilities, including screen reader users. Files are easily saved
as various file formats (see Technique 12).

Editor’s note: Since the content of this page has been
heavily updated from the original article (Authoring
Techniques for Accessible Office Documents: Google docs:

Documents), the usual editor’s notes that flag new content
will be omitted. The application-specific steps and
screenshots were updated in December 2019.

Technique 1. Use Accessible Templates

Google Docs lacks support for some accessibility features, such
as table headers that repeat. With this in mind, be cautious of
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templates available in the Google Docs template gallery and be sure
that they comply the techniques discussed here.

All office documents start with a template, which can be as simple
as a blank standard-sized page or as complex as a nearly complete
document with text, graphics and other content. For example, a
“Meeting Minutes” template might include headings for information
relevant to a business meeting, such as “Actions” above a table
with rows to denote time and columns for actions of the meeting.
Because templates provide the starting-point for so many
documents, accessibility is critical. If you are unsure whether a
template is accessible, you should check a sample document
produced when the template is used (see Technique 11).

Google Docs’s default template for new documents is a blank
page. The basic installation also includes a wide variety of templates
ranging from blank business letters and memos to blank business
cards and schedules. These are all accessible by virtue of being
blank. It is possible to create your own templates from scratch
in Google Docs. As well, you can edit and modify the existing
templates, ensuring their accessibility as you do so and saving them
as a new template.

‘:c;}j Curb Cuts: Updating templates is also a good
opportunity to improve document consistency, copy
editing, and branding.

To select a template

1. Go to Google Docs.
2. At the top right, click on Template Gallery.
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Blank Resume Resume Letter Project proposal

Serif Coral Spearmint Tropic

3. Select a template.
4. A copy of the template will open.

To create an &lCC@SSibk template

1. Create a new document (from the default template or from an

existing template).

Note: If creating a template from an existing document, go

to File > Make a copy. Type a name and choose where to save
it, then, click Ok.

2. Rename your document. Be sure to indicate that the document
is an accessible template by using terms such as “accessible”
(e.g., “Accessible Memo Template”). This will improve its
searchability and promote its use as an accessible template.

3. Ensure that you follow techniques in this document. You may
also check the accessibility (see Technique 11).

To share your accessible template as a new document

You can share your accessible template, but it may be more useful
to share the file as copy that other users can add to their Google
Drive.

1. Go to the address bar change the end of the URL before
sending it.
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2. Replace “edit” at the end of the URL with “copy”
For example:
Before: http: //docs.google.com/document/d /12345678 /edit
After: http: //docs.google.com/document/d /12345678 /copy
3. Send the modified copy link.
4. When the recipient follows the modified copy link, they're
instructed to click on Make a copy.

B Google Docs

Copy document

Would you like to make a copy of Accessible Memo Template?

Maks a copy

5. They can then work on a copy of the accessible template.
For more information, see the resources below:

* Google: Create document templates

* Google: Share “Make a copy” links to your files

Technique 2. Specify Document Language

At this time (December 2019), Google Docs does not offer an explicit
language selection mechanism to indicate the natural language of
your document or changes in natural language at any point within
the content. Google Docs defaults the natural language to the
language selected for your Google Account. Users can change your
typing language in Google Docs (see Google: Change Your Typing
Language).

When exporting to other document formats, there is no

14 | Google Docs


https://support.google.com/a/users/answer/9308885
https://support.google.com/docs/answer/2494822
https://support.google.com/a/users/answer/9308866
https://support.google.com/docs/answer/187189
https://support.google.com/docs/answer/187189

guarantee that the natural language of your Google Account will be
indicated as the natural language of your document. In order for
assistive technologies (e.g., screen readers) to be able to present
your document accurately, it is important to indicate the natural
language of the document. If a different natural language is used for
a paragraph or selected text, this also needs to be clearly indicated.

Use Grackle Docs to specify document language

While Google Docs does not offer an explicit language selection
mechanism, users can set the document language when using the
Grackle Docs plugin (see Technique 11). Using Grackle, users can
set document properties including document title and document
language. This is mainly needed if using Grackle to export to other
file formats, like PDF.

Technique 3. Provide Text Alternatives for
Images and Graphical Objects

Google Docs offers a mechanism for adding alternative text to
images and objects where it can be readily accessed by screen
reader users. While you can add alt text, you will need to ensure that
you provide the longer descriptions in the body of the document,
near the images and objects. While this solution is not optimal
for screen reader users and will complicate your own accessibility
testing, it is necessary until long descriptions are supported.

When using images or other graphical objects, such as charts and
graphs, it is important to ensure that the information you intend to
convey by the image is also conveyed to people who cannot see the
image. This can be accomplished by adding concise alternative text
to each image. If an image is too complicated to concisely describe
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in the alternative text alone (artwork, flowcharts, etc.), provide a
short text alternative and a longer description as well.

Tips for writing alternative text

*  Try to answer the question “what information is
the image conveying?”

» If the image does not convey any useful
information, leave the alternative text blank

» If the image contains meaningful text, ensure all
of the text is replicated

e Alternative text should be fairly short, usually a
sentence or less and rarely more than two
sentences

e If more description is required (e.g., for a chart
or graph), provide a short description in the
alternative text (e.g., a summary of the trend) and
more detail in the long description, see below

e  Test by having others review the document with
the images replaced by the alternative text

Tips for writing longer descriptions

*  Long descriptions should be used when text

16 | Google Docs



alternatives (see above) are insufficient to answer
the question “what information is the image
conveying?”

* Insome situations, the information being
conveyed will be how an image looks (e.g., an
artwork, architectural detail, etc.). In these cases,
try to describe the image without making too
many of your own assumptions.

*  One approach is to imagine you are describing
the image to a person over the phone

*  Ensure that you still provide concise alternative
text to help readers decide if they are interested
in the longer description

e Alternatively, you can include the same
information conveyed by the image within the
body of the document, providing the images as an
alternate to the text. In that case, you do not have
to provide alternate text within the image.

To add alternative text to images and graphical objects

1. Right-click* on the image.
2. Select Alt Text from the contextual menu.
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XK Cut Ctri+X
[0 Copy Ctrl+C
[*] Paste Ctri+V
[Cp Paste without formatting  Ctrl+Shift+Vv
Delete
El Comment Ctri+Alt+M
Suggest edits
® Save to Keep
cD Link Ctrl+K
10 Crop image
Image options
Replace image -
Alt text Ctrl+Alt+Y

Select all matching text

3. Add your alt text to the Description field.
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Alt Text X

Alt text is accessed by screen readers for people who might have trouble seeing
your content.

Title

Description

4. Press OK to saveNote: Enter a description in the Title field will
show a pop-up tooltip when users hover over the image with
their mouse. However, it is recommended to put the image
description in the Description field.

Technique 4. Avoid “Floating” Elements

When images and objects are inserted into Google Docs they default
to being positioned “inline” with the text. There is also the option
to attach images and objects to a fixed position on the page. A
“floating” object keeps its position relative to the page, while text
flows around it. As content moves up or down on the page, the
object stays where it was placed. To ensure that images and objects
remain with the text that references it, always position it as “inline”
with the text at the end of the in-text reference. Similarly, avoid
placing drawing objects directly into the document (e.g., as borders,
to create a diagram). Instead, create borders with page layout tools
and insert complete graphical objects.

Google Docs | 19



Technique 5. Use Headings

Any document longer than a few paragraphs could benefit from
adding structure to make content easier for readers to understand.
One of the simplest ways to do this is to use actual headings
(or “true headings”) to create logical divisions between paragraphs.
Using actual headings means applying a built-in heading style —
rather than just formatting content with bolded, enlarged, or
centered text. Built-in heading styles are structural elements that
communicate order and levels, which provide a meaningful
sequence to users of assistive technologies.

_,:’;;}j Curb Cuts: Using actual headings provides
several important benefits:

*  Headings are used by Google Docs to auto-
generate a table of contents (see Technique 7.5:
Use a Table of Contents).

*  Headings are used by the Outline function in
Google Docs to create a navigation pane,
especially helpful for long documents (see Google:
Use document outlines); and you can update all of

the headings of a particular type at once, which
keeps them consistent.
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Tips for headings

*  Use the default headings styles provided
(“Heading “, “Heading 2", ..., “Heading 9”).

e Six (6) levels of headings are supported.

* Nest headings properly (e.g., the sub-headings
of a “Heading 1” are “Heading 2", etc.). Do not skip
headings.

e Ifyou plan to create a Word document that will
have an automatically generated table of contents,
remember that text marked with “Heading 1” will
appear in the table of contents. Therefore, you
may want to mark the top-level title of the
document, which typically wouldn’t be included in
the document’s table of contents, with the “Title”
style. On the other hand, if you plan to convert to
HTML, the main title is usually marked with a
“Heading 1” which will be mapped to an <h1>
HTML element.

To apply headings fTOTI’l Eh(’ Format menu

1. Highlight the text that you want to make into a navigational
heading.

2. Go to menu item: Format > Paragraph Styles.

3. Select the desired heading you would like to apply to the text.
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For details on how to modify a heading or text style, see Google: Set
and change a default style.

To apply headings using the Heading drop-down menu

1. Highlight the text that you want to make into a navigational
heading.
2. Go to the Styles drop-down menu.

e~ ~ o A P 100% « | Normaltext -

3. Select the desired heading you would like to apply to the text.
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Mormal text Arial -

+  Normal text -

L

Title

Subtitle >

L

Heading 1

Heading 2 >
Heading 3 >
Heading 4 -
Heading 5 -
Heading 6 -
Options >
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To apply headings using keyboard shortcuts

1. Highlight the text that you want to make into a navigational
heading
2. Select Ctrl+Alt+1 (for Heading 1),Ctrl+Alt+2 (for Heading 2), etc.

For a complete listing of keyboard shortcuts, see Google: Keyboard

shortcuts for Google Docs.

Technique 6. Use Named Styles

As with actual or “true” headings (see Technique 5), you should
attempt to make use of the named styles that are included with the
office application (e.g., “emphasis”, “caption’, etc.) before creating
your own styles or using the character formatting tools directly.
Named styles help your readers understand why something was
formatted in a given way, which is especially helpful when there
are multiple reasons for the same formatting (e.g., it is common to
use italics for emphasis, Latin terms and species names). For more
information on formatting using named styles, see Technique 9.
Note: While office application suites support headings in much the
same way, the named styles often differ.

To use default named SEleS

1. Default named styles can be applied the same way as headings
(see Technique 5).

Technique 7. Use Built-In Document Strueturing
Features
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7.1 Tables

At this time, Google Docs does not offer a mechanism that allows
you to select and indicate headings for rows and columns. Since
it is not possible to create complex tables in Google Docs that are
accessible, avoid creating complex tables since table headers cannot
be designated.

If you use the Grackle Docs add-on, tables can be given structure
and table headings can be indicated. While these fixes won't be
useful for making tables more accessible in Google Docs, it does
allow you to export the document into another format with
appropriate table tags intact. For more on Grackle Docs, see
Technique 11.

When using tables, it is important to ensure that they are clear
and appropriately structured. This helps all users to better
understand the information in the table and allows assistive
technologies (e.g., screen readers) to provide context so that the
information within the table can be conveyed in a meaningful way.

Since Google Docs does not provide a feature to repeat header
rows at the top of each page, you would need to break your table
into separate tables. Then, you would manually add a row at the top
of the table and copy/paste header info at the top of each page. For
detailed instructions on how to work with tables in Google Docs, see
Google: Add and edit Tables.

Tips for tables

*  Only use tables for tabular information, not for
formatting, such as to position columns.
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e Use “real tables” rather than text formatted to
look like tables using the TAB key or space bar.
These will not be recognized by assistive
technology.

*  Keep tables simple by avoiding merged cells and
dividing complex data sets into separate smaller
tables, where possible.

» If tables split across pages, set the header to
show at the top of each page. Also set the table to
break between rows instead of in the middle of
rows.

e Create a text summary of the essential table
contents. Any abbreviations used should be
explained in the summary.

e Table captions or descriptions should answer
the question “what is the table’s purpose and how
is it organized?” (e.g., “A sample order form with
separate columns for the item name, price and
quantity”).

e Table cells should be marked as table headers
when they serve as labels to help interpret the
other cells in the table.

*  Table header cell labels should be concise and
clear.

*  Ensure the table is not “floating” on the page

(see Technique 4).
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7.2 Lists

When you create lists, it is important to format them as “real lists”
Otherwise, assistive technologies will interpret your list as a series
of short separate paragraphs instead of a coherent list of related
items.

To create an or: L’TCCZ or LlTlOVdCV(’d liS[

1. Go to menu item: Format > List styles.
2. Select the list style you want to use.

7.3 Columns

Use Columns feature for placing text in columns. Note: Because
columns can be a challenge for users of some assistive technologies,
consider whether a column layout is really necessary.

7.4 Page Breaks

Start a new page by inserting a page break (Windows: CTRL + Enter;
Mac: ¥ + Enter) instead of repeated hard returns.

7.5 Use a Table of Contents

Creating an index or table of contents to outline office-document
content can provide a means of navigating the meaningful sequence
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of content. You can see your document’s structure with a table
of contents. Each item in the table of contents links to your
document’s headings.

The best way to generate a table of contents is after applying the
predefined heading styles, such as “Heading 1” as described above,
to the headings that you want to include in your table of contents.
After you apply these styles, you can then create a table of contents.

To insert a Table of Contents

1. Position cursor where you would like to place the table within
your document.
2. Go to menu item: Insert > Table of contents.

To updaz:e a Table of Contents

1. Click within the table.

2. Select the Refresh button.

For more details, see: Google: How to add or change a table of

contents.

7.6 Use Page Numbering

In Google Docs, you can add page numbers and the number of total

pages to a document.
Numbering the pages of your document helps those reading and
editing your document effectively navigate and reference its
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content. For users of assistive technologies, it provides a valuable
point of reference within the document.

To insert page TLUWLbCTS

In the top left, select Insert and then Header & page number.
2. Then choose:
Page number: Choose where you want the page numbers to
go, and whether you want the first page to be skipped.
Page count: The page count will be added wherever your
cursor is placed in the document.
3. The page numbers or page count will be added automatically.

For more details, see Google: Add or remove headers, footers and

page numbers.

7.7 Document Title

At this time, Google Docs makes use of a single document name.
Within Google Docs, this serves well as a title, but when exporting
to ODT, the document name is used to form the file name and the
ODT “Title” properties field is left blank. Note: In case the document
is ever converted into HTML, it should be given a descriptive and
meaningful title.

If using third-party add-on Grackle Docs, you can add a
document title. After updating this setting, the document title will
be preserved in the document’s metadata when exporting to PDF
using Grackle. It is one of the first checks that appears in the
Grackle Docs sidebar after launching (see Technique 11).
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To change the file name of the current document

1. Go to menu item: File > Rename.
2. In the Rename Document dialog, enter a new document name.
3. Click OK.

Technique 8. Create Accessible Charts

Charts can be used to make data more understandable for some
audiences. However, it is important to ensure that your chart is
as accessible as possible to all members of your audience. All basic
accessibility considerations that are applied to the rest of your
document must also be applied to your charts and the elements
within your charts. For example, use shape and color, rather than
color alone, to convey information. As well, some further steps
should be taken to ensure that the contents are your chart are
appropriate labeled to give users reference points that will help
them to correctly interpret the information.

Other Chart Considerations

* When creating line charts, use the formatting options to create
different types of dotted lines to facilitate legibility for users
who are color blind

* When creating bar charts, it is helpful to apply textures rather
than color to differentiate the bars

* Change the default colors to a color safe or gray-scale palette

* Use the formatting options to change predefined colors,
ensuring that they align with sufficient contrast requirements

(see Technique 9.2)
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-r:cll Curb Cuts: If the chart data is also provided in an
appendix, it will be easier for all users to make use of the
data.

To add a chart to Google Docs

Charts that you create in Google Sheets can be linked to a Google
Docs document.

1. Go to Insert > Chart.

2. Select the type of chart you want to add.

3. When you add a new chart, it will link to a new Google Sheet.
To update the the data in the chart, update the numbers in the
linked Google Sheet.

For more details, see the following:

* Google: Link a chart, table, or slides to Google Docs or Slides

* Google: Types of charts & graphs in Google Sheets
* Google: Learn how to edit chart data

Technique 9. Make Content Easier to See

9.1 Format of Text

When formatting text, especially when the text is likely to printed,
try to:
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» Use font sizes between 12 and 18 points for body text.

* Use fonts of normal weight, rather than bold or light weight
fonts. If you do choose to use bold fonts for emphasis, use
them sparingly.

» Use standard fonts with clear spacing and easily recognized
upper and lower case characters. Sans serif fonts (e.g., Arial,
Verdana) may sometimes be easier to read than serif fonts (e.g.,
Times New Roman, Garamond).

* Avoid large amounts of text set all in caps, italic or underlined.

* Use normal or expanded character spacing, rather than
condensed spacing.

* Avoid animated or scrolling text.

But can’t users just zoom in? Office applications do typically
include accessibility features such as the ability to magnify
documents and support for high contrast modes. However, because
printing is an important aspect of many workflows and changing
font sizes directly will change documents details such the
pagination, the layout of tables, etc., it is best practice to always
format text for a reasonable degree of accessibility.

9.2 Use Sufficient Contrast

The visual presentation of text and images of text should have a
contrast ration of at least 4.5:1. To help you determine the contrast,
here are some examples on a white background:

* Very good contrast (Foreground=black, Background=white,
Ratio=21:1)

» Acceptable contrast (Foreground=#767676, Background=white,
Ratio=4.54:1)

* Unacceptable contrast (Foreground=#AAAAAA,
Background=white, Ratio=2.32:1)
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Also, always use a single solid color for a text background rather
than a pattern. In order to determine whether the colors in your
document have sufficient contrast, you can consult an online
contrast checker, such as:

¢ WebAIM: Contrast Checker
e Juicy Studio: Luminosity Color Contrast Ratio Analyzer

* Joe Dolson Color Contrast Spectrum Tester

* Joe Dolson Color Contrast Comparison

9.3 Avoid Using Color Alone

Color should not be used as the only visual means of conveying
information, indicating an action, prompting a response, or
distinguishing a visual element. In order to spot where color might
be the only visual means of conveying information, you can create a
screenshot of the document and then view it with online gray-scale
converting tools, such as:

* GrayBit v2.0: Grayscale Conversion Contrast Accessibility Tool

Editor’s note: GrayBit v2.0 is no longer available.
However, multiple tools can be found online: Google

Search: gray-scale conversion tool.

9.4 Avoid Relying on Sensory Characteristics

The instructions provided for understanding and operating content
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should not rely solely on sensory characteristics such as the color
or shape of content elements. Here are two examples:

* Do not track changes by simply changing the color of text you
have edited and noting the color. Instead use Google Docs’s
review functionality features to track changes, such as the
revision history and TextFlow mechanisms.

* Do not distinguish between images by referring to their
appearance (e.g., “the bigger one”). Instead, label each image
with a figure number and use that for references.

95 Avoid Using Images of Text

Before you use an image to control the presentation of text (e.g.,
to ensure a certain font or color combination), consider whether
you can achieve the same result by styling “real text” If this is not
possible, as with logos containing stylized text, make sure to provide
alternative text for the image following the techniques noted in

Technique 3.

Technique 10. Make Content Easier to
Understand

10.1 Write Clearly

By taking the time to design your content in a consistent way, it will
be easier to access, navigate, and interpret for all users:

* Whenever possible, write clearly with short sentences.
* Introduce acronyms and spell out abbreviations.
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* Avoid making the document too “busy” by using lots of
whitespace and by avoiding too many different colors, fonts
and images.

» If content is repeated on multiple pages within a document or
within a set of documents (e.g., headings, footings, etc.), it
should occur consistently each time it is repeated.

10.2 Provide Context for Hyperlinks

Hyperlink text in your document should be meaningful when read
out of context. To be an effective navigation aid, the link text should
describe the destination of the link.

Consider the experience of screen reader users: Generally, screen
readers generate a list of links, and screen reader users navigate this
list alphabetically. Hyperlink text such as “click here” or “more” is
meaningless in this context.

In order to be useful to someone using a screen reader, ensure
that hyperlink text is self-describing and meaningful on its own.

To add hyperlinks with meaningful text

1. Go to menu item: Insert > Link. Alternately, you can select the
text you'd like to add a link to and press Ctrl+K (or Cmd+K on
Macs).

2. In the pop-up box, enter descriptive text in the Text display
box.

3. Enter the link address in the Link.

4. Select Apply.
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Technique 11. Check Accessibility

In order to get some indication of the accessibility of your
document or template (see Technique 1), then you may consider
saving the file into HTML or PDF in order to perform an accessibility
check in one of those formats, as described below.

While there is no accessibility checking feature built into Google
Docs, you can install a third-party add-on called Grackle Docs.

Grackle Docs

What is Grackle Docs? Grackle Docs is a third-party add-on that
runs on documents created in Google Docs. It helps with checking
and improving the digital accessibility of your document. Due to the
nature of Google Docs, some accessibility features, such as tables,
are only fully accessible when exporting the document to another
format, like a PDF file.

How does it work? After Grackle is launched, It scans the current
document for accessibility issues and identifies and locates errors.
Feedback appears in a sidebar that is docked on right-side of the
screen. By exploring the sidebar, you can immediately learn about
accessibility issues and find and fix the detected errors by
interacting with the Grackle sidebar.

Note: Grackle’s accessibility checker is free to use; however, the
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ability to export and produce accessible HTML and PDF documents
is only free for the first 30 days (as of December 2019).

At present, Grackle Docs performs the following 22 accessibility
checks:

e Document

o Document title is required
o Document language should be specified
* Images

o Images should have alternate text or mark as artifact

o Drawings should have alternate text or mark as artifact

o Equations should be described

o Images may need to be downsampled to reduce file size
* Headings

o Headings should be used

o Asingle “Heading 1" should be used

o Headings must be properly nested
* Tables

o Tables must be tagged or marked as layout tables
o The use of merged cells is not recommended
o The use of empty cells is not recommended

* Landmarks

o Headers and footers should be used

o Footnotes should have ids and alt text

o Lists should be used where appropriate
* Content

o Document should not contain unsupported content

o High color contrast should be used

o Fine print should be avoided

o All-caps styling should be avoided

o Adjusted alignment not suggested for non-heading text
o Lengthy paragraphs should be avoided

o Links should be informative
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How to install Grackle Docs

Grackle Docs can be installed from the Add-ons menu of a Google
Docs document.

1. Open a Google document.
2. Select Add-ons > Get Add-ons.

o Search for “Grackle” in the search field.
o Select the add-on and click Install.

3. Note: A message will appear requesting access to data that the
add-on needs to work. Review the message and click Allow.
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How to launch and use Grackle Docs

Grackle Docs is simple to launch and is accessed from the Add-ons

menu. Open a Google document

1. From the Add-ons menu, select Grackle Docs, then select

Launch.
; Help Accessibility
- Documentaddons - B I U

Grackle Docs [

Launch
Get add-ons About
Manage add-ons

Help

o A sidebar launches that identifies errors and warnings.
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o Clicking on each error and warning will expand the
selection and provide guidance on how to resolve each
issue.

o Select the “Locate” button on any flagged item will take
you to that line of the document to review.

[Locate EREXE|

2. Continue to review and address each flagged item.

o Select the “Re-Check” button at the top of the sidebar to
update the report.
o Continue to revise until all checks have passed.

To view a sample Google Doc that will give you a sense of how
Grackle Docs works, see Grackle Docs Walkthrough Document from

Grackle. Automated accessibility checkers cannot be trusted to
check for all accessibility concerns, so be sure to review the
recommended techniques in this document.

Evaluating Accessibility in Other Formats

To evaluate HTML accessibility

Save the document into HTML format and use one of the web
accessibility checkers available online. Such as:

e AChecker
¢ WebAIM Wave Web Accessibility Evaluation Tool
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To evaluate PDF accessibility

If you saved your document in tagged PDF format, you can use the
following tools and steps to evaluate the accessibility of the PDF
document:

* Adobe Acrobat Professional

* CommonLook PDF Evaluator

» PDF Accessibility Checker (PAC) - a free alternative provided
by “Access for all”

To evaluate PDF accessibility in Adobe Acrobat Professionai

. Go to menu item: Advanced > Accessibility > Full Check...
2. In the Full Check dialog, select all the checking option
3. Select the Start Checking button

Editor’s note: For detailed instructions, see our section
on how heck ibili ing A Acr
Professional.

Technique 12. Use Accessibility Features when
Saving/Exporting to Other Formats

In some cases, additional steps must be taken in order to ensure
accessibility information is preserved when saving/exporting to
formats other than the default.
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Alternate formats

1. Go to menu item: File > Download as
2. Select format Note: documents saved as HTML format may
require some cleaning up. The steps below will help you with
this.
PDF

PDF documents are not always accessible. Accessible PDF

documents are often called “Tagged PDF” because they include

“tags” that encode structural information required for accessibility.

To evaluate the accessibility of your PDF document, see Technique

1.

To clean up your HTML file

NSO gLk W =

Remove unnecessary styles, line breaks, etc.

Remove unnecessary id, class, and attributes

Remove font tags

Remove styles in the <head> tag

Ensure the <th> tags have a scope attribute

Remove <p> tags nested inside <th> and <td> tags

Check for accessibility (see Technique 11) Note: you may wish to
use HTML editors or utilities to help with this process.
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Technique 13. Consider Using Accessibility
Support Applications/Plugins

Disclaimer: This list is provided for information purposes only. It is
not exhaustive and inclusion of an application or plug-in on the list
does not constitute a recommendation or guarantee of results.

» Grackle Docs
e Using Google Docs with a screen reader — outlines how to

navigate to the ARIA enhanced version of Google docs and use
keyboard shortcuts.
» Keyboard shortcuts for Google Docs

* Google Docs Section 508 Compliance

Accessibility Help

If you are interested in what features are provided to make using
Google Docs more accessible to users, documentation is provided
through online articles and Help forums:

1. Go to menu item: Help > Google Docs Help Center

References and Resources

1. Google Docs help
2. GAWDS Writing Better Alt Text
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Microsoft Word 2013, 2016,
and 2019

Usage Notes

B

in these techniques. “Curb cuts” are situations in which

This icon highlights “curb cut” opportunities

accommodations made for accessibility reasons will also
result in significantly better and more efficient
outcomes for everyone. The name comes from sidewalk
“curb cuts” that were added for people in wheelchairs,
but are commonly used by people with baby strollers,
handcarts, wheeled luggage, and others.

At the time of testing (December 2019), Word provides a set of
accessibility features that is sufficient to enable the production of
accessible digital office documents. In addition, Word includes an

accessibility checking feature. This guide is intended to be used for
documents that are:

* Intended to be used by people (i.e., not computer code),

» Text-based (i.e., not simply images, although they may contain
images),

* Fully printable (i.e., where dynamic features are limited to
automatic page numbering, table of contents, etc. and do not
include audio, video, or embedded interactivity),

* Self-contained (i.e., without hyperlinks to other documents,
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unlike web content), and
* Typical of office-style workflows (e.g., Reports, letters,
memos, budgets, presentations, etc.).

If you are creating forms, web pages, applications, or other
dynamic and/or interactive content, these techniques will still
be useful to you, but you should also consult the W3C-WAI Web
Content Accessibility Guidelines (WCAG 2.0) because these are
specifically designed to provide guidance for highly dynamic and/

or interactive content.

File Formats

The default file format for Word is Office Open XML (DOCX).

In addition, Word offers many other word processor and web
format saving options (e.g., PDF, HTML, OpenDocument Text, Rich
Text Format, etc.). Most of these have not been checked for
accessibility, but some information and/or instructions are
available in Technique 11.

Document Conventions

We have tried to formulate these techniques so that they are useful
to all authors, regardless of whether they use a mouse. However,
for clarity there are several instances where mouse-only language
is used. Below are the mouse-only terms and their keyboard
alternatives:

* *Right-click: To right-click with the keyboard, select the

object using the Shift+Arrow keys and then press either (1) the
“Right-Click” key (some keyboard have this to the right of the
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spacebar) or (2) Shift+F10.

Disclaimer and Testing Details

* Following these techniques will increase the accessibility of
your documents, but it does not guarantee accessibility to
any specific disability groups. In cases where more certainty
is required, it is recommended that you test the office
documents with end users with disabilities, including screen
reader users.

» The application-specific steps and screenshots in this
document were created using Microsoft Word 2013 and
Microsoft Word included with Office 365 while creating a
DOCX document.

Technique 1. Use Accessible Templates

WCAG 2.0 Applicability:

e All success criteria

All office documents start with a template. These can be as simple as
a blank standard-sized page or complex nearly complete document
with text, graphics, and other content (e.g., a “meeting minutes”
template). Because templates provide the starting-point for so many
documents, accessibility is critical. If you are unsure whether a
template is accessible, you should check a sample document
produced when the template is used (see Technique 10. Check

Accessibility). Word’s default template for new documents is a blank
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page. The basic installation also includes a variety of other blank
office-related documents. These are all accessible by virtue of being

blank. It is also possible to create your own accessible templates.

_,:’;;}j Curb Cuts: Updating templates is also a good
opportunity to improve document consistency, copy-
editing, and branding.

To create an accessible template

w

N o g s

Create a new document (from the default blank template or
from one of the prepackaged templates).

Ensure that you follow all of the techniques in this document.
When finished, check the accessibility of the document (see
Technique 10. Check Accessibility).

Go to menu item: File > Save As.

Select Templates.

In the Save as type list, select Word Template (*.dotx).

In the File name box, type a name for the template. Using a
descriptive File name (e.g., “Accessible Memo Template”) may
increase the prominence of the accessibility status. As well,
filling in the text boxes labeled Tags and Title with the terms
that include “accessibility” may improve the discoverability of
the template as an accessible file.

Select Save.
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To select an accessible template

Only use these steps if you have an accessible template available

(e.g., one that you previously saved). Otherwise, simply open a new
(blank) document.

1. Go to menu item: File > New.

2. Select Personal.

3. Select your accessible template from the list.

50 | Microsoft Word 2013, 2016, and 2019



New

Save
Save As FEATURED PERSOMAL

Save as Adobe
PDF

Print

Share

Export

Close

Accessible_meeting_age...

4. Anew document based on the template will be displayed. If
you chose an accessible template, the document will be
accessible at this point.

5. Asyou add your content (e.g., text, images, etc.), ensure that
you consult the sections that follow to preserve accessibility.

Technique 2. Specify Document Language

WCAG 2.0 Applicability:

* 3.11Language of Page
» 3.1.2 Language of Parts
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In order to enable for assistive technologies (e.g., screen readers)

to present your document accurately, you must indicate the natural

(human) language of the document. If a different natural language is

used for a paragraph or selected text, this also needs to be clearly

indicated.

‘:c;}j Curb Cuts: The specified document language is
also used by the spelling and grammar checker. In
Canada, make sure to choose “English (Canada)” to avoid
having to override American spellings of words such as
“colour’”

To change the default language

W N =

Go to menu item: File.

Select Options from the list in the left window pane.

Select Language from the list in the left of the Options dialog.
Under Choose Editing Languages, select the editing language
you want to use.

Note: To add an editing language, select the language from the
drop down list labeled “Add additional editing languages”
Select Set as Default.

Close all Office documents and open them again for the
changes to take effect.
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Eners A% Set the Office Language Preferences. B
Display
Proofing Choose Editing Languages
Save Add additional languages to edit your documents. The editing languages set
language-specific features, including dictionaries, grammar checking, and sorting
Language
Editing Language Keyboard Layout  Proofing (Spelling, (
Advanced English (Canada) <default> Enabled Installed
Customize Ribbon =
Quick Access Toolbar O = ] v
Add-Ins [Add additional editing languages] [=]

Word has an automatic language detection mechanism, which can
automatically detect the language of your text. If you type a section
of text in a different language than the rest of your document, Word
should programmatically mark the language of that section of text
appropriately.

To turn on automatic language detection

Go to menu item: Review.

In the Language section, select the Language button.
Select Set Proofing Language.

In the Language dialog, select the Detect language
automatically check box.

B W N =
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Language m

Mark selected text as:

-
Afrikaans [
Albanian

Alsatian

Amharic

Arabic [Algeria)

Arabic [Bahrain)

Arabic [Egypt) -

The speller and other proofing tools automatically use
dictionaries of the selected language, if available.

|:| Do not check spelling or grammar
[¥]:Detect language automatically:

o) (o

To apply a language directly to selected text

Select the text.

Go to menu item: Review.

In the Language section, select the Language button.
Select Set Proofing Language.

Ul ok W N =

In the Mark selected text as box, select the language from the
list.
6. Select OK.
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Mark selected text as:

Estanian
Faroese

Francais Filipino —
Finnish l—l

% French (Belgium)
7 French [Cameroon]

French (Canada)

& French [Caribbean] -

The speller and other proofing tools automatically use
dictionaries of the selected language, if available,

|:| Do not check spelling or grammar
|:| Detect language automatically

o] [ome

Technique 3. Provide Text Alternatives for
Images and Graphical Objects

WCAG 2.0 Applicability:

¢ 1.1.1 Non-text Content

When using images or other graphical objects, such as charts and
graphs, it is important to ensure that the information you intend
to convey by the image is also conveyed to people who cannot see
the image. This is done by adding concise alternative text to of each
image. If an image is too complicated to concisely describe in the
alternative text alone (e.g., artwork, flowcharts, etc.), provide a short
text alternative and a longer description as well.
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-r:r;ll Curb Cuts: Sometimes it may not be clear what a
particular image is meant to convey and alternative text
can provide that clarity. Also, alternate text has been
shown to be included in search engines rankings.

Tips for writing alternative text

e Try to answer the following question: “What
information is the image conveying?”

» If the image does not convey any useful
information, leave the alternative text blank.

e If the image contains meaningful text, include
all of the text in the alternative.

e Alternative text should be fairly short, usually a
sentence or less and rarely more than two
sentences.

* If more description is required (e.g., for a chart
or graph), provide a short description in the
alternative text (e.g., a summary of the trend) and
more detail in the long description, see below.

e Test by having others review the document with
the images replaced by the alternative text.
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Tips for writing longer descriptions

*  Long descriptions should be used when text
alternatives (see above) are insufficient to answer
the question: “What information is the image
conveying?”

* In some situations, the information being
conveyed will be how an image looks (e.g., an
artwork, architectural detail, etc.). In these cases,
try to describe the image without making too
many of your own assumptions.

*  One approach is to imagine you are describing
the image to a person over the phone.

*  Ensure that you still provide concise alternative
text to help readers decide if they are interested
in the longer description.

Alternatively, you can include the same information
conveyed by the image within the body of the
document, providing the images as an alternate to the
text. In that case, you do not have to provide alternate
text within the image.

To add alternative text to images and graphical objects

1. Right-click* the object.
2. Select Format Picture...
3. Select the Layout & Properties tab.
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4. Select the Alt Text option from the list under that tab.
5. Fill in the Description field (not the “Title” field).

Format Picture v X
CIRONS -

I+ TEXT BOX

4 ALT TEXT
Title @

Description

An earthrise as seen from the moon

When inserting a very small image (or resizing a larger image to be
much smaller) and following it with text, Word sometimes assumes
that the image is intended to be a bullet-point for a bulleted list.
Once Word defines the image as a bullet, the option to add

alternative text disappears. Select Undo, to redefine the bullet as an
image.

Editor’s note: For later versions of Word, the Alt Text
menu is also available in the right-click, pop-up menu that
appears when you right-click on an image.

For more information, see these resources:

o Microsoft: How to add alt text

Microsoft: How to improve accessibility with alt

text (video)
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Technique 4. Avoid “Floating” Elements

WCAG 2.0 Applicability:

* 1.3.2 Meaningful Sequence

When certain elements (e.g., images, objects, text boxes) are
inserted into Word documents they default to being an “inline
object”. Inline objects keep their position on the page relative to
a position in the text. This is beneficial for users of assistive
technologies (e.g., screen readers), because the position of the
object in the document order is clear, so the screen reader can
read the object’s alternative content (e.g., Description field) when
the user moves keyboard focus to that position. However, Word
also provides the option to have these elements “float” outside of
the text order, with text flowing around, under or over it. This is a
problem because the position of the object in the document is no
longer clear and the screen reader will often read the alternative
text out of context, which can be confusing. These text flow options
should be avoided. Similarly, avoid placing drawing objects such as
arrows, lines and shapes directly into the document (e.g., as borders,
to create a diagram). Instead, create borders with page layout tools
and insert complete graphical objects (e.g., pictures).

‘:c;}j Curb Cuts: In-line elements are often easier to
work with than floating elements, which can end up
being shifted into strange positions as editing earlier
parts of a document cause repagination.
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To prevent an image or object from “floating’

Select the object.

Go to menu item: Page Layout.

Select Position from the Arrange section.
Select In Line with Text.

acing I_-l |:|

Position Wrap  Bring Send
2 Text - Forward = Backwar

W N =

ih In Line with Text

[as]

| In Line with Text

v s e e

(] [as] [me]

[ms] [as] [ad]

H More Layout Options...

Editor’s note: In later versions of Word, you can also keep
pictures in-line with text by selecting the object and
choose a wrapping option from the pop-up icon.
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Technique 5. Use Headings

WCAG 2.0 Applicability:

* 1.3.1Info and Relationships
e 2.4. Bypass Blocks

* 2.4.6 Headings and Labels
* 2.4.10 Section Headings

Any documents that are longer than a few paragraphs require
structuring to make them easier for readers to understand. One of
the simplest ways to do this is to use “True Headings” to create
logical divisions between paragraphs. True headings are more than
just bolded, enlarged, or centred text; they are structural elements
that order and levels provide a meaningful sequence to users of
assistive technologies.
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-r:r;ll Curb Cuts: Using true headings provides several
important benefits: (1) Headings are used by Word to
auto-generate a table of contents (see Technique 6.5
Use a Table of Contents); (2) Headings are used by the
“Navigation Pane” which is especially helpful for long

documents (see Word’s “Navigation” Feature); and you

can update all of the headings of a particular type at
once, which keeps them consistent.

Tips for headings

e Use the default headings styles provided
(“Heading “, “Heading 2", ..., “Heading 9”).

*  Nine levels of headings are supported.

e Nest headings properly (e.g., the sub-headings
of a “Heading 1” are “Heading 2, etc.).

e Ifyou plan to create a Word document that will
have an automatically generated table of contents,
remember that text marked with “Heading 1” will
appear in the table of contents. Therefore, you
may want to mark the top-level title of the
document, which typically wouldn't be included in
the document’s table of contents, with the “Title”
style. On the other hand, if you plan to convert to
HTML, the main title is usually marked with a
“Heading 1” which will be mapped to an <h1>
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HTML element.

To apply headings to selected text

Select text.

2. Right-click* and select Styles.

3. Select the heading style (Heading 1, Heading 2, and so on) from
the list.

To apply headings using the Styles toolbar

1. Select text.

2. Go to menu item: Home.

3. Inthe Styles section, select the heading style that you wish to
apply
Note: You can scroll through the multiple heading styles using
the arrows on the right side of the Styles section. You can also
change the Style design by selecting the Change Styles button
on the right.

To modify heading styles

Go to menu item: Home.

2. In the Styles section, right-click* the style you wish to modify
from the Styles Gallery.

3. Select Modify.
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4. In the Modify Style dialog, make your desired changes to style

characteristics.
5. Select OK.

[ Modify Style

Do) |

Properties
Mame:
Style type:
Style based on:
Style for following paragraph:

Formatting
Calibri Light [Hea(|Z| 16 E

(]
iff
i
Ml

Heading 1
Linked [paragraph and character]
T Normal

T Normal

<[]

Before: 12 pt

gallery, Priority: 10

Font: [Default] +Headings (Calibri Light], 16 pt, Font color: Accent 1, Space

After: 0 pt, Keep with next, Keep lines together, Level 1, Style: Linked, Show in the Styles L

Add to the Styles gallery |:| Automatically update

@ Only in this document () New documents based on this template

-

OK

] [ Cancel

Adding heading style that is not listed

Sometimes heading levels may not appear in lists described above.
For example, the list might contain “Heading 1” and “Heading 2", but
not “Heading 3" In this case, it is still possible to apply the unlisted

style:

1. Select text.

2. Go to menu item: Home.

3. In the Styles section, select the arrow to expand the list of
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style options.
4. Select Apply Styles.

5. Inthe Style Name, enter the heading style (“Heading 1” to

“Heading 97).
6. Select Apply button.

AaBbCcDc AaBbCeDe AaBhCe

TMNormal | TNe Spac.. Headingl
AaBbCcD¢ AoBbCcDr
Intense E...  Strong Quote ense Q.
#44 Create a Style
A . .
| GleatFormating
(|2 Apply Styles.. )
- - - - -
Apply Styles
7 Style Name:
Heading 3
Apply Modify A

+| AutoComplete style names

.. Subtle Ref...

Title Subtitle Subtle Em... Emphasis

AaBbCcDt  AaBbCcDc
Book Title

AsBBCCDC AABBCCDI

Intense R... T List Para...

Heading 1 a
Heading 2

A Title

Subtitle

Subtle Emphasi

Emphasis

Intense Emphas
Strong
Nunte

Technique 6. Use Built-In Document Structuring

Features

WCAG 2.0 Applicability:

* 1.3.1Info and Relationships
* 1.3.2 Meaningful Sequence
* 2.4.2 Page Titled
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-r:r;ll Curb Cuts: Using built-in structural features is
much more reliable that trying to use typography for
formatting (e.g., tabs to separate table cells, repeated
new lines for a page break).

6.1 Tables

When using tables, it is important to ensure that they are clear and
appropriately structured. This helps all users to better understand
the information in the table and allows assistive technologies (e.g.,
screen readers) to provide context so that the information within
the table can be conveyed in a meaningful way.

Tips for tables

*  Only use tables for tabular information, not for
formatting, such as to position columns.

e Use “real tables” rather than text formatted to
look like tables using the TAB key or space bar.
These will not be recognized by assistive
technology.

*  Keep tables simple by avoiding merged cells and
dividing complex data sets into separate smaller
tables, where possible.
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e  If tables split across pages, set the header to
show at the top of each page. Also set the table to
break between rows instead of in the middle of
rOWS.

*  Create a text summary of the essential table
contents. Any abbreviations used should be
explained in the summary.

e Table captions or descriptions should answer
the question “what is the table’s purpose and how
is it organized?” (e.g. “A sample order form with
separate columns for the item name, price and
quantity”).

e Table cells should be marked as table headers
when they serve as labels to help interpret the
other cells in the table.

e Table header cell labels should be concise and
clear.

e Ensure the table is not “floating” on the page
(see Technique 4. Avoid “Floating” Elements).

To insert a table

Go to menu item: Insert.

2. In the Tables section, select Insert Table.

3. Select the Number of columns and the Number of rows you
would like your table to have.

4. Select the OK button.
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To a heading row

1. Place the cursor in the top-row of the table that you would like
to make into the heading row.

The Table Tools menu item should appear.

Go to menu item: Table Tools > Layout.

In the Table section, select Properties.

Select the Row tab.

Select the Repeat as header row at the top of each page

S o

checkbox.

6.2. Lists

When you create lists, it is important to format them as “real lists”
Otherwise, assistive technologies will interpret your list as a series
of short separate paragraphs instead of a coherent list of related
items.

To create an OTdCTCCZ or UTlOTdCVCd liS[

1. Go to menu item: Home.
2. In the Paragraph section, select the Bullets icon for unordered
lists or select the Numbering icon for ordered lists.

To modify list stylcs

Go to menu item: Home.

2. Inthe Paragraph section, select the arrow beside the Bullets
icon for unordered lists or select the arrow beside the
Numbering icon for ordered lists.
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3. Select Define New Bullet... to create a new unordered list
format.

4. Select Define New Number Format... to create a new ordered
list format.

5. Inthe New Bullet dialog or the New Number Format dialog,
select the list characteristics.

6. Select OK.

6.3 Columns

Use the Columns feature for placing text in columns. Note: Because
columns can be a challenge for some users with disabilities (e.g.,
people using magnifiers), consider whether a column layout is really
necessary.

6.4 Page Breaks

Start a new page by inserting a page break instead of repeated hard
returns.

To add a page break

1. Go to menu item: Page Layout.

2. In the Page Setup section, select the arrow beside the Breaks
icon.

3. Select the type of break to add. Page break is used to start a
new page with the same page layout (page orientation,
headers, page numbering, etc.). Section break is used if you
want to start a new section of the document with a differing
page layout.
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6.5 Table of Contents

Creating an index or table of contents to outline office document
content can provide a means of navigating the meaningful sequence
of content. The best way to generate a table of contents is after
applying the predefined heading styles (e.g., “Heading 1, “Heading
2, “Heading 3”) as described above, to the headings that you want
to include in your table of contents. After you apply these styles,
you can then create a table of contents. Note: If you do not want
the main title of the document to appear in the generated table of
contents, mark it with the “Title” style.

To insert a table OfCOTlECTLtS

1. Place the cursor in your document where you want to create
the table of contents.

2. Go to menu item: References.

3. In the Table of Contents section, select Table of Contents.

4. Select the style that you want to use.

To update a table of contents

Select the table of contents.

2. Go to menu item: References.
In the Table of Contents section, select the Update Table
button.

6.6 Page Numbering

Numbering the pages of you document helps those reading and
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editing your document effectively navigate and reference its
content. For users of assistive technologies, it can provide a valuable
point of reference within the document.

To insert page numbers

Go to menu item: Insert.

In the Header & Footer section, select Page Number.
Select where you would like to insert your page numbers.
Select the style of page number you would like to use.

B W N -

To format page numbers

Go to menu item: Insert.

In the Header & Footer section, select Page Number.

Select Format Page Numbers...

In the Page Number Format dialog, select the page format
characteristics you would like to use.

Note: These changes are applied to the predefined page format
styles. It does not create a new page format style.

B W N =

6.7 Document Title

If you plan to convert the document into HTML, it should be given a

descriptive and meaningful title.

To change l'l’lC Eitl@ Of Eh@ current document

1. Go to menu item: File.
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2. Select Info from the list in the left window pane
In the right window pane, select the Title text box and enter
an appropriate title.
Note: The Title defined in the properties is different than the
file name.

Editor’s note: For later versions of Word, follow these
steps:

1. Select Info, then click on Properties in the right-
most pane.

2.  Next, select Advanced Properties.

3.  From there, the Title text box can be updated.

Properties ~

Advanced Properties

See more document
properties

Technique 7. Create Accessible Charts

WCAG 2.0 Applicability:

* 1.1.1 Non-text Content
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* 1.3.1Info and Relationships

Charts can be used to make data more understandable for some

audiences. However, it is important to ensure that your chart is as

accessible as possible to all members of your audience.

 All the basic accessibility considerations that are applied to the
rest of your document must also be applied to your charts and
the elements within your charts. For example, use shape and
color, rather than color alone, to convey information.

o When creating line charts, use the formatting options to
create different types of dotted lines to facilitate legibility
for users who are color blind.

o When creating bar charts, it is helpful to apply textures
rather than colours to differentiate the bars

Ensure that the contents are your chart are appropriate
labeled to give users reference points that will help them to
correctly interpret the information.

Use the formatting options to change predefined colours,
ensuring that they align with sufficient contrast requirements
(see Technique 8.2 Use Sufficient Contrast)

Consider providing the data that you used to create the chart
in tabular form (e.g., as an appendix).

_,:(;}_‘l Curb Cuts: If the chart data is also provided in an
appendix, it will be easier for all users to make use of the
data.
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Technique 8. Make Content Easier to See

WCAG 2.0 Applicability:

* 1.3.3 Sensory Characteristics
* 14.1Use of Color

* 14.3 Contrast (Minimum)

e 1.4.5 Images of Text

e 2.2.2 Pause, Stop, Hide

-rir;ll Curb Cuts: All users will benefit from content
that is easier to see.

&.1 Formart of Text

When formatting text, especially when the text is likely to printed,
try to:

» Use font sizes between 12 and 18 points for body text.

* Use fonts of normal weight, rather than bold or light weight
fonts. If you do choose to use bold fonts for emphasis, use
them sparingly.

» Use standard fonts with clear spacing and easily recognized
upper and lower case characters. Sans serif fonts (e.g., Arial,
Verdana) are typically easier to read than serif fonts (e.g. Times
New Roman, Garamond).
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* Avoid large amounts of text set all in caps, italic or underlined.

* Use normal or expanded character spacing, rather than
condensed spacing.

* Avoid animated or scrolling text.

But can’t users just zoom in? Office applications do typically
include accessibility features such as the ability to magnify
documents and support for high contrast modes. However, because
printing is an important aspect of many workflows and changing
font sizes directly will change documents details such as the
pagination, the layout of tables, etc., it is best practice to always
format text for a reasonable default level of accessibility.

To change thc text size fOT a default named Slfle

Go to menu item: Home.

In the Styles section, right-click* the Style you wish to modify.
Select Modify Style.

Under Formatting in the Modify dialog box, select the
appropriate font size.

5. Exit with OK.

B W N =
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[ Modify Styie [ER)

Properties
Mame: Heading 1
Style type: Linked [paragraph and character]
Style based on: T Normal

Style for following paragraph: T Normal

E[E]

Formatting
Calibri light (Head |16 [« || B I U || EE— |

(1
I
il
1l

Font: [Default] +Headings (Calibri Light], 16 pt, Font color: Accent 1, Space
Before: 12 pt a
After: 0 pt, Keep with next, Keep lines together, Level 1, Style: Linked, Show in the Styles =

gallery, Priority: 10 mi

-

Add to the Styles gallery |:| Automatically update

@ Only in this document () New documents based on this template

OK ] [ Cancel

8.2 Use Sufficient Contrast

The visual presentation of text and images of text should have a
contrast ration of at least 4.5:1.

To help you determine the contrast, here are some examples on a
white background:

» Very good contrast (Foreground=black, Background=white,
Ratio=21:1)

* Acceptable contrast (Foreground=#767676, Background=white,
Ratio=4.54:1)

* Unacceptable contrast (Foreground=#AAAAAA,
Background=white, Ratio=2.32:1)
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Also, always use a single solid colour for a text background rather
than a pattern. In order to determine whether the colours in your
document have sufficient contrast, you can consult an online
contrast checker, such as the TPG Contrast Analyser or the
WebAIM: Contrast Checker.

8.3 Avoid Relying on Color or Sensory

Characteristics

The instructions provided for understanding and operating content
should not rely solely on sensory characteristics such as the colour
or shape of content elements. Here are two examples:

* Do not track changes by simply changing the colour of text
you have edited and noting the colour. Instead use Word’s
“Track Changes” feature to track changes.

* Do not distinguish between images by referring to their
appearance (e.g., “the bigger one”). Instead, label each image
with a figure number and use that for references.

8.4 Avoid Using Images of Text

Before you use an image to control the presentation of text (e.g.,
to ensure a certain font or colour combination), consider whether
you can achieve the same result by styling “real text”” If this is not
possible, as with logos containing stylized text, make sure to provide
alternative text for the image following the techniques noted above.
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Technique 9. Make Content Easier to Understand

WCAG 2.0 Applicability

e 2.44 Link Purpose (In Context)
* 3.14 Abbreviations

* 3.1.5 Reading Level

» 3.2.3 Consistent Navigation

* 3.2.4 Consistent Identification

9.1 Write Clearly

-r:r;ll Curb Cuts: By taking the time to design your
content in a consistent way, it will be easier to access,
navigate and interpret for all users.

* Whenever possible, write clearly with short sentences.

* Introduce acronyms and spell out abbreviations.

* Avoid making the document too “busy” by using lots of
whitespace and by avoiding too many different colors, fonts
and images.

» If content is repeated on multiple pages within a document or
within a set of documents (e.g. headings, footings, etc.), it
should occur consistently each time it is repeated.
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9.2 Provide Context for Hyperlinks

Hyperlink text in your document should be meaningful when read
out of context. To be an effective navigation aid, the link text should
describe the destination of the link.

Consider the experience of screen reader users: Generally, screen
readers generate a list of links, and screen reader users navigate this
list alphabetically. Hyperlink text such as “click here” or “more” is
meaningless in this context.

In order to be useful to someone using a screen reader, ensure
that hyperlink text is self-describing and meaningful on its own.

To add hyperlinks with meaningful text

1. Type (or paste in) a web address and press spacebar or “Enter”
to convert into a hyperlink.

2. Select the link and right-click*.
Select Edit Hyperlink (Ctrl + K).

4. Edit the text in the Text to display box.

Technique r0. Check Accessibility

If you wish to check the accessibility of your document or template
(see Technique 1. Use Accessible Templates), Word offers an

“Accessibility Checker” to review your document against a set of
possible issues that users with disabilities may experience in your
file.

Important Note: No checker can detect all types of accessibility
issues. For example it can tell if alternative text is missing, but
it cannot tell if alternative text is actually correct. It also doesn’t
test for some issues, including colour contrast. The Office website
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provides more information about the Accessibility Checker,

including the rules it uses to identify and classify accessibility

issues. The “Accessibility Checker” classifies issues as

* Error - content that makes a file very difficult or impossible

for people with disabilities to understand

Warning - content that in most, but not all, cases makes a file
difficult for people with disabilities to understand

Tip - content that people with disabilities can understand, but
that might be better organized or presented in a way that
would maximize their experience

To use the “Accessibility Checker”

U AN

Make sure the file is saved as a DOCX. (Note: Older DOC files
are not compatible with the checker).

Go to menu item: File.

Select Info in the left window pane.

Select the Check for Issues dropdown.

Select the Check Accessibility item.
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Save As
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Share
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Close
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Word Activity (broken)-foobar

My Documents » JAN » MyDocuments = PROJECTS = Websawvy » WORKSHOP - £

=2 Compatibility Mode

-¢ Some new features are disabled to prevent problems when w
versions of Office. Converting this file will enable these featw

Convert
layout changes.
Protect Document
} Control what types of changes people can make to this docu
Protect
Document =
Inspect Document
Before publishing this file, be aware that it contains
Check for Document properties, author's name and related dates
Issues -
Headers and footers

@ Inspect Document |

Check the document for hidden properties es are unable to read
or personal information,
Check Accessibility

Check the document for content that pecple
with disabilities might find difficult to read. this file.

An Accessibility Checker task pane will open, showing the

inspection results.
7. Select a specific issue to see Additional Information.
Follow the steps provided to fix or revise the content.
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Accessibility Checker M
Inspection Results

ERRORS

4 Missing Alt Text
Picture 7

WARNINGS

4 (Objects not Inline
Picture7
Text Box 2

4 Repeated Blank Characters
10 Characters

Additional Information w
How To Fic

To add alternate text to a picture or object:

1) Right-click on the object, and click Format.

2) Click Layout & Properties,

3) Expand the Alt Text section,

1) Type a description of the object into the Title and Description boxes,

Technique 11. Use Accessibility Features when
Saving/Exporting to Other Formats

In some cases, additional steps must be taken in order to ensure
accessibility information is preserved when saving/exporting to
formats other than the default.

Saving to PDF

PDF documents are not always accessible. Accessible PDF
documents are often called “Tagged PDF” because they include
“tags” that encode structural information required for accessibility.
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To evaluate the accessibility of your PDF document, see Technique
10. Check Accessibility.

Go to menu item: File.

Select Save As.

In the File name box, type a name for the file.

In the Save as type list, select PDF (*.pdf).

Select the Options button.

Ensure that the Document structure tags for accessibility

S O

checkbox is selected.
7. Select OK and Save.

Options [ 2 ﬁr

Page range

) Current page
() Selection
) Page(s} From: |{ | To: |1

Publish what
@ Document
Document showing markup
Include non-printing information
|:| Create bookmarks using:
(@ Headings
Word bookmarks
Document properties
Document structure tags for accessibility
PDF options
|:| 150 19005-1 compliant [PDF/A)
Bitmap text when fonts may not be embedded
[] Encrypt the document with a passwaord

OK ] [ Cancel
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Saving to HTML

gLk W N =

R

Go to menu item: File.

Select Save As.

In the File name box, type a name for the file.

In the Save as type box, select Web Page (*.htm).

Check the title in the Title text box. To change it, select the
Change Title... to open an “Enter Text” dialog box.

Select Save.

Check the HTML file for accessibility (see Technique 10. Check

Accessibility).

To clean up your HTML file

N9 Tl W N

Remove unnecessary styles, line breaks, etc.

Remove unnecessary id, class, and attributes.

Remove font tags.

Remove styles in the <head> tag.

Ensure the <th> tags have a scope attribute.

Remove <p> tags nested inside <th> and <td> tags.

Check for accessibility (see Technique 11, above).

Note: you may wish to use HTML editors or utilities to help
with this process.

Other Application Features

Word’s “Navigation” Feature

After you have populated your document with content and true
headings have been applied, you may wish to rearrange the content.
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In order to maintain the integrity and accessibility of the altered
sequence, you will need to ensure that structural information (e.g.
heading levels) is adjusted accordingly. Word provides a
“Navigation” mechanism which displays all parts of the document,
such as headings, paragraphs, objects, etc. in sequential order. It
helps you navigate, access, and manipulate the content. You can
move headings or subordinate text up or down, rearranging their
sequence in a way that can be programmatically determined and
therefore accessible to assistive technologies.

To use the “Navigation” feature

1. Go to menu item: View.
2. In the Show section, select the Navigation Pane check box.
3. The Navigation pane will open to the left of your document.

To jump to a location in a document

1. Select one of three navigation options:
1. Select HeadingsNote: select the heading to view
hierarchical headings and content below it.
2. Select Pages.
Select the (Search) Results.

Navigation M /6\

Admission Form

FOOBAR
UNIVERSITY

Search document o -

HEADINGS PAGES RESULTS

| = |

4 Adrnission Form

Persanal Information
Summary of Fees Personal Information

2. Scroll through the sequential list and double-click* on the
location you would like to jump to
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To move content up or down ina dOCUWLCTlE

* Select and drag the content to a new location in the list.

Accessibility Help

If you are interested in what features are provided to make using
Word more accessible to users, documentation is provided in the

Help system:

B W N =

Go to menu item: File.

Select Help from the list on the left.

Under the Support section, select the Help icon.

Enter “Accessibility” as your search term in the Help dialog

box.

RCfCI‘Cl’lCCS and Resources

Ul ok W N =

Microsoft Accessibility Page

Microsoft: Use a screen reader to explore and navigate Word

Microsoft Accessibility Tutorials

Microsoft: Keyboard shortcuts in Word

Ryerson University: Microsoft Word Accessibility Tipsheet
PDF

Microsoft Word: Video Tutorials
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Microsoft Word for Mac 2011,
2016, and 2019

Usage Notes

At the time of testing (December 2019), Word for Mac provides a set
of accessibility features that is sufficient to enable the production
of accessible digital office documents. However, Word 2011 for Mac
does not include an accessibility checking feature.

Editor’s note: Later versions of Word for Mac include an
accessibility checker (for 2016 and later versions). For more
information, see Technique 11 or review how to make your

Word documents accessible to people with disabilities.

This guide is intended to be used for documents that are:

* Intended to be used by people (i.e., not computer code),

* Text-based (i.e., not simply images, although they may contain
images),

* Fully printable (i.e., where dynamic features are limited to
automatic page numbering, table of contents, etc. and do not
include audio, video, or embedded interactivity),

* Self-contained (i.e., without hyperlinks to other documents,
unlike web content), and

* Typical of office-style workflows (Reports, letters, memos,
budgets, presentations, etc.).
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For more information on creating forms, web pages, applications, or
other dynamic and/or interactive content that are accessible, you
should consult the W3C-WAI Web Content Accessibility Guidelines
(WCAG 2.0) because these are specifically designed to provide
guidance for highly dynamic and/or interactive content.

File Formats

The default file format for Word for Mac is Office Open XML
(DOCX).

In addition, Word for Mac offers many other word processor and
web format saving options, however most of these have not been
checked for accessibility.

Disclaimer and Testing Details

* The following techniques will increase the accessibility of your
documents, but it does not guarantee accessibility to any
specific disability groups. In cases where more certainty is
required, it is recommended that you test the office
documents with end users with disabilities, including screen
reader users.

* The application-specific steps and screenshots in this
document were created using Microsoft Word 2011:Mac and
Microsoft Word for Mac 2016 (version 16.16.16) while creating a
DOCX document.

* This document is provided for information purposes only and
is neither a recommendation nor a guarantee of results. If
errors are found, please report them to: adod-
comments@idrc.ocad.ca.
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Technique 1. Use Accessible Templates

All office documents start with a template, which can be as simple
as a blank standard-sized page or as complex as a nearly complete
document with text, graphics and other content.

Microsoft Word for Mac’s default template for a new documents is
a blank page. It is possible to create your own accessible templates
from scratch in Word for Mac. As well, you can edit and modify the
existing prepackaged templates, ensuring accessibility as you do so
and saving them as a new template.

To create an accessible template

1. Create a new document (from the default blank template or
from one of the prepackaged templates)

2. Follow the techniques in this guide.

3. Go to menu item: File > Save As.

4. In the Save As box, insert a name for the template.Tip: Using a
descriptive File name (e.g., “Accessible Memo Template”) may
increase the prominence of the accessibility status.

5. In the Format box, select Word Template.

Select Save.
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Save As:| Template | E}

FISEE %II]]]]HEIDocuments \:] Q
| ¥ DEVICES I _[:’j About Stacks.pdf |
|| scAMacPro 204... Adobe &
o osx (] Adabe FI_uilder 4.6 1
=} work Drive [ Any Video Convarter
’ (] Burn Temporary [
¥ SHARED [ Color Documents * |2
@ Al 4[] Digital Editions » ¥
r

¥ |[] DVD Stud...ocuments I

s aece

Forma v Word Document (.docx)

A RA(FID { Common Formats r
The XML-based format thal Word 97-2004 Document {.doc) BA macro code.
Word Template (.dotx)
Word 97-2004 Template (.dot)
Rich Text Format (.rtf)
Plain Text (.txt)
("Comp:  wWeb Page Chtm) inded
F

PD

E Hide extension @ icel

Specialty Formats 4
Word Macro-Enabled Document (.docry
Word Macro-Enabled Template (.dotm)

Word XML Document {.xml)

Word 2003 XML Document {.xml)
Single File Web Page (.mht)

Word Document Stationery (.doc)
Word 4.0-6.0/95 Coempatible (.rtf)

Learn more about file form

To select an accessible template

Only use the following steps if an accessible template is available
(e.g. a previous templates that is already created). Otherwise, simply
open a new blank document.

1. Select the template icon (top left corner).

N N&)
PSS  H =

2. Under Templates, select My Templates (in the word document

gallery).
3. Select the template from the scrolling gallery.
4. Select Choose.
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enNe Word Document Gallery

" Don'tshaw this when opening Word Cancel I Choose I

Technique 2. Speciﬁr Document Language

In order for assistive technologies (e.g., screen readers) to be able
to present the document accurately, it is important to indicate the
natural language of the document (e.g., English, French). If a
different natural language is used for a paragraph or selected text,
this also needs to be clearly indicated.

To change the default language

1. Go to menu item: Tools >Language...

Table Window % Help

i Spelling and Grammar... 3L
E Thesaurus... “C#R
f

Hyphenation... .
Dictionary... [

“language.. &

2. Inthe Mark selected text as: box, select the language.
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3. Select Default...

Language |

Mark selected text as:

Estonian

Finnish m
French

French (Canada)
Galician

il

GCerman -

The speller and other proofing tools
automatically use dictionaries of the selected
language, if available.

[] Do not check spelling or grammar

(Default...) CCan{eI:l ( OK )

To apply a language directly to selected text

Select the text.

Go to menu item: Tools > Language...

In the Mark selected text as: box, select the language.
Select OK.

W N =
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Mark selected text as:

Estonian
Finnish

French

French iCanada)
Galician
Cerman

The speller and other proofing tools
automatically use dictionaries of the selected
language, if available.

[] Do not check spelling or grammar

(Default...) CCanceI:l ( OK )

Techniquc 3 Provide Alternatives Text for
Images and Graphical Objects

Tips for writing alternative text

*  Try to answer the question “what information is
the image conveying?”
» If the image does not convey any useful
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information, leave the alternative text blank.

* If the image contains meaningful text, ensure all
of the text is replicated.

e Alternative text should be fairly short, usually a
sentence or less and rarely more than two
sentences.

* If more description is required (e.g., for a chart
or graph), provide a short description in the
alternative text (e.g., a summary of the trend) and
more detail in the long description, see below.

e Test by having others review the document with
the images replaced by the alternative text.

Tips for writing longer descriptions

*  Long descriptions should be used when text
alternatives (see above) are insufficient to answer
the question “what information is the image
conveying?”

* Insome situations, the information being
conveyed will be how an image looks (e.g., an
artwork, architectural detail, etc.). In these cases,
try to describe the image without making too
many of your own assumptions.

*  One approach is to imagine you are describing

Microsoft Word for Mac 2011, 2016, and 2019 | 95



the image to a person over the phone.

Ensure that you still provide concise alternative
text to help readers decide if they are interested
in the longer description.

Alternatively, you can include the same information
conveyed by the image within the body of the
document, providing the images as an alternate to the

text. In that case, you do not have to provide alternate
text within the image.

To add alternative text to images and graphical objects

1. Select Image.

2. (*Right click or Control+click) Select Format Picture...
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Cut %X
Copy #C
Paste #EV

Change Picture...
Save as Picture...

Arrange
Grouping
Align or Distribute

¥y ¥vv¥vv¥

Wrap Text
Insert Caption...

Format Picture...

Hyperlink... ®K

3. In the “Format Picture” window left menu, select Alt Text.
4. Insert description.
5. Select OK.
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Format Picture

S 0 =

b Text Box

¥ Alt Text

Title &

Description

Ared apple on a white flat surface

Editor’s note: To learn more about adding alternative text
to images and graphical objects, see the video on how to

improve accessibility with alt text.

Technique 4. Avoid “Floating” Elements

When images and objects are inserted into Word for Mac
documents, they default to being an “in line with text.” In this case,
you do not need to change anything.
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However, if you are editing a document that includes a “floating”
image or object, use the procedure below:

To prevent an image or object from “ﬂoating”

1. Under Arrange (top navigation bar).
2. Select Wrap text.
3. Select In Line with Text.

L3

P
;

Pl |

Position

v In Line with Text

Square

Tight

Through

Top and Bottom

113113

)

P [

Behind Text
In Front of Text

[l

i1 More Layout Options...
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Editor’s note: For later versions of Word, the instructions
are simplified slightly, as follows:

1. Select the image.
2. Under the Picture Format tab, you'l see the drop-
down menu for Wrap text.

Technique 5. Use Headings

Any documents that are longer than a few paragraphs require
structuring to make them more straightforward for readers to
understand. One of the easiest ways to do this is to use “True
Headings” True headings are more than just bolded, enlarged, or
centred text; they are structural elements that order and levels
provide a meaningful sequence to users of assistive technologies.

To apply headings

Select text.
2. In the Styles panel select the heading you wish to apply (in the
Home bar)

Paragraph Styles

AaBbCcDAE: (AaBbCcDi| AaBbCeDAE( AaBbCcDdte| AaBbCcDdEe | AaBbCcDdEe | AaBbCeDdEe | )

|z Narmal Heading1 || Heading2 Heading 3 Heading 4 Heading 5 Heading &

R R U R R —————=—.e—.
Chapter 2

Note: If the Styles panel is not in view, go to menu item: View >
Toolbox, Styles.
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VIAUS Insert  Format Font

Draft
Web Layout
Qutline

v Print Layout
Notebook Layout
Publishing Layout

U= [ ] LS
T T T T ——

Focus
| v Ribbon ¥R

Toolbars 3
Sidebar (3
Message Bar
Media Browser ~3M
Toolbox

.9 Styles

ﬁ Citations

{= Scrapbook
il Reference Tools
% Compatibility Report

Editor’s note: In later versions of Word for Mac,
the Styles Pane button is visible on the right side of
the Home tab.

1)

Styles
Pana
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To modify heading styles

This refers to changing the appearance of all text marked with a
certain style.

1. In the Styles dialog box, select the heading you want to
modify.

2. Select the drop down menu on the side of the selected
heading.

3. Select Modify Style...

BB Styles (1G]

0]® [& W[ >

Current style of selected text:

Mormal

Select All

Clear Formatting {
New Style... |
-

Mormal

Heading 1

i Heading 2

L

IRSHIRCR| SR B

i Heading 3

CRCNC]

List:| Recommended

|| Show Styles Guides

I;l Show Direct Formatting Guides

4. In the Modify Style dialog, make the appropriate changes to
style characteristics.
5. Select OK.
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Properties

Name: [Nmmal I

Style type: | Paragraph =

Style based on: | 5

Style for following paragraph: [ 9 Normal H-i
Formatting

|cambria (Body) [« |12 H| BT ‘A -

B===l==zz|=x

FrTNICn Faragraph Frovican Pandraph Frovcan Panggraph Frovican Panaraph Frovinan Pardgragh
Previean Parapragh, Previean Parspragh Proviean Parapragh Presiean Parapragh, Presiean Paragragh

Tawrn
el o Pardgrph Pl lmng Panigraph

h Polloan g
g Purapragh,
h Pl ne

. e
Puragraph Pedleem e Parderack Pellco rah Pl raprah, Pelloane PUderinh,
Pell comrgr Paraerusd Pol lnomre Fragraph Pollesne Punceruph Poll wang Furagraph Pullomne
Furagraph Podlom i Pardgraph Poll ong Puragaph Pol lom re Farggraph Polloong Puagmaph
Pedl o Paragragk, Ped I Parapragh

Font:(Default) +Theme Body, 12 pt, Left, Line spacing: single, Widow/
Orphan control, Style: Quick Style

[ Add to template (¥ Add to Quick Style list

-@ C Cancel :I E —GK'-'—a

To create a new S[yl@

1. In the Styles dialog box (View > Toolbox, Styles).
2. Select New Style...
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M Nel ) Styles (]

[O]m & [ | %

Current style of selected text:

Heading & 1

Pick a style to apply:

Clear Formatting m
Mormal 1]'.
Heading 1 bl
Heading 2 T
Heading 3 T E

-]

List:| Recommended

|| Show Styles Guides
| | Show Direct Formatting Guides

3. In the Name box, enter a name for the new style.
4. Format the characteristics of the new style.
5. Select OK.
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ﬁb.

Properties
Name: [Stv!e] ]
Style type: [ Paragraph I-eéui
Style based on: [ 9 Heading 1 lw%-u]
Style for following paragraph: [ T Sstylel I-:H
Formatting

|Ca|ihri{Headings] |""-| |16 H|B T |é v
===
Tt s [l =

)
I
il
(I

mn
L
il
L
[l

Style: Quick Style, Based on: Heading 1

[ Add to template ¥ Add to Quick Style list  [] Automatically update

@ ( Cancel :] E—ﬁl@—)

Technique 6. Use Named Styles

Named styles help your readers understand why something was
formatted in a given way, which is especially helpful when there are
multiple reasons for the same formatting (e.g., it is common to use
italics for emphasis, Latin terms and species names).
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To use default named styles

Default named styles can be applied the same way as headings (see
Technique 5).

Technique 7. Use Built-In Document Structuring
Features

7.1 Tables

When using tables, it is important to ensure that they are clear and
appropriately structured. This helps all users to better understand
the information in the table and allows assistive technologies (e.g.,
screen readers) to provide context so that the information within
the table can be conveyed in a meaningful way.

Tips for tables

*  Only use tables for tabular information, not for
formatting, such as to position columns.

e Use “real tables” rather than text formatted to
look like tables using the TAB key or space bar.
These will not be recognized by assistive
technology.

*  Keep tables simple by avoiding merged cells and
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dividing complex data sets into separate smaller
tables, where possible. Whenever possible, use
just one row of headings.

e  If tables split across pages, set the header to
show at the top of each page. Also set the table to
break between rows instead of in the middle of
rOWS.

e For more complicated tables, consider creating
a text summary of the essential table contents.
Any abbreviations used should be explained in the
summary.

e Table captions or descriptions should answer
the question “what is the table’s purpose and how
is it organized?” (e.g., “A sample order form with
separate columns for the item name, price and
quantity”).

e Table cells should be marked as table headers
when they serve as labels to help interpret the
other cells in the table.

e  Table header cell labels should be concise and
clear.

*  Ensure the table is not “floating” on the page.

Adding a table

Go to Table (top navigation bar).

2. Under Table Options select New.
In the “New” drop down menu drag the columns and rows
need.
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Layout Document Elements

Tablz Options
Header Row First Column =TT
Total Row Last Calumn : E E E E E
Banded Rows Banded Columns i
4 x 3 Table =

i a—s Y

I O O [ O |
JA O O
(R O
N
N T (A I
N
N O
N o

@ Insert Table...
Convert Text to Table...

|
Note: To style the table select the table on the page and choose

the design available in the Table Styles panel.
(e e |

Editor’s note: For later versions of Word for Mac, the
insert table functions are in found in the Insert tab.
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Design Layout Refer
D ) D : . T Smarthrt
| 7 onan

Insert Table

(I
(I
I T
N
(I
(I
I T
N {

B Insert Table...

¥ Draw Table

Note: Be sure to designate table headers: In the Table
Design tab, select the checkbox for Header Row, to
indicate table headings.

7.2. Lists

When you create lists, it is important to format them as “real lists”
Otherwise, assistive technologies will interpret your list as a series
of short separate paragraphs instead of a coherent list of related
items.
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To create an ordered or unordered list

1. Select Home (top navigation bar).

2. Under Paragraph select the style (e.g., bullets, number).
Layout | Document Elements | Tables | Charts | SmartArt |

Font

(Cambria Sody) _|+][0 [~]| A« | A~|| &~ |

| B| T |U |-|jse| A2 Ao | A |-|asd |+ | £\~

7.3 Columns

Use Columns feature for placing text in columns. However, because
columns can be a challenge for users of some assistive technologies,
you should consider whether a column layout is really necessary.

7.4 Page Breaks

Start a new page by inserting a page break instead of repeated hard
returns.

7.5 Use a Table of Contents

Creating an index or table of contents to outline office document
content can provide a means of navigating the meaningful sequence
of content.
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To insert a table of contents

1. Place the cursor in your document where you want to create
the table of contents.
2. Document Elements > Table of Contents.

3. In the Table of Contents select the style you want to use.
|__ Tables | Charts ‘ SmartArt | Review ‘

Table of Contents

Heading 1o..... 1 HEADINGI 1 weabmci. Heading 1 Meading1 1 28, Undate
Heading Zuwee2 | HiainG2 2 2 Heoding2 2 | (b)
Headingd 3 HeapinG 3 3 Heading3 3 E-3 Options

Note: in order for the table of content to automatically set up
the user must change all the heading to Heading 1.

Paragraph Styles.
iAaBchDu} AaBbCcDdE( | | AaBbCeDdEe | AaBbCeDdEe | AaBbCeDdEe | AaBbCeDdEe

Nommal || Headingl || Heading? || Heading3 || Heading4 || Headings || Heading6

AaBbCeDdEc o

e B e e Sl ———

Chapter 2

Editor’s note: In later versions of Word for Mac, the
Table of Contents drop-down menu is located under the
References menu.
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Table of Contents

Table of Contents

Custom Table of Contents...
Remove Table of Contents
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To update table of contents

1. Select the table.
2. Select the drop down menu beside Table of Contents.
3. Select Update Table...

i Table of Contents ¥
Update Table...
Remove Table of Contents

Table of Contents

Intro 2

Chapter 2
Chapter 3 4

Editor’s note: In later versions of Word for Mac,
the Update Table button is located under the References
tab.

+ L Add Tewt

Table of | == Update Table
Contants

7.6 Use Page Numbering

Numbering the pages of your document helps those reading and
editing your document effectively navigate and reference its
content. For users of assistive technologies, it provides a valuable
point of reference within the document.
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Insert page numbers

1. Go to menu item: Insert >Page Numbers...

Format Font

Break 3
Page Numbers...
i Date and Time...

5§ AutoText [ ]
' Field...

| New Comment

L
E
B

2. In the Page Numbers dialog, select the page number
characteristics (Position, Alignment, Show number on first
page).

3. Select OK.

Editor’s note: For later versions of Word for Mac, go to
the Insert tab to find the Page Number button.

Home Design  Layout References  Mailings  Review  View ___*
i CoverPage + ~ T SmartAnt Y e Fe N ™
. LR &) sre B G Ly,
B == W PO o S a2 (g s

Table  Pictures Shapes

Page Break " Seraonshot = & MyAddeins * Media Links ~ Comment  Header Footer

Formatting page numbers

1. In the Page Numbers dialog, select Format...
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Page Numbers

Position: Preview
| Bottom of page (Footer) J ¢]
Alignment:
[Right b
1

E] Show number on first page

[ Format... | (" Cancel ) ( OK :}

2. Select the format characteristics in the Page Number Format
dialog.

3. Select OK.
Note: These changes are applied to the predefined page format
styles. It does not create a new page format style.

7.7 Document Title

In case the document is ever converted into HTML, it should be
given a descriptive and meaningful title.

To change ticle

1. Go to menu item: File > Properties.
2. In the Document Properties dialog, select Summary.
3. Enter the title in the Title text box.
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Templates .dotx Properties

I General | Summa Statistics Contents Custom |

I Title: I

Subject:

Authaor: user

Manager:

Company:

Category:

Keywards:

Camments:

Hyperlink base:

Template: Templates .dotx

E Save preview picture with this document

( Cancel ) ( OK )

Tip: you can also fill in the subject, author and other
descriptions if necessary

Technique 8. Make Charts Accessible

Charts can be used to make data more understandable for some
audiences. However, it is important to ensure that your chart is as
accessible as possible to all members of your audience.

* All basic accessibility considerations that are applied to the
rest of your document must also be applied to your charts and
the elements within your charts. For example, use shape and
color, rather than color alone, to convey information.
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o When creating line charts, use the formatting options to
create different types of dotted lines to facilitate legibility
for users who are color blind.

o When creating bar charts, it is helpful to apply textures
rather than colors to differentiate the bars.

* Ensure that the contents are your chart are appropriate
labeled to give users reference points that will help them to
correctly interpret the information.

» Use the formatting options to change predefined colors,
ensuring that they align with sufficient contrast requirements
(see Technique 9.2).

* Consider providing the data that you used to create the chart
in tabular form (e.g. as an appendix).

Technique 9. Make Content Easier to See

Here are some other things to keep in mind:

9.1 Format of Text

When formatting text, especially when the text is likely to printed,
try to:

» Use font sizes between 12 and 15 points for body text.

* Use fonts of normal weight, rather than bold or light weight
fonts. If you do choose to use bold fonts for emphasis, use
them sparingly.

* Use standard fonts with clear spacing and easily recognized
upper and lower case characters. Sans serif fonts (e.g., Arial,
Verdana) may sometimes be easier to read than serif fonts (e.g.,
Times New Roman, Garamond).
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* Avoid large amounts of text set all in caps, italic or underlined.

* Use normal or expanded character spacing, rather than
condensed spacing.

* Avoid animated or scrolling text.

9.2 Use Sufficient Contrast

The visual presentation of text and images of text should have a
contrast ration of at least 4.5:1. To help you determine the contrast,
here are some examples on a white background:

* Very good contrast (Foreground=black, Background=white,
Ratio=21:1)

* Acceptable contrast (Foreground=#767676, Background=white,
Ratio=4.54:1)

* Unacceptable contrast (Foreground=#AAAAAA,
Background=white, Ratio=2.32:1)

Also, always use a single solid color for a text background rather
than a pattern. In order to determine whether the colors in your
document have sufficient contrast, you can consult an online
contrast checker, such as:

¢ WebAIM: Contrast Checker
e Juicy Studio: Luminosity Color Contrast Ratio Analyzer

* Joe Dolson Color Contrast Comparison
* TPG Contrast Analyser
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9.3 Avoid Relying on Color or other Sensory

Characteristics

Content should not rely solely on sensory characteristics such as
the colour or shape of content elements. Here are two examples:

* Do not track changes by simply changing the colour of text
you have edited and noting the colour. Instead use Word for
Mac’s “Track Changes” feature to track changes.

* Do not distinguish between images by referring to their
appearance (e.g., “the bigger one”). Instead, label each image
with a figure number and use that for references.

9.4 Avoid Using Images of Text

Before you use an image to control the presentation of text (e.g.,
to ensure a certain font or colour combination), consider whether
you can achieve the same result by styling “real text” If this is not
possible, as with logos containing stylized text, make sure to provide
alternative text for the image following the techniques noted above.

Technique 10. Make Content Easier to
Understand

10.1 Write Clearly

By taking the time to design your content in a consistent way;, it will
be easier to access, navigate and interpret for all users:
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* Whenever possible, write clearly with short sentences.

* Introduce acronyms and spell out abbreviations.

* Avoid making the document too “busy” by using lots of
whitespace and by avoiding too many different colours, fonts
and images.

» If content is repeated on multiple pages within a document or
within a set of documents (e.g., headings), it should occur
consistently each time it is repeated.

10.2 Provide Context for Hyperlinks

Hyperlink text in your document should be meaningful when read
out of context. To be an effective navigation aid, the link text should
describe the destination of the link.

Consider the experience of screen reader users: Generally, screen
readers generate a list of links, and screen reader users navigate this
list alphabetically. Hyperlink text such as “click here” or “more” is
meaningless in this context.

In order to be useful to someone using a screen reader, ensure
that hyperlink text is self-describing and meaningful on its own.

Technique 11. Check Accessibility

At this time, Word 2011 for Mac does not offer a mechanism to
check for potential accessibility errors in your document prior to
publishing.

Editor’s note: For later versions of Word for Mac, there is
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an accessibility checker, located under the Tools menu. For
detailed instructions, see the following resources:

. Microsoft: Improve accessibility with the
Accessibility Checker

U Microsoft: Make your Word documents accessible
to people with disabilities

@ Word File Edit View Insert Format Table Window Help

a0 e BEw-d8 = Spelling and Grammar >
, . Thesaurus... AR
|‘J . Arial e -|[A= a4 Hyphenation...
Paste & B I U ~abe X; x2 A~ & Language... &
Word Count...
AuteCorrect...
" Check Accessibility |
Track Changes >

Combine Documents...

Protect Document...

Envelopes...
Labels...

Macro >
Templates and Add-ins...
Customize Keyboard...

It is also possible possible to create tagged PDFs using
later versions of Word for Mac:

1. Select File: Save As (or press Command+Shift+S)

2. Enter the file name in the Save As field, then
choose where you want the file to be saved.

3.  Inthe Save As dialog, go to the File Format drop
down box and select PDF.

4.  Select the radio button Best for electronic
distribution and accessibility (uses Microsoft online
service). This ensures the PDF is tagged.
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Note: If you do not see this option, you may need to
update your version of Word.

Save As: Title
Tags:
Where:  [B9) Desktop a >
Online Locations File Format: ~ PDF E
Best for electronic distribution and accessibility
(uses Microsoft online service)
Best for printing
concel | (XN
5. Select Save.
ibili |
Accessibility Help

If you are interested in what features are provided to make using
Word more accessible to users, documentation is provided in the

Help system:

Go to menu item: File.

Select Help from the list on the left.

Under the Support section, select the Help icon.

Enter “Accessibility” as your search term in the Help dialog

B W N =

box.

References and Resources

Microsoft Accessibility Page
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Microsoft Word 2010

Usage Notes

"’—JEJ This icon highlights “curb cut”

opportunities in these techniques. “Curb cuts” are
situations in which accommodations made for
accessibility reasons will also result in significantly
better and more efficient outcomes for everyone. The
name comes from sidewalk “curb cuts” that were added
for people in wheelchairs, but are commonly used by
people with baby strollers, handcarts, wheeled luggage,
and others.

At the time of testing (September 30, 2010), Word 2010 provides
a set of accessibility features that is sufficient to enable the
production of accessible digital office documents. In addition, Word
2010 includes an accessibility checking feature.

This guide is intended to be used for documents that are:

* Intended to be used by people (i.e., not computer code),

* Text-based (i.e., not simply images, although they may contain
images),

* Fully printable (i.e., where dynamic features are limited to
automatic page numbering, table of contents, etc. and do not
include audio, video, or embedded interactivity),

* Self-contained (i.e., without hyperlinks to other documents,
unlike web content), and
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» Typical of office-style workflows (Reports, letters, memos,
budgets, presentations, etc.).

If you are creating forms, web pages, applications, or other
dynamic and/or interactive content, these techniques will still
be useful to you, but you should also consult the W3C-WAI Web
Content Accessibility Guidelines (WCAG 2.0) because these are
specifically designed to provide guidance for highly dynamic and/

or interactive content.

File Formats

The default file format for Word 2010 is Office Open XML (DOCX).

In addition, Word 2010 offers many other word processor and
web format saving options. Most of these have not been checked
for accessibility, but some information and/or instructions are
available for the following formats in Technique 12 (below).

Document Conventions

We have tried to formulate these techniques so that they are useful
to all authors, regardless of whether they use a mouse. However,
for clarity there are several instances where mouse-only language
is used. Below are the mouse-only terms and their keyboard
alternatives:

» *Right-click: To right-click with the keyboard, select the
object using the Shift+Arrow keys and then press either (1) the
“Right-Click” key (some keyboard have this to the right of the
spacebar) or (2) Shift+F10.
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Disclaimer and Testing Details

* Following these techniques will increase the accessibility of
your documents, but it does not guarantee accessibility to
any specific disability groups. In cases where more certainty
is required, it is recommended that you test the office
documents with end users with disabilities, including screen
reader users.

» The application-specific steps and screenshots in this
document were created using Microsoft Word 2010
(ver.14.0.4762.1000, Windows XP, Aug. 2010) while creating a
DOCX document.

* This document is provided for information purposes only and
is neither a recommendation nor a guarantee of results. If
errors are found, please report them to: adod-
comments@idrc.ocad.ca.

Technique 1. Use Accessible Templates

WCAG 2.0 Applicability:

e All success criteria

All office documents start with a template. These can be as simple as
a blank standard-sized page or complex nearly-complete document
with text, graphics and other content (e.g., a “Meeting Minutes”
template). Because templates provide the starting-point for so many
documents, accessibility is critical. If you are unsure whether a
template is accessible, you should check a sample document
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produced when the template is used (see Technique 10. Check
Accessibility).
Word 2010’s default template for new documents is a blank page.

The basic installation also includes blank business card, blank label
templates, and other blank office-related documents. These are all
accessible by virtue of being blank. It is possible to create your own
accessible templates.

-dr;;}qurb Cuts: Updating templates is also a good
opportunity to improve document consistency, copy-
editing, and branding.

To create an accessible template

1. Create a new document (from the default blank template or
from one of the prepackaged templates).
2. Ensure that you follow all of the techniques in this document.

3. When you are finished, check the accessibility of the document
(see Technique 10. Check Accessibility)

4. Go to menu item: File > Save As.

5. Select Templates.

6. Inthe Save as type list, select Word Template.

7. In the File name box, type a name for the template. Using a

descriptive File name (e.g. “Accessible Memo Template”) may
increase the prominence of the accessibility status. As well,
filling in the text box labeled Tags with the term “accessibility”
may improve its discoverability as an accessible file.

8. Select Save.

Microsoft Word 2010 | 127



x

é’(:}; |.. v Roaming ~ Miqosoft + Templates

- &Ir-

Organize ~ éﬂm - . New Folder

Favorite Links tame || Date... || Type -+ |-|sie

|-|tags  |-|

[ . ) Document Themes
. Tempiates } J. SmartArt Graphics

J. LiveContent

To select an accessible template

Only use these steps if you have an accessible template available
(e.g., that you previously saved). Otherwise, simply open a new

(blank) document.

Go to menu item: File > New.

2. Under Available Templates, select My Templates.

Home Insert Page Layout References

Mailings

Review

|l save
Available Templates

Save As

&5 open & Home

[ Close

S
Recent Blog post
....... - document

_ Office.com Templates

CYTITI -
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In the New document dialog, select your accessible template
from the list.

Select OK.
hew x|
W g =]
Preview
Blank NormalOld

Document

Preview not available.

Create New
’75' Document  { Template
ok | cancel |

A new document based on the template will be displayed. If
you have chosen an accessible template, the document will be
accessible at this point.

As you add your content (e.g. text, images, etc.), ensure that
you consult the sections that follow to preserve accessibility.

Technique 2. Specify Document Language

WCAG 2.0 Applicability:

* 3.11Language of Page
* 3.1.2 Language of Parts

In order for assistive technologies (e.g. screen readers) to be able
to present your document accurately, you must indicate the natural
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(human) language of the document. If a different natural language is
used for a paragraph or selected text, this also needs to be clearly
indicated.

.,;9_1 Curb Cuts: The specified document language is
also used by the spelling and grammar checker. In
Canada, make sure to choose “English (Canada)” to avoid
having to override American spellings of words such as
“colour”

To change the default language

Go to menu item: File.

Select Options from the list in the left window pane.

Select Language from the list in the left of the Options dialog.
Under Choose Editing Languages, select the editing language
you want to useNote: to add an editing language, select the
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language from the drop down list labeled “Add additional
editing languages”

5. Select Set as Default.

6. Close all Office 2010 programs and open them again for the

changes to take effect.
2l

General .
*_ Set the Office Language Preferences.
Display o

Procfing Choose Editing Languages

Save Add additional languages to edit your documents. The editing languages set language-specific features, incluging
o= === digtippais. W' £Beghing, and sorting

S Eaneg = +f English (Canada)
 French France) Hot enobled " Installed

Customize Ribbon

Quick Access Toolbar

Add-Ins

Word 2010 has an automatic language detection mechanism, which
can automatically detect the language of your text. If you type a
section of text in a different language than the rest of your
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document, Word 2010 will programmatically mark the language of
that section of text appropriately.

To turn on automatic language detection

Go to menu item: Review.

In the Language section, select the Language button.
Select Set Proofing Language.

In the Language dialog, select the Detect language
automatically check box.

2l

Mark selected text as:

¥ English (Philippines) N
v English (Singapore)

v English (South Africa) _I
v English (Trinidad and Tobaga)

v English (U.K.)

W N =

English (U.5.)
v English (Zimbabwe)
Estonian ;I

The speller and other proofing tools automatically use
dictionaries of the selected language, if available.

I’ Do pot check spelling or grammar
+ ¥ Detect language automatically }

"-------—---'-------'

Set As Default | oK I

To apply a language directly to selected text

1. Select the text.
2. Go to menu item: Review.
3. In the Language section, select the Language button.
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4. Select Set Proofing Language.

5. Inthe Mark selected text as box, select the language from the
list.

6. Select OK.

:‘Il'.ark selected text as: .
¥ English (Philippines) N

v English (Singapore)

v English (South Africa)

v English (Trinidad and Tobaga)
"5 English (UJ.K.)

v English (Zimbabwe) H
Estonian H =i
- d

The spéller'and other proofing tools automatically use
dictionaries of the selected language, if available.

™ Do not check spelling or grammar
¥ Detect language automatically

Set As Default | oK Cancel |

Technique 3. Provide Text Alternatives for
Images and Graphical Objects

WCAG 2.0 Applicability:

¢ 1.1.1 Non-text Content

When using images or other graphical objects, such as charts and
graphs, it is important to ensure that the information you intend
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to convey by the image is also conveyed to people who cannot see
the image. This is done by adding concise alternative text to of each
image. If an image is too complicated to concisely describe in the
alternative text alone (e.g. artwork, flowcharts, etc.), provide a short
text alternative and a longer description as well.

‘:c;}j Curb Cuts: Sometimes it may not be clear what a
particular image is meant to convey and alternative text
can provide that clarity. Also, alternate text has been
shown to be included in search engines rankings.

Tips for writing alternative text

e Try to answer the question “what information is
the image conveying?”.

*  If the image does not convey any useful
information, leave the alternative text blank.

o If the image contains meaningful text, include
all of the text in the alternative.

e Alternative text should be fairly short, usually a
sentence or less and rarely more than two
sentences.

e If more description is required (e.g. for a chart
or graph), provide a short description in the
alternative text (e.g. a summary of the trend) and
more detail in the long description, see below.
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*  Test by having others review the document with
the images replaced by the alternative text.

Tips for writing longer descriptions

*  Long descriptions should be used when text
alternatives (see above) are insufficient to answer
the question “what information is the image
conveying?”.

* Insome situations, the information being
conveyed will be how an image looks (e.g. an
artwork, architectural detail, etc.). In these cases,
try to describe the image without making too
many of your own assumptions.

e One approach is to imagine you are describing
the image to a person over the phone.

*  Ensure that you still provide concise alternative
text to help readers decide if they are interested
in the longer description.

Alternatively, you can include the same information
conveyed by the image within the body of the
document, providing the images as an alternate to the
text. In that case, you do not have to provide alternate
text within the image.
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To add alternative text to images and graphical objects

Right-click* the object.

Select Format Picture...

Select the Alt Text option from the list.
Fill in the Description.

W N =

If a Word 2010 document is saved to HTML, the Title and
Description fields are combined into a single entry within the
HTML <alt> tag. [Tested: September 30th, 2010]

i Alt Text
Line Color Tite:
Line Style |
e

Shadaw /! Description: "

+ |Two men shaking hands H
Reflection 11 H

]

[

Glow and Soft Edges : '

ol N —— ’
3-D Format
3D Rotation
Picture Corrections Titles and descriptions provide alternative, text-based

) representations of the information contained in tables, diagrams,
Picture Color images, and other objects. This information is useful for people
o with vision or cognitive impairments who may not be able to see or
Artistic Effects understand the object.
Crop A title can be read to a person with a disability and is used to
determine whether they wish to hear the description of the

Text Box content
Alt Text

When inserting a very small image, or resizing a larger image to be
much smaller, Word 2010 assumes that the image is intended to be a
bullet-point for a bulleted list. Once Word 2010 defines the image as
a bullet, the option to add alternative text disappears. Select Undo,
to redefine the bullet as an image. When you right-click* the image,
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select Format Picture... and select the Alt Text tab in the Format
Picture dialog. Alternative text can be found, or can be entered, into
the Alternative text box.

Technique 4. Avoid “Floating” Elements

WCAG 2.0 Applicability:

* 1.3.2 Meaningful Sequence

When certain elements (e.g., images, objects, text boxes) are
inserted into Word 2010 documents they default to being an “inline
object”. Inline objects keep their position on the page relative to
a position in the text. This is beneficial for users of assistive
technologies (e.g., screen readers), because the screen reader can
simply read the object (or its alternative text) when it reaches that
point in the text flow, so the context is clear.

However, Word 2010 also provides the option to have these
elements “float” outside of the text order, with text flowing around,
under or over it. This is a problem for screen reader users because
their screen reader will often read the text (or alternative text) out
of context, which can be confusing. These text flow options should
be avoided.

Similarly, avoid placing drawing objects such as arrows, lines and
shapes directly into the document (e.g. as borders, to create a
diagram). Instead, create borders with page layout tools and insert
complete graphical objects (e.g., pictures).
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-r:r;ll Curb Cuts: In-line elements are often easier to
work with than floating elements, which can end up
being shifted into strange positions as editing earlier
parts of a document cause re-pagination.

To prevent an image or object from “floating”
g ] g

Select the object.
Go to menu item: Page Layout.
Select Position from the Arrange section.
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Select In Line with Text.

Technique 5. Use Headings

WCAG 2.0 Applicability:

* 13.1Info and Relationships
* 2.4.1 Bypass Blocks

* 2.4.6 Headings and Labels
e 2.4.0 Section Headings

Any documents that are longer than a few paragraphs require
structuring to make them easier for readers to understand. One of
the simplest ways to do this is to use “True Headings” to create
logical divisions between paragraphs. True headings are more than
just bolded, enlarged, or centered text; they are structural elements
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that order and levels provide a meaningful sequence to users of
assistive technologies.

‘:c;}j Curb Cuts: Using true headings provides several
important benefits: (1) Headings are used by Word 2010
to auto-generate a table of contents (see Technique 6.5
Use a Table of Contents); (2) Headings are used by the
“Navigation Pane” which is especially helpful for long
documents (see Word 2010’s “Navigation” Feature); and
you can update all of the headings of a particular type at
once, which keeps them consistent.

Tips for headings

e Use the default headings styles provided
(“Heading “, “Heading 2", etc.)

* Nest headings properly (e.g. the sub-headings of
a “Heading 1” are “Heading 2”, etc.)

To apply headings to selected text

1. Select text.
2. Right-click* and select Styles.
3. Select the heading style from the list.

138 | Microsoft Word 2010



To apply headings using the Styles toolbar

Select text.

Go to menu item: Home.

In the Styles section, select the heading you wish to applyNote:
You can scroll through the multiple heading styles using the
arrows on the right side of the Styles section. You can also
change the Style design by selecting the Change Styles button
on the right.

To modify heading styles

Go to menu item: Home.

In the Styles section, right-click* the style you wish to use
from the Styles Gallery.

Select Modify.

In the Modify Style dialog, make the appropriate changes to
style characteristics.

Select OK.

To return to the default heading styles:

W N =

Go to menu item: Home.

In the Styles section, select Change Styles.
Select Style Set.

Select Word 2010 from the list.
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Technique 6. Use Built-In Document Structuring
Features

WCAG 2.0 Applicability:

* 1.3.1Info and Relationships
* 1.3.2 Meaningful Sequence
* 24.2 Page Titled

‘:c;:}j Curb Cuts: Using built-in structural features is
much more reliable that trying to use typography for
formatting (e.g. tabs to separate table cells, repeated
new lines for a page break).

6.1 Tables

When using tables, it is important to ensure that they are clear and
appropriately structured. This helps all users to better understand
the information in the table and allows assistive technologies (e.g.
screen readers) to provide context so that the information within
the table can be conveyed in a meaningful way.
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Tips for tables

*  Only use tables for tabular information, not for
formatting, such as to position columns.

*  Use “real tables” rather than text formatted to
look like tables using the TAB key or space bar.
These will not be recognized by assistive
technology.

*  Keep tables simple by avoiding merged cells and
dividing complex data sets into separate smaller
tables, where possible.

»  If tables split across pages, set the header to
show at the top of each page. Also set the table to
break between rows instead of in the middle of
rows.

*  Create a text summary of the essential table
contents. Any abbreviations used should be
explained in the summary.

e Table captions or descriptions should answer
the question “what is the table’s purpose and how
is it organized?” (e.g. “A sample order form with
separate columns for the item name, price and
quantity”).

e Table cells should be marked as table headers
when they serve as labels to help interpret the
other cells in the table.

*  Table header cell labels should be concise and
clear.

*  Ensure the table is not “floating” on the page

Microsoft Word 2010 | 141



(see Technique 4. Avoid “Floating” Elements).

To add a table with headings

Go to menu item: Insert.

2. In the Tables section, select the Tables icon.

3. Select the number of rows and columns you would like your
table to have.

4. Select the table and a Table Tools menu item should appear.

5. Go to menu item: Table Tools > Design.

6. In the Table Style Options section, select the Header Row
check boxNote: Whenever possible, keep tables simple with
just one row of headings.

6.2. Lists

When you create lists, it is important to format them as “real lists”.
Otherwise, assistive technologies will interpret your list as a series
of short separate paragraphs instead of a coherent list of related
items.

To create an ordered or unordered list

1. Go to menu item: Home.
2. In the Paragraph section, select the Bullets icon for unordered
lists or select the Numbering icon for ordered lists.
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3. To choose a different list format, select the arrow beside the
icon.

4. Select a format from the format Library that appears in the
drop-down menu.

To modify list styles

Go to menu item: Home.

2. Inthe Paragraph section, select the arrow beside the Bullets
icon for unordered lists or select the arrow beside the
Numbering icon for ordered lists.

3. Select Define New Bullet... to create a new unordered list
format.

4. Select Define New Number Format... to create a new ordered
list format.

5. Inthe New Bullet dialog or the New Number Format dialog,
select the list characteristics.

6. Select OK.

6.3 Columns

Use the Columns feature for placing text in columns.

Note: Because columns can be a challenge for some users with
disabilities (e.g., people using magnifiers), consider whether a
column layout is really necessary.

6.4 Page Breaks

Start a new page by inserting a page break instead of repeated hard
returns.
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To add a page break

Go to menu item: Page Layout.

2. In the Page Setup section, select the arrow beside the Breaks
icon.

3. Select the type of break to add. Page break is used to start a
new page with the same page layout (page orientation,
headers, page numbering, etc.). Section break is used if you
want to start a new section of the document with a differing
page layout.

6.5 Table of Contents

Creating an index or table of contents to outline office document
content can provide a means of navigating the meaningful sequence
of content.

The best way to generate a table of contents is after applying the
predefined heading styles, such as “Heading 1” as described above,
to the headings that you want to include in your table of contents.
After you apply these styles, you can then create a table of contents.

To insert a table OfCOTlE@TLL“b‘

1. Place the cursor in your document where you want to create
the table of contents.
2. Go to menu item: References.
In the Table of Contents section, select Table of Contents.
4. Select the style that you want to use.
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To update a table of contents

Select the table.

2. Go to menu item: References.
In the Table of Contents section, select the Update Table
button.

6.6 Page Numbering

Numbering the pages of you document helps those reading and
editing your document effectively navigate and reference its
content. For users of assistive technologies, it provides a valuable
point of reference within the document.

To insert page numbers

Go to menu item: Insert.

In the Header & Footer section, select Page Number.
Select where you would like to insert your page numbers.
Select the style of page number you would like to use.
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To format page numbers

Go to menu item: Insert.

In the Header & Footer section, select Page Number.

Select Format Page Numbers...

In the Page Number Format dialog, select the page format
characteristics you would like to use

Note: These changes are applied to the predefined page format
styles. It does not create a new page format style.

B W N =
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6.7 Document Title

In case the document is ever converted into HTML, it should be
given a descriptive and meaningful title.

To change the title of the current document

Go to menu item: File.

Select Info from the list in the left window pane.

In the right window pane, select on the Title text box.

Enter the TitleNote: The Title defined in the properties is
different than the file name. It is also unrelated to the template
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name, discussed above.

Technique 7. Create Accessible Charts

WCAG 2.0 Applicability:

* 111 Non-text Content
* 1.3.1Info and Relationships

Charts can be used to make data more understandable for some
audiences. However, it is important to ensure that your chart is as
accessible as possible to all members of your audience.

* All basic accessibility considerations that are applied to the

rest of your document must also be applied to your charts and
the elements within your charts. For example, use shape and
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color, rather than color alone, to convey information.

o When creating line charts, use the formatting options to
create different types of dotted lines to facilitate legibility
for users who are color blind.

o When creating bar charts, it is helpful to apply textures
rather than colors to differentiate the bars

Ensure that the contents are your chart are appropriate
labeled to give users reference points that will help them to
correctly interpret the information.

Use the formatting options to change predefined colors,
ensuring that they align with sufficient contrast requirements
(see Technique 8.2 Use Sufficient Contrast)

Consider providing the data that you used to create the chart
in tabular form (e.g., as an appendix).

-r:r;ll Curb Cuts: If the chart data is also provided in an
appendix, it will be easier for all users to make use of the
data.

Technique 8. Make Content Easier to See

WCAG 2.0 Applicability:
» 1.3.3 Sensory Characteristics

* 14.1 Use of Color
¢ 14.3 Contrast (Minimum)
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* 1.4.5 Images of Text
» 2.2.2 Pause, Stop, Hide

_,:C;}j Curb Cuts: All users will benefit from content
that is easier to see.

8.1 Formart of Text

When formatting text, especially when the text is likely to printed,
try to:

» Use font sizes between 12 and 18 points for body text.

* Use fonts of normal weight, rather than bold or light weight
fonts. If you do choose to use bold fonts for emphasis, use
them sparingly.

» Use standard fonts with clear spacing and easily recognized
upper and lower case characters. Sans serif fonts (e.g., Arial,
Verdana) are typically easier to read than serif fonts (e.g., Times
New Roman, Garamond).

* Avoid large amounts of text set all in caps, italic or underlined.

* Use normal or expanded character spacing, rather than
condensed spacing.

* Avoid animated or scrolling text.

But can’t users just zoom in? Office applications do typically
include accessibility features such as the ability to magnify
documents and support for high contrast modes. However, because
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printing is an important aspect of many workflows and changing
font sizes directly will change documents details such as the
pagination, the layout of tables, etc., it is best practice to always
format text for a reasonable degree of accessibility.

To change [1’16 text size fOV a defaullr named Stle

Go to menu item: Home.

In the Styles section, right-click* the Style you wish to modify.
Select Modify Style.

Under Formatting in the Modify dialog box, select the
appropriate font size.

5. Exit with OK.
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Properties
Name: [ormal
Style type: IDaragraoh j
Style based on: I (no style) LI
Style for following paragraph: I 1 Normal ;I

= = = | = =] = =
|===|+E+£|‘§.-—.-

i
i

The default reading sequence of office documents is determined by the language listed as
the natural language of the document [2.g., in English it is from left-to-right and then from
top-to-bottom). Assistive technologies [e.g., screen readers) make use o

Font: (Default) Calibri, 12 pt, English (U.5.), Left
Line spacing: single, Space
Before: 6pt
After: 6 pt, Widow/Orphan control, Style: Quick Style
¥ Add to Quick Style list
& Only in this document ¢~ New documents based on this template

Format ~ OK I Cancel
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8.2 Use Sufficient Contrast

The visual presentation of text and images of text should have a
contrast ration of at least 4.5:1. To help you determine the contrast,
here are some examples on a white background:

* Very good contrast (Foreground=black, Background=white,
Ratio=21:1)

* Acceptable contrast (Foreground=#767676, Background=white,
Ratio=4.54:1)

» Unacceptable contrast (Foreground=#AAAAAA,
Background=white, Ratio=2.32:1)

Also, always use a single solid color for a text background rather
than a pattern.

In order to determine whether the colors in your document have
sufficient contrast, you can consult an online contrast checker, such
as the TPG Contrast Analyser or the WebAIM: Contrast Checker.

8.3 Avoid Relying on Color or Sensory
Characteristics

The instructions provided for understanding and operating content
should not rely solely on sensory characteristics such as the color
or shape of content elements. Here are two examples:

* Do not track changes by simply changing the color of text you
have edited and noting the color. Instead use Word 2010’s
“Track Changes” feature to track changes.

* Do not distinguish between images by referring to their
appearance (e.g. “the bigger one”). Instead, label each image
with a figure number and use that for references.
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8.4 Avoid Using Images of Text

Before you use an image to control the presentation of text (e.g.

to ensure a certain font or color combination), consider whether

you can achieve the same result by styling “real text” If this is not

possible, as with logos containing stylized text, make sure to provide
alternative text for the image following the techniques noted above.

Technique 9. Make Content Easier to Understand

WCAG 2.0 Applicability:

2.4.4 Link Purpose (In Context)
3.1.4 Abbreviations

3.1.5 Reading Level

3.2.3 Consistent Navigation
3.2.4 Consistent Identification

9.1 Write Clearly

‘:c;:}j Curb Cuts: By taking the time to design your
content in a consistent way, it will be easier to access,
navigate and interpret for all users.
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* Whenever possible, write clearly with short sentences.

* Introduce acronyms and spell out abbreviations.

* Avoid making the document too “busy” by using lots of
whitespace and by avoiding too many different colors, fonts
and images.

» If content is repeated on multiple pages within a document or
within a set of documents (e.g. headings, footings, etc.), it
should occur consistently each time it is repeated.

9.2 Provide Context for Hyperlinks

Hyperlink text in your document should be meaningful when read
out of context. To be an effective navigation aid, the link text should
describe the destination of the link.

Consider the experience of screen reader users: Generally, screen
readers generate a list of links, and screen reader users navigate this
list alphabetically. Hyperlink text such as “click here” or “more” is
meaningless in this context.

In order to be useful to someone using a screen reader, ensure
that hyperlink text is self-describing and meaningful on its own.

To add hypcrlinks with meaningful text

1. Type (or paste in) a web address and press spacebar or “Enter”
to convert into a hyperlink.

2. Select the link and right-click*.

3. Select Edit Hyperlink (Ctrl + K).

4. Edit the text in the Text to display box.

152 | Microsoft Word 2010



Technique 10. Check Accessibility

If you wish to check the accessibility of your document or template
(see Technique 1. Use Accessible Templates), Word 2010 offers an
“Accessibility Checker” to review your document against a set of

possible issues that users with disabilities may experience in your
file.

Important Note: No checker can detect all types of accessibility
issues. For example it can tell if alternative text is missing, but it
cannot tell if alternative text is actually correct. It also doesn't test
for some issues, including colour contrast.

The Office website provides more information about the
Accessibility Checker, including the rules it uses to identify and

classify accessibility issues.
The “Accessibility Checker” classifies issues as

» Error - content that makes a file very difficult or impossible
for people with disabilities to understand

* Warning - content that in most, but not all, cases makes a file
difficult for people with disabilities to understand

* Tip - content that people with disabilities can understand, but
that might be better organized or presented in a way that
would maximize their experience

To use the “Accessibility Checker”

1. Make sure the file is saved as a DOCX (Older DOC files are not
compatible with the checker).

2. Go to menu item: File.

3. Select Info in the left window pane.

4. Under Prepare for Sharing, an alert will appear if a potential
accessibility issue has been detected.
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Home Insert Page Layout References Mailings Review View Add-Ins

(=l Save
B saveas
[ Open
[ Close .
i Permissions
@1 Anyone can open, copy, and change any part of this document.
Protect
Recent Document ~
New s es=-——-
= =\ )
] = | Prepare for Sharing
Print : (7 f IBefore sharing this file, be aware that it contains:
U chors : Comments and revisions
Save & Send = Issetjes ?r 1 Document properties, auther's name, related dates and cropped out image
1 data
Help | -7 Characters formatted as hidden text
Custom XML data
Add-Ins - Content that people with disabilities are unable to read

5. To view and repair the issues, select Check for Issues and then
Check Accessibility.

Prepare for Sharing

Before sharing this file, be aware that it cont
Comments and revisions
Document properties, author's name, r

data
[ j Inspect Document ext
Check the document for hidden properties
R— Ganalintacmal S ——
I i “-= Pgs an
1 5 Check Accessibility :
: Check the document for content that people 1
| with disabilities might find difficult to read. 1
]
~

TR COmpatibifty — — = === ========¢

Check for features not supported by earlier
versions of Word.

6. An Accessibility Checker task pane will open, showing the
inspection results.
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Accessibility Checker

Inspection Results
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¥ Errors

Missing Alt Text (12)

/1\ Warnings

Unclear Hyperlink Text (8)
Io Tips

Skipped Heading Level (15)

-
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-
7
.
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\

7. Select a specific issue to see Additional Information.
8. Follow the steps provided to fix or revise the content.
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Why Fix:
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|How To Fix:

To add alternate textto a
|picture or object:

1) Right-click on the object
and select the Format
command.

2) Switch to the Alt Text tab.
3) Type a description of the
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Technique 11. Use Accessibility Features when
Saving/Exporting to Other Formats

In some cases, additional steps must be taken in order to ensure
accessibility information is preserved when saving/exporting to
formats other than the default.

Saving to PDF

PDF documents are not always accessible. Accessible PDF
documents are often called “Tagged PDF” because they include
“tags” that encode structural information required for accessibility.
To evaluate the accessibility of your PDF document, see Technique
10. Check Accessibility.

Go to menu item: File.

Select Save As.

In the File name box, type a name for the file.

In the Save as type list, select PDF or XPS Document.
Select the Options button.

o gk W N~

Under Include non-printing information in the Options
dialog, ensure that the Document structure tags for
accessibility check box is selected.

7. Select OK and Save.
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" Selection
" Page(s) From: |1 = To: |1 —]
Publish what
¥ Document
" Document showing markup
Indude non-printing information
[ Create bookmarks using:
' Headings
¢ Word bookmarks

, I Dowmentproperties . oo e e
i v Document structure tags for accessibility :
N T e
[T 150 19005-1 compliant (FDF/A)
[+ Bitmap text when fonts may not be embedded

[~ Encrypt the document with a password
oK Cancel

Saving to HTML

Go to menu item: File.

Select Save As.

In the File name box, type a name for the file.

In the Save as type box, select Web Page.

Select Save.

Check the HTML file for accessibility (see Technique 10. Check

Accessibility).

IR O A
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To clean up your HTML file

Remove unnecessary styles, line breaks, etc.

Remove unnecessary id, class, and attributes.

Remove font tags.

Remove styles in the <head> tag.

Ensure the <th> tags have a scope attribute.

Remove <p> tags nested inside <th> and <td> tags.

Check for accessibility (see Technique 11, above).

Note: you may wish to use HTML editors or utilities to help

NS UL W N

with this process.

Technique 12. Consider Using Accessibility
Support Applications/Plugins

Disclaimer: This list is provided for information purposes only. It is
not exhaustive and inclusion of an application or plug-in on the list
does not constitute a recommendation or guarantee of results.

* Microsoft Accessibility Page

» Office 2010 Accessibility Tutorials

¢ Keyboard shortcuts for Word 2010

* Customize keyboard shortcuts for Word 2010
* Accessibility features in Word 2010

Other Application Features
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Word 2010’ “Navigation” Feature

After you have populated your document with content and true
headings have been applied, you may wish to rearrange the content.
In order to maintain the integrity and accessibility of the altered
sequence, you will need to ensure that structural information (e.g.,
heading levels) is adjusted accordingly.

Word 2010 provides a “Navigation” mechanism which displays all
parts of the document, such as headings, paragraphs, objects, etc. in
sequential order. It helps you navigate, access, and manipulate the
content. You can move headings or subordinate text up or down,
rearranging their sequence in a way that can be programmatically
determined and therefore accessible to assistive technologies.

To use the “Navigation” feature

1. Go to menu item: View.
2. In the Show section, select the Navigation Pane check box.
3. The Navigation pane will open to the left of your document.

To jump to a location in a document:

1. Select one of three navigation options:

1. Select the Browse headings icon
Note: select the heading to view hierarchical headings and
content below it.

2. Select the Browse pages icon
Select the Search text
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2. Scroll through the sequential list and double-click* on the

location you would like to jump to

To move content up or down in a document:

* Select and drag the content to a new location in the list

Accessibility Help

If you are interested in what features are provided to make using
Word 2010 more accessible to users, documentation is provided in

the Help system:

Go to menu item: File.

Select Help from the list on the left.

Under the Support section, select the Help icon.

Enter “Accessibility” as your search term in the Help dialog

W N =

box.
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Microsoft Word 2008 for Mac

Usage Notes

At the time of testing (January 26, 2011), Word 2008 for Mac lacks
several features that enable accessible office document authoring,
most notably: the ability to add alternative text to image and
objects. As a result, some of the other features that might otherwise
support accessibility, such as its extensive templates are not as
effective. In addition, Word 2008 for Mac does not include an
accessibility checking feature.
This guide is intended to be used for documents that are:

* Intended to be used by people (i.e., not computer code),

» Text-based (i.e., not simply images, although they may contain
images),

* Fully printable (i.e., where dynamic features are limited to
automatic page numbering, table of contents, etc. and do not
include audio, video, or embedded interactivity),

* Self-contained (i.e., without hyperlinks to other documents,
unlike web content), and

» Typical of office-style workflows (Reports, letters, memos,
budgets, presentations, etc.).

If you are creating forms, web pages, applications, or other
dynamic and/or interactive content, these techniques will still
be useful to you, but you should also consult the W3C-WAI Web
Content Accessibility Guidelines (WCAG 2.0) because these are

specifically designed to provide guidance for highly dynamic and/

or interactive content.
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File Formats

The default file format for Word for Mac is Office Open XML
(DOCX).

In addition, Word 2008 for Mac offers many other word processor
and web format saving options. Most of these have not been
checked for accessibility, but some information and/or instructions
are available for the following formats in Technique 11 (below):

« DOC (MS Word 97-2004)
* PDF
« HTML

Document Conventions

We have tried to formulate these techniques so that they are useful
to all authors, regardless of whether they use a mouse. However,
for clarity there are several instances where mouse-only language
is used. Below are the mouse-only terms and their keyboard
alternatives:

* *Right-click: To right-click with the keyboard, select the
object using the Shift+Arrow keys and then press either (1) the
“Right-Click” key (some keyboard have this to the right of the
spacebar) or Shift+F10.

Disclaimer and Testing Details

Following these techniques will increase the accessibility of your
documents, but it does not guarantee accessibility to any specific
disability groups. In cases where more certainty is required, it is
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recommended that you test the office documents with end users
with disabilities, including screen reader users.

The application-specific steps and screenshots in this document
were created using Microsoft Word 2008 for Mac (ver.12.0.0 (071130),
Mac OS X, Jan. 2011) while creating a DOCX document. Files are
also easily saved as other file formats, which is useful for checking
accessibility (see Technique 12, below).

This document is provided for information purposes only and is
neither a recommendation nor a guarantee of results. If errors are
found, please report them to: adod-comments@idrc.ocad.ca.

Technique 1. Use Accessible Templates

All office documents start with a template, which can be as simple
as a blank standard-sized page or as complex as a nearly complete
document with text, graphics and other content. For example, a
“Meeting Minutes” template might include headings for information
relevant to a business meeting, such as “Actions” above a table with
rows to denote time and columns for actions of the meeting.

Because templates provide the starting-point for so many
documents, accessibility is critical. If you are unsure whether a
template is accessible, you should check a sample document
produced when the template is used.

Word for Mac’s default template for new documents is a blank
page. The basic installation also includes blank business card, blank
label templates, and other blank office-related documents. These
are all accessible by virtue of being blank.

It is possible to create your own accessible templates from
scratch in Word for Mac. As well, you can edit and modify the
existing prepackaged templates, ensuring their accessibility as you
do so and saving them as a new template.
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To create an accessible template

1. Create a new document (from the default blank template or
from one of the prepackaged templates).

2. Ensure that you follow the techniques in this document.
When you are finished you should also check the accessibility
of the document (see Technique 10, below).

4. Go to menu item: File > Save As.

5. Inthe Save As box, type a name for the template. Using a
descriptive File name (e.g., “Accessible Memo Template”) may
increase the prominence of the accessibility status.

In the Format box, select Word Template.
Select Save.

1
Save As: Accessible Memo Template.dotx E] |

,___,

</ » |88

m) | (] My Templates B (Qsearc

DEVICES
. Fig
£ iDisk
Q) Mac... &
PLACES
B Desktop 4 1
£ atre

Y
i Format: | Word Template (.dotx) 2R
)

Description

Saves the document as an XML-based template that you can use to start new documents.

Learn more about file formats

™ Append file extension

(" Options... Compatibility Report... Compatibility check recommended
e mm————— Y
_ New Folder _ Cancel :l(‘ Save ')E
__________ J

To select an accessible template

Note: Only use these steps if you have an accessible template
available (e.g., that you previously saved). Otherwise, simply open a
new (blank) document.
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Go to menu item: File > Project Gallery...

2. Under Category, select My Templates (or select the location
you saved your accessible template).

3. Select the template from the scrolling gallery.

4. Select Open.

5. Anew document based on the template will be displayed. If
you have chosen an accessible template, the document will be
accessible at this point. As you add your content (e.g., text,
images, etc.), ensure that you consult the sections that follow

to preserve accessibility.
Project Gallery

New  Recent  Project Center  Settings

CIEIE

:‘ Category | i N
~IBRARCOSTIment:
Il My Templates !
Calendars
CD Labels
» Coordinated Forms
» Events
Flyers Accessible ...o Template
» Home Essentials S —— -
Labels
» Ledger Sheets
» Marketing
Newsletters
Office Themes
Presentations
Programs
Resumes
Stationery

1
]
i
i
i
i
i
i
i
i
i
i
i
i
]
i

’
/

Show: | All Office Documents T]

————E— ( Y ( \
Open Other... Cancel Open

Technique 2. Speciﬁr Document Language

In order for assistive technologies (e.g., screen readers) to be able
to present your document accurately, it is important to indicate the
natural language of the document. If a different natural language is
used for a paragraph or selected text, this also needs to be clearly
indicated.
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To change lth default language

Go to menu item: Tools > Language...
2. In the Language dialog, select the language.
3. Select Default...

dﬁﬂ_

Mark selected text as:

Englishws) &
Estonian

Finnish m
French

French Canadian

Galician s
German v

The speller and other proofing tools
automatically use dictionaries of the selected
language, if available.

7] Do not check spelling or grammar

____________ -~

(" Default... ) j( Cancel ) [ OK )

N ——————— ———

’
1
1
l

To apply a language diVCC[ly to SClCC[Cd text

Select the text.
2. Go to menu item: Tools > Language...

In the Mark selected text as box, select the language from the
list.
4. Select OK.
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Language

Estonian
Finnish m
French

French Canadian

Galician pi
German

i ——— ———————

~

The speller and other proofing tools
automatically use dictionaries of the selected
language, if available.

[ Do not check spelling or grammar

( Default... ) ( Cancel ) ( OK )

Technique 3. Provide Text Alternatives for
Images and Graphical Objects

At this time, Word 2008 for Mac does not offer a mechanism which
enables the user to add alternative text descriptions to images or
objects. [Tested: January 26, 2011]

When using images or other graphical objects, such as charts and
graphs, it is important to ensure that the information you intend
to convey by the image is also conveyed to people who cannot see
the image. This can be accomplished by adding concise alternative
text to of each image. If an image is too complicated to concisely
describe in the alternative text alone (artwork, flowcharts, etc.),
provide a short text alternative and a longer description as well.

Microsoft Word 2008 for Mac | 169



Tips for writing alternative text

* Try to answer the question “what information is
the image conveying?”

e If the image does not convey any useful
information, leave the alternative text blank

»  Ifthe image contains meaningful text, ensure all
of the text is replicated

e Alternative text should be fairly short, usually a
sentence or less and rarely more than two
sentences

e If more description is required (e.g., for a chart
or graph), provide a short description in the
alternative text (e.g., a summary of the trend) and
more detail in the long description, see below

»  Test by having others review the document with
the images replaced by the alternative text

Tips for writing longer descriptions

*  Long descriptions should be used when text
alternatives (see above) are insufficient to answer
the question “what information is the image
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conveying?”

* Insome situations, the information being
conveyed will be how an image looks (e.g., an
artwork, architectural detail, etc.). In these cases,
try to describe the image without making too
many of your own assumptions.

*  One approach is to imagine you are describing
the image to a person over the phone

*  Ensure that you still provide concise alternative
text to help readers decide if they are interested
in the longer description

Alternatively, you can include the same information
conveyed by the image within the body of the
document, providing the images as an alternate to the
text. In that case, you do not have to provide alternate
text within the image.

Technique 4. Avoid “Floating” Elements

When images and objects are inserted into Word 2008 for Mac
documents they default to being an “inline object”. Inline objects
keep their position on the page relative to a portion of the text.

A “floating” object keeps its position relative to the page, while
text flows around it. As content moves up or down on the page, the
object stays where it was placed. To ensure that images and objects
remain with the text that references it, always position it as an inline
object.

Similarly, avoid placing drawing objects directly into the
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document (e.g., as borders, to create a diagram). Instead, create
borders with page layout tools and insert complete graphical
objects.

To prevent an image or object from “floating”
g ] g

1. Select the object.
2. Go to menu item: Format > Picture...
3. Select Layout.
4. Under Wrapping style, select In Line with Text
5. Select OK.
| Format Picture
S Fill
\ Line SappIng e
_| Shadow 7 \‘I
Glowssoftedges | | poff iy o = be &
<= Reflection H !
3-D Format H _ H ) .
@ 3-D Rotation i w‘i.:hh:eex( i Square Tight Bt:::d In V(reo:(t of
-4 Picture St /
[T Text Box Horizontal alignment

PR S—

i O Left O Center (O Right () Other

K Advancedssa
Advanced...

Cancel ) (0K )

Technique 5. Use Headings

Any documents that are longer than a few paragraphs require
structuring to make them more straightforward for readers to
understand. One of the easiest ways to do this is to use “True
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Headings” to create logical divisions between paragraphs. True
headings are more than just bolded, enlarged, or centered text; they
are structural elements that order and levels provide a meaningful
sequence to users of assistive technologies.

Tips for headings

e Use the default headings styles provided
(“Heading “, “Heading 2", etc.)

*  Nest headings properly (e.g., the sub-headings
of a “Heading 1” are “Heading 27, etc.)

* Do not skip heading levels

To apply headings

Select text.

2. If the Formatting Palette is not in view, go to menu item: View
> Toolbox, Formatting Palette.

3. In the Formatting Palette, if the Styles section is not open,
select Styles.

4. Headings can be found under Pick style to apply.

5. Select the heading you wish to apply.
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¥ Font
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rPick style to apply ——

Clear Formatting
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Heading 1
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Heading 2 q
No Spacing M
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Normal
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-

-
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————————

» AlGnment and 5pacng

» Bullets and Numbering

» Borders and Shading

» Document Margins

» Document Theme
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To modify heading styles

S

If the Formatting Palette is not in view, go to menu item: View
> Toolbox, Formatting Palette.

In the Formatting Palette, if the Styles section is not open,
select Styles.

Headings can be found under Pick style to apply.

Select the menu icon beside the heading you want to modify.
Select Modify Style...

In the Modify Style dialog, make the appropriate changes to
style characteristics.

Select OK.

To create a new style

N O gk w

If the Formatting Palette is not in view, go to menu item: View
> Toolbox, Formatting Palette.

In the Formatting Palette, if the Styles section is not open,
select Styles.

Headings can be found under Pick style to apply.

Select New Style...

In the Name box, enter a name for the new style.

Format the characteristics of the new style.

Select OK and the new style will be added to the Pick style to
apply scrolling list.
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Technique 6. Use Named Styles

As with “True Headings” (see Technique 5), you should attempt to
make use of the named styles that are included with the office
application (e.g., “emphasis”, “caption’, etc.) before creating your
own styles or using the character formatting tools directly. Named
styles help your readers understand why something was formatted
in a given way, which is especially helpful when there are multiple
reasons for the same formatting (e.g., it is common to use italics for
emphasis, Latin terms and species names).

For more information on formatting using named styles, see
Technique 9.
Note: While office application suites support headings in much the
same way, the named styles often differ.

To use default named SfleS

» Default named styles can be applied the same way as headings
(see Technique 5).

Technique 7. Use Built-In Document Structuring
Features

7.1 Tables

When using tables, it is important to ensure that they are clear and
appropriately structured. This helps all users to better understand
the information in the table and allows assistive technologies (e.g.,
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screen readers) to provide context so that the information within
the table can be conveyed in a meaningful way.

Tips for tables

e  Only use tables for tabular information, not for
formatting, such as to position columns.

e Use “real tables” rather than text formatted to
look like tables using the TAB key or space bar.
These will not be recognized by assistive
technology.

*  Keep tables simple by avoiding merged cells and
dividing complex data sets into separate smaller
tables, where possible. Whenever possible, use
just one row of headings.

e If tables split across pages, set the header to
show at the top of each page. Also set the table to
break between rows instead of in the middle of
rOwS.

*  Create a text summary of the essential table
contents. Any abbreviations used should be
explained in the summary.

e Table captions or descriptions should answer
the question “what is the table’s purpose and how
is it organized?” (e.g., “A sample order form with
separate columns for the item name, price and
quantity”).

e Table cells should be marked as table headers
when they serve as labels to help interpret the
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other cells in the table.
. Table header cell labels should be concise and

clear.
e  Ensure the table is not “floating” on the page

(see Technique 4).

To add a table with headings

Go to menu item: Table > Insert > Table...

Select the characteristics of the table and select OK.

Go to menu item: Table > Table Properties...

In the Table Properties dialog, select Row.

Under Options, select the Repeat as header row at the top of
each page check box

6. Select OK.

gl W N =
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Table Properties

Ié
— -
f Tablel  Row = Xolumn  Cell

| T — 7’
Size
Row 1:
[C) Specify height:  0cm ‘' Row height is: | At least
Options

W Allow row to break across pages
s T - e
Il ) Repeat as header row at the top of each page |
J

("t Previous Row? ( Next Row & )

(Cancel? ( OK \

7.2. Lists

When you create lists, it is important to format them as “real lists”
Otherwise, assistive technologies will interpret your list as a series
of short separate paragraphs instead of a coherent list of related
items.

To create an OTdGTCCZ or lH’lOTdCVGd liSE

1. Select the text.
2. If the Formatting Palette is not in view, go to menu item: View
> Toolbox, Formatting Palette.
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3.

In the Formatting Palette, select Bullets and Numbering if it is
not already open.

In the Bullets and Numbering dialog, select Type, Bullets for
bulleted lists or Type, Numbering for numbered lists.

To change the style, select a list style from the Style drop-
down list.

® O O Formatting Palette @

AT =HTIRSE

| w Font
Name: Cambria (Body) -
Size: |12 =

B|1I|U| e A ||and|r

A’ | Az| |Asc|3A

! » Styles
|

Il'"l ¥ Bullets and Numbering ‘l
i Type: |:= §E| Indent: ¢= D= i
i Style: 1,2,3,/= Start: 1 % i
I\_l_ p Borders and Shading _,fl

' » Document Margins
l » Document Theme

At this time, it is not possible to modify pre-formatted list styles or
to create your own list styles. [Tested: January 26, 2011]

7.3 Columns

Use Columns feature for placing text in columns. However, because
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columns can be a challenge for users of some assistive technologies,
you should consider whether a column layout is really necessary.

7.4 Page Breaks

Start a new page by inserting a page break instead of repeated hard
returns.

7.5 Use a Table of Contents

Creating an index or table of contents to outline office document
content can provide a means of navigating the meaningful sequence
of content.

The best way to generate a table of contents is after applying the
predefined heading styles, such as “Heading 1" as described above,
to the headings that you want to include in your table of contents.
After you apply these styles, you can then create a table of contents.

To insert a table of contents

1. Place the cursor in your document where you want to create
the table of contents.

2. Go to menu item: Insert > Document Elements > Table of
Contents.

3. In the Table of Contents section that opens above the
document pane, select the style you want to use.
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Table of Contents

Print Layout View. | Pages:  lof1 | Words:

4of17 [ L9 [0 TR 4

To updal:e a table of contents

1. Select the table,
2. Select the icon beside Table of Contents,
3. Select Update Table...
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7.6 Use Page Numbering

Numbering the pages of your document helps those reading and
editing your document effectively navigate and reference its
content. For users of assistive technologies, it provides a valuable
point of reference within the document.

To insert page numbers

Go to menu item: Insert > Page Numbers...

2. In the Page Numbers dialog, select the page number
characteristics (Position, Alignment, Show number on first
page),

3. Select OK.
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Page Numbers

poTTmEmEEEEEEEEEEEEEEm——— \\
Position: \‘ Preview

i
[ Bottom of page (Footer) 4] i

-

N —————

[ Right

4
]
I
1
1
1
1
: Alignment:
1
1
1
1
1
1
Y

v ™ Show number on first page ‘,

( Format... ) ( Cancel ) ( OK )

To format page numbers

In the Page Numbers dialog, select Format...

2. Select the format characteristics in the Page Number Format
dialog.

3. Select OK

4. Note: These changes are applied to the predefined page format
styles. It does not create a new page format style.

Page Numbers

Position: Preview

[ Bottom of page (Footer) 4]

Alignment:

Right -+

M Show number on first page

( Cancel ) ( OK )
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7.7 Document Title

In case the document is ever converted into HTML, it should be
given a descriptive and meaningful title.

To change the title of the current document

Go to menu item: File > Properties.

2. In the Document Properties dialog, select Summary.
Enter the title in the Title text box.
Note: The title defined in the properties is different than the
file name. It is also unrelated to the template name, discussed
above.
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Documentl Properties

o

¥ 1
( General | Summary | Statistics  Contents  Custom !

Manager:

Company:

Category:

Keywords:

Comments:

Hyperlink base:

Template: Normal.dotm

E Save preview picture with this document

( Cancel ) ( OK )

Technique 8. Create Accessible Charts

Charts can be used to make data more understandable for some
audiences. However, it is important to ensure that your chart is as
accessible as possible to all members of your audience.

* All basic accessibility considerations that are applied to the
rest of your document must also be applied to your charts and
the elements within your charts. For example, use shape and
color, rather than color alone, to convey information.

o When creating line charts, use the formatting options to
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create different types of dotted lines to facilitate legibility
for users who are color blind.
o When creating bar charts, it is helpful to apply textures
rather than colors to differentiate the bars
Ensure that the contents are your chart are appropriate
labeled to give users reference points that will help them to
correctly interpret the information.
Use the formatting options to change predefined colors,
ensuring that they align with sufficient contrast requirements
(see Technique 9.2).
Consider providing the data that you used to create the chart
in tabular form (e.g. as an appendix).

Technique 9. Make Content Easier to See

Here are some other things to keep in mind:

9.1 Format of Text

When formatting text, especially when the text is likely to printed,

try to:

188

Use font sizes between 12 and 18 points for body text.

Use fonts of normal weight, rather than bold or light weight
fonts. If you do choose to use bold fonts for emphasis, use
them sparingly.

Use standard fonts with clear spacing and easily recognized
upper and lower case characters. Sans serif fonts (e.g., Arial,
Verdana) may sometimes be easier to read than serif fonts (e.g.,
Times New Roman, Garamond).

Avoid large amounts of text set all in caps, italic or underlined.
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* Use normal or expanded character spacing, rather than
condensed spacing.
* Avoid animated or scrolling text.

But can’t users just zoom in? Office applications do typically
include accessibility features such as the ability to magnify
documents and support for high contrast modes. However, because
printing is an important aspect of many workflows and changing
font sizes directly will change documents details such the
pagination, the layout of tables, etc., it is best practice to always
format text for a reasonable degree of accessibility.

To change the text size for a default named style

Go to menu item: View > Formatting Palette.

If the Styles section is not open, select Styles.

Under Pick Style to the Style you wish to modify.
Select Modify...

Under Formatting in the Modify dialog box, select the
appropriate font size.

6. Exit with OK.

Utk W N =

Microsoft Word 2008 for Mac | 189



.. ModifyStyle

Properties
Name: [Heading 1 ]
Style type: Paragraph D
Style based on: [ 4 Normal 4+
Style for following paragraph: [ 4 Normal Q
Formatting
"— ————— -u‘
\Calibri (Headings) :{ 16 Q ! I U IA v
\ Fi
B====B==lcx|es=

akijs hdahjidsdfhjksafjhk

Normal + Font:(Default) + Theme Headings, 16 pt, Bold, Font
color: Accent 1, Space Before: 24 pt, After: 0 pt, Keep with
next, Keep lines together, Level 1

7] Add to template [} Automatically update

@ ( Cancel ) E—OI(—’

9.2 Use Sufficient Contrast

The visual presentation of text and images of text should have a
contrast ration of at least 4.5:1. To help you determine the contrast,
here are some examples on a white background:
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* Very good contrast (Foreground=black, Background=white,
Ratio=21:1)

* Acceptable contrast (Foreground=#767676, Background=white,
Ratio=4.54:1)

* Unacceptable contrast (Foreground=#AAAAAA,
Background=white, Ratio=2.32:1)

Also, always use a single solid color for a text background rather
than a pattern.

In order to determine whether the colors in your document have
sufficient contrast, you can consult an online contrast checker, such
as:

¢ WebAIM: Contrast Checker
e Juicy Studio: Luminosity Color Contrast Ratio Analyzer

* Joe Dolson Color Contrast Spectrum Tester

* Joe Dolson Color Contrast Comparison

9.3 Avoid Using Color Alone

Color should not be used as the only visual means of conveying
information, indicating an action, prompting a response, or
distinguishing a visual element. In order to spot where color might
be the only visual means of conveying information, you can create a
screenshot of the document and then view it with online gray-scale
converting tools, such as:

* GrayBit v2.0: Grayscale Conversion Contrast Accessibility Tool

Editor’s note: GrayBit v2.0 is no longer available.
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However, multiple tools can be found online: Google
Search: gray-scale conversion tool.

9.4 Avoid Relying on Sensory Characteristics

The instructions provided for understanding and operating content
should not rely solely on sensory characteristics such as the color
or shape of content elements. Here are two examples:

* Do not track changes by simply changing the color of text you
have edited and noting the color. Instead use Word 2008 for
Mac’s “Track Changes” feature to track changes.

* Do not distinguish between images by referring to their
appearance (e.g. “the bigger one”). Instead, label each image
with a figure number and use that for references.

9.5 Avoid Using Images of Text

Before you use an image to control the presentation of text (e.g.,
to ensure a certain font or color combination), consider whether
you can achieve the same result by styling “real text” If this is not
possible, as with logos containing stylized text, make sure to provide
alternative text for the image following the techniques noted above.

Technique 10. Make Content Easier to
Understand
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10.1 Write Clearly

By taking the time to design your content in a consistent way, it will
be easier to access, navigate and interpret for all users:

* Whenever possible, write clearly with short sentences.

* Introduce acronyms and spell out abbreviations.

* Avoid making the document too “busy” by using lots of
whitespace and by avoiding too many different colors, fonts
and images.

» If content is repeated on multiple pages within a document or
within a set of documents (e.g., headings, footings, etc.), it
should occur consistently each time it is repeated.

10.2 Provide Context for Hyperlinks

Hyperlink text in your document should be meaningful when read
out of context. To be an effective navigation aid, the link text should
describe the destination of the link.

Consider the experience of screen reader users: Generally, screen
readers generate a list of links, and screen reader users navigate this
list alphabetically. Hyperlink text such as “click here” or “more” is
meaningless in this context.

In order to be useful to someone using a screen reader, ensure
that hyperlink text is self-describing and meaningful on its own. To
make the address of hyperlink clear when printing, you may wish to
include the address in brackets following the descriptive text of the
hyperlink.
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To add hyperlinks with meaningful text

1. Type (or paste in) a web address and press spacebar or “Enter”
to convert into a hyperlink.

2. Highlight the link.
3. Go to menu item: Insert > Hyperlink...
4. Edit the text in the Display box
5. Select OK.
Edit Hyperlink
|
Link to: || @
:,Display: ‘:
1 |
( ScreenTio.. )
_ ScreenTip...
Web Page  Document ~ E-mail Address |
! In the Link to box, enter the address (URL) of the Web page that
you want to link to.
‘ t Anchor:
ocate
If you want to link to a specific location (anchor) within the Web
page, enter the name of the anchor above or click Locate to find it.
( Remove Link ) _ Cancel OK

Technique 11. Check Accessibility

At this time, Word 2008 for Mac does not offer a mechanism to
check for potential accessibility errors in your document prior to
publishing. [Tested: January 26th, 2011]
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Technique 12. Use Accessibility Features when
Saving/Exporting to Other Formats

In some cases, additional steps must be taken in order to ensure
accessibility information is preserved when saving/exporting to
formats other than the default.

Note: Before saving in other formats, you may want to run the
Compatibility Report feature by selecting Compatibility Report...
from the Save As dialog. This checks the compatibility of your
existing document with the format you have selected save your
document as. The results of this check are revealed in the
Compatibility Report dialog, where you have explanations of errors
and options to fix them. To run this check at any time, go to menu
item: View > Toolbox, Compatibility Report.

DOC
1. Go to menu item: File > Save As...
2. In the Save As box, type a name for the file.
3. In the Format box, select Word 97-2004 Document (.doc).
4. Select Save.

PDF

While Word 2008 for Mac allows you to save documents in the PDF
format. However, at this time, it does not offer an explicit option
to save your document in the tagged PDF format. [Tested: January
26th, 2011]
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To evaluate PDF accessibility

If you saved your document in tagged PDF format, you can use the
following tools and steps to evaluate the accessibility of the PDF

document:

Adobe Acrobat Professional

CommonlLook PDF Evaluator

PDF Accessibility Checker (PAC) - a free alternative provided
by “Access for all”

Editor’s note:For detailed instructions, see our section on

how heck ibili ing A Acr
Professional.
HTML

L S R

Go to menu item: File > Save as Web Page...

In the Save As box, type a name for the file.
Select Save.

Check the HTML file for accessibility (see below).

To clean up your HTML file

Remove unnecessary styles, line breaks, etc.
Remove unnecessary id, class, and attributes.
Remove font tags.

Remove styles in the <head> tag.
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* Ensure the <th> tags have a scope attribute.

* Remove <p> tags nested inside <th> and <td> tags.

* Check for accessibility.
Note: you may wish to use HTML editors or utilities to help
with this process.

To evaluate HTML accessibility

Use one of the web accessibility checkers available online, such as:

¢ AChecker
* WebAIM Wave Web Accessibility Evaluation Tool

Technique 13. Consider Using Accessibility
Support Applications/Plugins

Disclaimer: This list is provided for information purposes only. It is
not exhaustive and inclusion of an application or plug-in on the list
does not constitute a recommendation or guarantee of results by
the IDRC.

* Coming soon...

Accessibility Help

If you are interested in what features are provided to make using
Word 2008 for Mac more accessible to users, documentation is
provided in the Help system:

1. Go to menu item: Help
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2. Enter “Accessibility” as your search term in the Search box

RCfCI‘Cl‘lCCS and Resources

. Microsoft Word 2008 for Mac
2. GAWDS Writing Better Alt Text
Ryerson University: Microsoft Word Accessibility Tipsheet
PDF
4. Microsoft Word: Video Tutorials
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Microsoft Word 2007

Usage Notes

At the time of testing (January 10, 2011), Word 2007 provides a set of
accessibility features that is sufficient to enable the production of
accessible digital office documents. However, Word 2007 does not
include an accessibility checking feature.

This guide is intended to be used for documents that are:

* Intended to be used by people (i.e., not computer code),

» Text-based (i.e., not simply images, although they may contain
images),

* Fully printable (i.e., where dynamic features are limited to
automatic page numbering, table of contents, etc. and do not
include audio, video, or embedded interactivity),

* Self-contained (i.e., without hyperlinks to other documents,
unlike web content), and

» Typical of office-style workflows (Reports, letters, memos,
budgets, presentations, etc.).

If you are creating forms, web pages, applications, or other
dynamic and/or interactive content, these techniques will still
be useful to you, but you should also consult the W3C-WAI Web
Content Accessibility Guidelines (WCAG 2.0) because these are
specifically designed to provide guidance for highly dynamic and/

or interactive content.
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File Formats

The default file format for Word 2007 is Office Open XML (DOCX).

In addition, Word 2007 offers many other word processor and
web format saving options. Most of these have not been checked for
accessibility.

Document Conventions

We have tried to formulate these techniques so that they are useful
to all authors, regardless of whether they use a mouse. However,
for clarity there are several instances where mouse-only language
is used. Below are the mouse-only terms and their keyboard
alternatives:

* *Right-click: To right-click with the keyboard, select the
object using the Shift+Arrow keys and then press either (1) the
“Right-Click” key (some keyboard have this to the right of the
spacebar) or Shift+F10.

Disclaimer and Testing Details

» Following these techniques will increase the accessibility of
your documents, but it does not guarantee accessibility to
any specific disability groups. In cases where more certainty
is required, it is recommended that you test the office
documents with end users with disabilities, including screen
reader users.

» The application-specific steps and screenshots in this
document were created using Microsoft Word 2007
(ver.12.0.6545.5000, Windows 7, Jan. 2011) while creating a
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DOCX document. Files are also easily saved as other file
formats (see Technique 11).

* This document is provided for information purposes only and
is neither a recommendation nor a guarantee of results. If
errors are found, please report them to: adod-
comments@idrc.ocad.ca.

Technique 1. Use Accessible Templates

All office documents start with a template, which can be as simple
as a blank standard-sized page or as complex as a nearly complete
document with text, graphics and other content. For example, a
“Meeting Minutes” template might include headings for information
relevant to a business meeting, such as “Actions” above a table with
rows to denote time and columns for actions of the meeting.
Because templates provide the starting-point for so many
documents, accessibility is critical. If you are unsure whether a
template is accessible, you should check a sample document
produced when the template is used (see Accessibility Checking,

below).

Word 2007's default template for new documents is a blank page.
The basic installation also includes blank business card, blank label
templates, and other blank office-related documents. These are all
accessible by virtue of being blank.

It is possible to create your own accessible templates from
scratch in Word 2007. As well, you can edit and modify the existing
prepackaged templates, ensuring their accessibility as you do so and
saving them as a new template.

To create an accessible template

1. Create a new document (from the default blank template or

Microsoft Word 2007 | 201


mailto:adod-comments@idrc.ocad.ca
mailto:adod-comments@idrc.ocad.ca

from one of the prepackaged templates)

2. Ensure that you follow the techniques in this document

3. When you are finished you should also check the accessibility
of the document (See Technique 10, below)

4. Go to menu item: Office > Save As > Word Template

5. Save the template in the Microsoft > Templates folder

6. In the File name box, type a name for the template. Using a
descriptive File name (e.g., “Accessible Memo Template”) may
increase the prominence of the accessibility status. As well,
filling in the text box labeled Tags with the term “accessibility”
may improve its searchability as an accessible file.

7. Select Save
x|

()= [} ~ hopvata - Roaming - Micosoft - Tenplates - v K23 [[search Templates

Organize v  New folder = @
e —————————
I 1a A
1 [, Mirosoft Office \uorH e | ate modied Type |
]
1 Templates I Document Themes 03/11/2010 12:35PM  File folder
----------- LiveContent 02/11/2010 10:37 AM  File folder
- Favorites
B Desktop
@ Downloads
] Recent Places
9 Libraries
<] Documents
J\ Music
& Pictures =4 | 2
e
{ File name: I Accessible Memo Template | j
1
Il Save as type: |Word Template | =l
Authors: IDI I Tags: accessbiity :
___________ J
I save Thumbnail
A Hide Folders Tools ~ Save Cancel

To select an accessible template

Note: Only use these steps if you have an accessible template
available (e.g. that you previously saved). Otherwise, simply open a
new (blank) document.
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1.
2.

Go to menu item: Office > New
Under Templates, select My templates...

hewboaument 21|
--------- - :
| Temptates 1 [Search Microsoft Office Oniine for 3 tempiate (3] ‘ Blank document
FBmmsAdTEant |
Installed Templates Blank and recent

| Mytemplates... |
New from existing... r
Microsoft Office Online | |

g

New blog post

lank document
Featured i 4

Agendas

Award certificates
Brochures
Business cards
Calendars
Contracts
Envelopes

Faxes

)

Create I Cancel
2

In the New document dialog, select your accessible template
from the list in the My Templates tab
e x

o

ERNE &g s
L i > = ~Previ
Accessible | Blank NormalOld
Memo : Document
Template ,
[ —— -
Preview not available.
Create New
{@ Document Template
OK I Cancel |
Select OK

A new document based on the template will be displayed. If
you have chosen an accessible template, the document will be
accessible at this point. As you add your content (e.g., text,
images, etc.), ensure that you consult the sections that follow
to preserve accessibility.
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Technique 2. Specify Document Language

In order for assistive technologies (e.g., screen readers) to be able
to present your document accurately, it is important to indicate the
natural language of the document. If a different natural language is
used for a paragraph or selected text, this also needs to be clearly
indicated.

To change the default language

1. In the operating system, activate the keyboard layout for the
language in which you want to create and edit text

2. Right-click* the status bar at the bottom of the window,
ensure that Language is selected, this displays a reminder of
the active keyboard layout in the status bar

‘/6_! = LER Documentl - Microsoft Word -8
Home Insert Page Layout References Mailings Review View L2
<) 4 Calibri (Body) ~ |1 = i A/ % Yy
J ) |B I U -abe x, x*||&
Paste S — Quick Change Editing
- J||[#- A Aar|[A & Oy - 2| |41 T Styles~ Styles~
Clipboard Font IF] Paragraph iFl Styles &
|
T TmEEEEEE \I
Y Q i H R B Y[ ot .
Page:lofil  Words: Ol % English (Canada) : uE\ 0@ = = |05 0= ory
N e /

Word 2007 has an automatic language detection mechanism, which
can automatically detect the language of your text. If you type a
section of text in a different language than the rest of your
document, Word 2007 will programmatically mark the language of
that section of text appropriately.
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To turn on automatic language detection

1. Go to menu item: Review

2. In the Proofing section, select the Set Language button

3. In the Language dialog, select the Detect language
automatically check box

Mark selected text as:
v English (Canada) =

English (United States) |
Afrikaans (South Africa)

Albanian (Albania)

Alsatian (France)

Amharic (Ethiopia)

Arabic (Algeria)

Arabic (Bahrain) LI

The speller and other proofing tools automatically use
dictionaries of the selected language, if available.

L —Ronot check sneling or grammar,

I [V Detect language automatically :

To apply a Zanguage di?‘CCtly to S€l€Ct€d text

Select the text

Go to menu item: Review

In the Proofing section, select the Set Language button

In the Mark selected text as box, select the language from the
list

5. Select OK

W N =
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'

Y
+Mark selected text as: \

v English (Canada) i ~
English (United States) I~
Afrikaans (South Africa)
Albanian (Albania)
Alsatian (France)
Amharic (Ethiopia)
Arabic (Algeria)
Arabic (Bahrain)

L L LL L LT T

The speller and other proofing tools automatically use
dictionaries of the selected language, if available.

™ Do not check spelling or grammar
v Detect language automatically

o T N D ———

s--------

=

r A

Default... oK Cancel |

Technique 3. Provide Text Alternatives for
Images and Graphical Objects

When using images or other graphical objects, such as charts and
graphs, it is important to ensure that the information you intend
to convey by the image is also conveyed to people who cannot see
the image. This can be accomplished by adding concise alternative
text to of each image. If an image is too complicated to concisely
describe in the alternative text alone (artwork, flowcharts, etc.),
provide a short text alternative and a longer description as well.
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Tips for writing alternative text

* Try to answer the question “what information is
the image conveying?”

e If the image does not convey any useful
information, leave the alternative text blank

»  Ifthe image contains meaningful text, ensure all
of the text is replicated

e Alternative text should be fairly short, usually a
sentence or less and rarely more than two
sentences

e If more description is required (e.g., for a chart
or graph), provide a short description in the
alternative text (e.g., a summary of the trend) and
more detail in the long description, see below

»  Test by having others review the document with
the images replaced by the alternative text

Tips for writing longer descriptions

*  Long descriptions should be used when text
alternatives (see above) are insufficient to answer
the question “what information is the image
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conveying?”

In some situations, the information being
conveyed will be how an image looks (e.g., an
artwork, architectural detail, etc.). In these cases,
try to describe the image without making too
many of your own assumptions.

One approach is to imagine you are describing
the image to a person over the phone

Ensure that you still provide concise alternative
text to help readers decide if they are interested
in the longer description

Alternatively, you can include the same information conveyed by the
image within the body of the document, providing the images as
an alternate to the text. In that case, you do not have to provide

alternate text within the image.

To add alternative text to images and graphical objects

gk W N =

Right-click* the object

Select Size...

Select the Alt Text tab in the Size dialog
Fill in the Alternative Text

Select Close
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1 tmage demonstrates location of Title and Description boxes in
the Alt Text section of Format Picture dialog.

i —— -

Web browsers display alternative text while pictures are loading
or if they are missing. Web search engines use alternative text
to help find Web pages. Alternative Text is also used to assist

users with disabilities.

When inserting a very small image, or resizing a larger image to be
much smaller, Word 2007 assumes that the image is intended to be a
bullet-point for a bulleted list. Once Word 2007 defines the image as
a bullet, the option to add alternative text disappears. Select Undo,
to redefine the bullet as an image. When you right-click* the image,
select Format Picture... and select the Alt Text tab in the Format
Picture dialog. Alternative text can be found, or can be entered, into
the Alternative text box.
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Technique 4. Avoid 'Floating' Elements

When images and objects are inserted into Word 2007 documents
they default to being an “inline object”. Inline objects keep their
position on the page relative to a portion of the text. A “floating”
object keeps its position relative to the page, while text flows
around it. As content moves up or down on the page, the object
stays where it was placed. To ensure that images and objects remain
with the text that references it, always position it as an inline object.

Similarly, avoid placing drawing objects directly into the
document (e.g., as borders, to create a diagram). Instead, create
borders with page layout tools and insert complete graphical
objects.

To prevent an image or object from “floating”

Select the object
Go to menu item: Page Layout
Select Position from the Arrange section
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Select In Line with Text

Technique 5. Use Headings

Any documents that are longer than a few paragraphs require
structuring to make them more straightforward for readers to
understand. One of the easiest ways to do this is to use “True
Headings” to create logical divisions between paragraphs. True
headings are more than just bolded, enlarged, or centered text; they
are structural elements that order and levels provide a meaningful
sequence to users of assistive technologies.
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Tips for headings

*  Use the default headings styles provided
(“Heading “, “Heading 2", etc.)

e  Nest headings properly (e.g., the sub-headings
of a “Heading 1” are “Heading 2, etc.)

* Do not skip heading levels

To apply headings using the Styles toolbar

1. Select text

2. Go to menu item: Home

3. In the Styles section, select the heading you wish to apply
Note: You can scroll through the multiple heading styles using
the arrows on the right side of the Styles section. You can also
change the Style design by selecting the Change Styles button
on the right.

To modify heading styles

Go to menu item: Home

2. In the Styles section, right-click* the style you wish to use
from the Styles Gallery

3. Select Modify

4. In the Modify Style dialog, make the appropriate changes to
style characteristics
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5. Select OK

To return to the default heading styles

Go to menu item: Home

In the Styles section, select Change Styles
Select Style Set

Select Word 2007 from the list
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Technique 6. Use Built-In Document Structuring

Features

6.1 Tables

When using tables, it is important to ensure that they are clear and
appropriately structured. This helps all users to better understand
the information in the table and allows assistive technologies (e.g.,
screen readers) to provide context so that the information within

the table can be conveyed in a meaningful way.

Tips for tables

*  Only use tables for tabular information, not for
formatting, such as to position columns.
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Use “real tables” rather than text formatted to
look like tables using the TAB key or space bar.
These will not be recognized by assistive
technology.

Keep tables simple by avoiding merged cells and
dividing complex data sets into separate smaller
tables, where possible. Whenever possible, use
just one row of headings.

If tables split across pages, set the header to
show at the top of each page. Also set the table to
break between rows instead of in the middle of
rOws.

Create a text summary of the essential table
contents. Any abbreviations used should be
explained in the summary.

Table captions or descriptions should answer
the question “what is the table’s purpose and how
is it organized?” (e.g., “A sample order form with
separate columns for the item name, price and
quantity”).

Table cells should be marked as table headers
when they serve as labels to help interpret the
other cells in the table.

Table header cell labels should be concise and
clear.

Ensure the table is not “floating” on the page

(see Technique 4).
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To add a table with headings

Go to menu item: Insert
2. In the Tables section, select the Tables icon
3. Select the number of rows and columns you would like your
table to have
4. Select the table and a Table Tools menu item should appear
5. Go to menu item: Table Tools > Design

In the Table Style Options section, select the Header Row
check box

6.2. Lists

When you create lists, it is important to format them as “real lists”
Otherwise, assistive technologies will interpret your list as a series

of short separate paragraphs instead of a coherent list of related
items.

To create an OTdCTCCZ or UTlOTdCVCd liS[

Go to menu item: Home

2. In the Paragraph section, select the Bullets icon for unordered
lists or select the Numbering icon for ordered lists

3. To choose a different list format, select the arrow beside the
icon

4. Select a format from the format Library that appears in the
drop-down menu
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To modify list styles

Go to menu item: Home

2. In the Paragraph section, select the arrow beside the Bullets
icon for unordered lists or select the arrow beside the
Numbering icon for ordered lists

3. Select Define New Bullet... to create a new unordered list
format

4. Select Define New Number Format... to create a new ordered
list format

5. In the New Bullet dialog or the New Number Format dialog,
select the list characteristics

6. Select OK

6.3 Columns

Use Columns feature for placing text in columns. However, because
columns can be a challenge for users of some assistive technologies,
you should consider whether a column layout is really necessary.

6.4 Page Breaks

Start a new page by inserting a page break instead of repeated hard
returns.

6.5 Use a Table of Contents

Creating an index or table of contents to outline office document
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content can provide a means of navigating the meaningful sequence
of content.

The best way to generate a table of contents is after applying the
predefined heading styles, such as “Heading 1” as described above,
to the headings that you want to include in your table of contents.
After you apply these styles, you can then create a table of contents.

To insert a table of contents

1. Place the cursor in your document where you want to create
the table of contents

2. Go to menu item: References

3. In the Table of Contents section, select Table of Contents

4. Select the style that you want to use

To update a table of contents

Select the table

2. Go to menu item: References

3. In the Table of Contents section, select the Update Table
button

6.6 Use Page Numbering

Numbering the pages of your document helps those reading and
editing your document effectively navigate and reference its
content. For users of assistive technologies, it provides a valuable
point of reference within the document.
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To insert p&lg(? numbers

Go to menu item: Insert

In the Header & Footer section, select Page Number
Select where you would like to insert your page numbers
Select the style of page number you would like to use

B W N =

To format page numbers

Go to menu item: Insert

In the Header & Footer section, select Page Number

Select Format Page Numbers...

In the Page Number Format dialog, select the page format
characteristics you would like to use

Note: These changes are applied to the predefined page format
styles. It does not create a new page format style.

B W N =

6.7 Document Title

In case the document is ever converted into HTML, it should be
given a descriptive and meaningful title.

To change the title of the current document

Go to menu item: Office > Prepare > Properties

2. Inthe Document Properties section that appears, select the
Title text box

3. Enter the Title
Note: The Title defined in the properties is different than the
file name. It is also unrelated to the template name, discussed
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above.

Technique 7. Create Accessible Charts

Charts can be used to make data more understandable for some
audiences. However, it is important to ensure that your chart is as
accessible as possible to all members of your audience.

* All basic accessibility considerations that are applied to the
rest of your document must also be applied to your charts and
the elements within your charts. For example, use shape and
color, rather than color alone, to convey information.

o When creating line charts, use the formatting options to
create different types of dotted lines to facilitate legibility
for users who are color blind.

o When creating bar charts, it is helpful to apply textures
rather than colors to differentiate the bars

* Ensure that the contents are your chart are appropriate
labeled to give users reference points that will help them to
correctly interpret the information.

» Use the formatting options to change predefined colors,
ensuring that they align with sufficient contrast requirements
(see Technique 9.2)

* Consider providing the data that you used to create the chart
in tabular form (e.g. as an appendix).

Technique 8. Make Content Easier to See

Here are some other things to keep in mind:
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&.1 Formart of Text

When formatting text, especially when the text is likely to printed,

try to:

Use font sizes between 12 and 18 points for body text.

Use fonts of normal weight, rather than bold or light weight
fonts. If you do choose to use bold fonts for emphasis, use
them sparingly.

Use standard fonts with clear spacing and easily recognized
upper and lower case characters. Sans serif fonts (e.g., Arial,
Verdana) may sometimes be easier to read than serif fonts (e.g.,
Times New Roman, Garamond).

Avoid large amounts of text set all in caps, italic or underlined.
Use normal or expanded character spacing, rather than
condensed spacing.

Avoid animated or scrolling text.

But can’t users just zoom in? Office applications do typically

include accessibility features such as the ability to magnify

documents and support for high contrast modes. However, because

printing is an important aspect of many workflows and changing

font sizes directly will change documents details such the

pagination, the layout of tables, etc., it is best practice to always

format text for a reasonable degree of accessibility.

To change the text size for a default named style

B W N =

Go to menu item: Home

In the Styles section, right-click* the Style you wish to modify
Select Modify Style

Under Formatting in the Modify dialog box, select the
appropriate font size
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5. Exit with OK

Properties
Name: [Normal
Style type: IParagraph j
Style based on: I (no style) LI
Style for following paragraph: I T Normal ;I
i Formatting X
:‘ |Ca||br| j | 12 j} B I U | Automatic e
CSrssssssssssssEEEES -

The default reading sequence of office documents is determined by the language listed as
the natural language of the document [e.g., in English it is from left-to-right and then from
top-to-bottom). Assistive technologies [e.g., screen readers) make use o

Font: (Default) Calibri, 12 pt, English (U.5.), Left
Line spacing: single, Space

Before: 6pt

After: 6 pt, Widow/Orphan control, Style: Quick Style

[V Add to Quick Style list

@ Only in this document ¢~ New documents based on this template

Format ~ OK I Cancel

8.2 Use Sufficient Contrast

The visual presentation of text and images of text should have a
contrast ration of at least 4.5:1. To help you determine the contrast,
here are some examples on a white background:

* Very good contrast (Foreground=black, Background=white,
Ratio=21:1)

* Acceptable contrast (Foreground=#767676, Background=white,
Ratio=4.54:1)

* Unacceptable contrast (Foreground=#AAAAAA,
Background=white, Ratio=2.32:1)
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Also, always use a single solid color for a text background rather
than a pattern.

In order to determine whether the colors in your document have
sufficient contrast, you can consult an online contrast checker, such
as:

e WebAIM: Contrast Checker
e Juicy Studio: Luminosity Color Contrast Ratio Analyzer

» Joe Dolson Color Contrast Spectrum Tester

* Joe Dolson Color Contrast Comparison

8.3 Avoid Using Color Alone

Color should not be used as the only visual means of conveying
information, indicating an action, prompting a response, or
distinguishing a visual element. In order to spot where color might
be the only visual means of conveying information, you can create a
screenshot of the document and then view it with online gray-scale
converting tools, such as:

* GrayBit v2.0: Grayscale Conversion Contrast Accessibility Tool

Editor’s note: GrayBit v2.0 is no longer available.
However, multiple tools can be found online: Google

Search: gray-scale conversion tool.
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8.4 Avoid Relying on Sensory Characteristics

The instructions provided for understanding and operating content
should not rely solely on sensory characteristics such as the color
or shape of content elements. Here are two examples:

* Do not track changes by simply changing the color of text you
have edited and noting the color. Instead use Word 2007’
“Track Changes” feature to track changes.

* Do not distinguish between images by referring to their
appearance (e.g., “the bigger one”). Instead, label each image
with a figure number and use that for references.

8.5 Avoid Using Images of Text

Before you use an image to control the presentation of text (e.g.,
to ensure a certain font or color combination), consider whether
you can achieve the same result by styling “real text” If this is not
possible, as with logos containing stylized text, make sure to provide
alternative text for the image following the techniques noted above.

Technique 9. Make Content Easier to Understand

9.1 Write Clearly

By taking the time to design your content in a consistent way, it will
be easier to access, navigate and interpret for all users:

* Whenever possible, write clearly with short sentences.
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* Introduce acronyms and spell out abbreviations.

* Avoid making the document too “busy” by using lots of
whitespace and by avoiding too many different colors, fonts
and images.

 If content is repeated on multiple pages within a document or
within a set of documents (e.g., headings, footings, etc.), it
should occur consistently each time it is repeated.

9.2 Provide Context for Hyperlinks

Hyperlink text in your document should be meaningful when read
out of context. To be an effective navigation aid, the link text should
describe the destination of the link.

Consider the experience of screen reader users: Generally, screen
readers generate a list of links, and screen reader users navigate this
list alphabetically. Hyperlink text such as “click here” or “more” is
meaningless in this context.

In order to be useful to someone using a screen reader, ensure
that hyperlink text is self-describing and meaningful on its own. To
make the address of hyperlink clear when printing, you may wish to
include the address in brackets following the descriptive text of the
hyperlink.

To add hyperlinks with meaningful text

1. Type (or paste in) a web address and press spacebar or “Enter”
to convert into a hyperlink

2. Select the link and right-click*

3. Select Edit Hyperlink (Ctrl + K)

4. Edit the text in the Text to display box
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Technique 10. Check Accessibility

At this time, Word 2007 does not offer a mechanism to check for
potential accessibility errors in your document prior to publishing.
[Tested: January 10th, 2011]

In order to get some indication of the accessibility of your
document or template, then you may consider saving the file into
HTML or PDF in order to perform an accessibility check in one of
those formats, as described below.

To evaluate HTML accessibility

Save the document into HTML format and use one of the web
accessibility checkers available online, such as:

e AChecker
 WebAIM Wave Web Accessibility Evaluation Tool

To evaluate PDF accessibility

If you saved your document in tagged PDF format, you can use the
following tools and steps to evaluate the accessibility of the PDF
document:

e Adobe Acrobat Professional

» CommonLook PDF Evaluator
* PDF Accessibility Checker (PAC) - a free alternative provided
by “Access for all”
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To evaluate PDF accessibiliry in Adobe Acrobat Professional

Go to menu item: Advanced > Accessibility > Full Check...
2. In the Full Check dialog, select all the checking option.
3. Select the Start Checking button.

Editor’s note: For detailed instructions, see our section

on how to check accessibility using Adobe Acrobat

Professional.

Technique 11. Use Accessibility Features when
Saving/Exporting to Other Formats

In some cases, additional steps must be taken in order to ensure
accessibility information is preserved when saving/exporting to
formats other than the default.

PDF

PDF documents are not always accessible. Accessible PDF

documents are often called “Tagged PDF’ because they include

“tags” that encode structural information required for accessibility.
To evaluate the accessibility of your PDF document, see below.

1. Make sure the file is saved as a DOCX (Older DOC files are not
compatible with the checker).
2. Go to menu item: Office > Save As > PDF or XPS
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3. In the File name box, type a name for the file
4. Select the Options button
5. Under Include non-printing information, ensure that the
Document structure tags for accessibility check box is
selected
6. Under PDF options, ensure that Bitmap text when fonts may
not be embedded check box is de-selected
7. Select OK and Save
options_______ 21|
Page range
& A
" Current page
" Selection
" Page(s) From: Il il To: 11 il
Publish what
{* Document

" Document showing markup

[~ Create bookmarks using:
' Headings
€ Word bookmarks

Ll:?i&naptegtwlmfunhmaynotbeerrbeddedg :

o ] _cow |

If you saved your document in tagged PDF format, you can use the
following tools and steps to evaluate the accessibility of the PDF
document:

e Adobe Acrobat Professional

» CommonLook PDF Evaluator
* PDF Accessibility Checker (PAC) - a free alternative provided
by “Access for all”
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Editor’s note: For detailed instructions, see our section

on how heck ibili ing A Acr
Professional.
HTML

Go to menu item: Office > Save As > Other Formats

In the File name box, type a name for the file

In the Save as type box, select Web Page

Select Save

Check the HTML file for accessibility (see Technique 10, above)
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To clean up your HTML file

* Remove unnecessary styles, line breaks, etc.

* Remove unnecessary id, class, and attributes

* Remove font tags

* Remove styles in the <head> tag

* Ensure the <th> tags have a scope attribute

* Remove <p> tags nested inside <th> and <td> tags

* Check for accessibility (see Technique 10, above)
Note: you may wish to use HTML editors or utilities to help
with this process.
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To evaluate HTML accessibility

Save the document into HTML format and use one of the web
accessibility checkers available online, such as:

e AChecker
* WebAIM Wave Web Accessibility Evaluation Tool

Technique 12. Consider Using Accessibility
Support Applications/Plugins

Disclaimer: This list is provided for information purposes only. It is
not exhaustive and inclusion of an application or plug-in on the list
does not constitute a recommendation or guarantee of results.

e Office 2007 Accessibility Tutorials
» Save as DAISY

Accessibility Help

If you are interested in what features are provided to make using
Word 2007 more accessible to users, documentation is provided in
the Help system:

1. Select the Help icon from the right corner of the Toolbar or
select F1
2. Enter “Accessibility” as your search term in the Help dialog box
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Pages for Mac

Usage Notes

At the time of testing (September 30, 2010), Pages '09 lacks several
features that enable accessible office document authoring, most
notably: the ability to add alternative text to image and objects. As
a result, some of the other features that might otherwise support
accessibility, such as its extensive templates are not as effective.

Editor’s note: In later versions of Pages, users have the
ability to add alt text to images and graphical objects. Apple
has added significant accessibility improvements to its
iWork applications, but an accessibility checker is not a
feature yet.

In addition, Pages does not include an accessibility checking
feature.

What's an “Office Document”?

You should use these techniques when you are using Pages to create
documents that are:

* Intended to be used by people (i.e., not computer code),

» Text-based (i.e., not simply images, although they may contain
images),

* Fully printable (i.e., where dynamic features are limited to
automatic page numbering, table of contents, etc. and do not
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include audio, video, or embedded interactivity),

* Self-contained (i.e., without hyperlinks to other documents,
unlike web content), and

* Typical of office-style workflows (Reports, letters, memos,
budgets, presentations, etc.).

If you are creating forms, web pages, applications, or other
dynamic and/or interactive content, these techniques will still
be useful to you, but you should also consult the W3C-WAI Web
Content Accessibility Guidelines (WCAG 2.0) because these are
specifically designed to provide guidance for highly dynamic and/

or interactive content.

File Formats

The default file format for Pages is the native iWork format.

In addition, Pages offers many other word processor and web
format saving options. Most of these have not been checked for
accessibility, but some information and/or instructions are
available for the following formats in Technique 12:

e MS Word
e PDF
e HTML

Document Conventions

We have tried to formulate these techniques so that they are useful
to all authors, regardless of whether they use a mouse. However,
for clarity there are several instances where mouse-only language
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is used. Below are the mouse-only terms and their keyboard
alternatives:

» *Right-click: To right-click with the keyboard, select the
object using the Shift+Arrow keys and then press either (1) the
“Right-Click” key (some keyboard have this to the right of the
spacebar) or Shift+F10.

Disclaimer and Testing Details

Following these techniques will increase the accessibility of your
documents, but it does not guarantee accessibility to any specific
disability groups. In cases where more certainty is required, it is
recommended that you test the office documents with end users
with disabilities, including screen reader users.

The application-specific steps and screenshots in this document
were created using iWork Pages 09 (ver.4.0.3 (766), Mac OS X, Sept.
2010) and Pages (version 8.1) while producing a document in the
native iWork file format. Files are also easily saved as other file
formats (see Technique 12).

Technique 1. Use Accessible Templates

All office documents start with a template, which can be as simple
as a blank standard-sized page or as complex as a nearly complete
document with text, graphics and other content. For example, a
“Meeting Minutes” template might include headings for information
relevant to a business meeting, such as “Actions” above a table with
rows to denote time and columns for actions of the meeting.
Because templates provide the starting-point for so many
documents, accessibility is critical. If you are unsure whether a
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template is accessible, you should check a sample document
produced when the template is used (see Technique 11).

The default template for new documents in Pages is a blank page.
The basic installation also includes blank letter templates and blank
business reports. These are all accessible by virtue of being blank.

It is possible to create your own accessible templates from
scratch in Pages. As well, you can edit and modify the existing
prepackaged templates, ensuring their accessibility as you do so and
saving them as a new template.

To create an accessible template

1. Go to menu item: File > New or File > New from Template
Chooser... (Shift+Apple+N).

2. In the Template Chooser dialog, select the Blank template or
select one of the other existing template designs.

3. Anew document in your selected template style will open.

4. Ensure that you follow the techniques in this document.

5. When you are finished you should also check the accessibility
of the document (See Accessibility Checking, below).

6. Go to menu item: File > Save as Template...

In the Export As box, type a name for the template. Using a
descriptive template name (e.g., “Accessible Memo Template”)
will increase the prominence of the accessibility status.

8. Specify a folder in which to save your template. To save the
template in a different location than the default, create a new
folder in the Templates folder. The folder name is then used as
a template category in the Template Chooser.

Note: By default, it will be saved in your home folder in
Library/Application Support/iWork/Pages/Templates/My
Templates pane of the Template Chooser.
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9. Click Save.

To select an accessible template

Note: Only use these steps if you have an accessible template
available (e.g., that you previously saved). Otherwise, simply open a

new (blank) document.

1. Go to menu item: File > New from Template Chooser...

(Shift+Apple+N).
2. In the Template Chooser dialog, select My Templates from the

left pane.
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3. Select your accessible template and click Choose.

Technique 2. Specify Document Language

In order for assistive technologies (e.g., screen readers) to be able
to present your document accurately, it is important to indicate the
natural language of the document. If a different natural language is
used for a paragraph or selected text, this also needs to be clearly
indicated.

To apply a language directly to selected text

1. Highlight the text
Note: To change the language of the entire document, do a
select all to select all the text in the document.

2. Go to menu item: View > Show Inspector.

3. In the Inspector dialog, select the Text button.
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4. In the Text section, click the More tab.
5. In the Language section, select the language from the drop-
down list.

R al il

F==== Text |

Oy i@ _iTir & _.u_(ﬁﬁ&

Text Uit Tabsi More |4
LS

s o

Border & Rules

(one——9)

Offgen

Background Fills
| Character

| Paragraph

Following Paragraph Style

Csame 0]

Pagimation & Ereak
_ | Keep lines together
| Keep with following paragraph
| Parsgraph SLAFLE &0 & Abw page
W Prevent wicow & orphan lines

S SRS EESEEE SRR SRSy

il.aniuage '__[r\-g-'u.h _=|

| Reviirre hypheration for paragraph
| Remsowe ligatunes

Baseling Shift TR

Editor’s note: In later versions of Pages, instructions for
applying language to specific text is not specified. Users
can, however, change a document’s formatting and

language.
For detailed instructions, see how to format a document
for another language in the Pages User Guide for Mac.
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Technique 3. Provide Text Alternatives for
Images and Graphical Objects

At this time, Pages '09 does not offer a mechanism which enables
the user to add alternative text descriptions to images or objects.
[Tested: September 28, 2010]

Editor’s note: In later versions of Pages, users can add
alternative text descriptions for images and objects:

1. Click the image to select it, then, in the Format
sidebar, click the Image tab.

2. Click the Description text box, then enter your
text.

For more details, see the section on how to add an image
description in the Pages User Guide for Mac.

When using images or other graphical objects, such as charts and
graphs, it is important to ensure that the information you intend to
convey by the image is also conveyed to people who cannot see the
image. This can be accomplished by adding concise alternative text
to each image. If an image is too complicated to concisely describe
in the alternative text alone (artwork, flowcharts, etc.), provide a
short text alternative and a longer description as well.
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Tips for writing alternative text

* Try to answer the question “what information is
the image conveying?”

e If the image does not convey any useful
information, leave the alternative text blank

»  Ifthe image contains meaningful text, ensure all
of the text is replicated

e Alternative text should be fairly short, usually a
sentence or less and rarely more than two
sentences

e If more description is required (e.g., for a chart
or graph), provide a short description in the
alternative text (e.g., a summary of the trend) and
more detail in the long description, see below

»  Test by having others review the document with
the images replaced by the alternative text

Tips for writing longer descriptions

*  Long descriptions should be used when text
alternatives (see above) are insufficient to answer
the question “what information is the image
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conveying?”

* Insome situations, the information being
conveyed will be how an image looks (e.g., an
artwork, architectural detail, etc.). In these cases,
try to describe the image without making too
many of your own assumptions.

*  One approach is to imagine you are describing
the image to a person over the phone

*  Ensure that you still provide concise alternative
text to help readers decide if they are interested
in the longer description

Alternatively, you can include the same information
conveyed by the image within the body of the
document, providing the images as an alternate to the
text. In that case, you do not have to provide alternate
text within the image.

Technique 4. Avoid “Floating” Elements

Pages will default the position of an inserted image or object
depending on the method that is used to insert it. If you use a
method that requires you to simply drag-and-drop the image or
object onto the document, it will automatically be positioned as
“floating”

A “floating” object keeps its position relative to the page, while
text flows around it. As content moves up or down on the page, the
object stays where it was placed. To ensure that images and objects
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remain with the text that references it, press the Command key and
then drag the image onto the document or follow the steps below.

To import image as an inline object

1. Place the insertion point wherever you want the image to
appear.

2. Go to menu item: Insert > Choose.

3. Select the image file.

4. Click Insert.
Note: You can always ensure your image or object is positioned
with the text that references it. Select the image or object,
then go to the Format bar and ensure that Inline button is
selected.

Editor’s note: For later versions of Pages, the instructions
for adding an image inline is slightly different:

1. Click the Media button in the toolbar.
2.  Choose Photos, then drag an image from a photo
library to the page or to a media placeholder.

For more details, see how to place objects inline with text
in the Pages User Guide for Mac.

Technique 5. Use Headings

Any documents that are longer than a few paragraphs require
structuring to make them more straightforward for readers to
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understand. One of the easiest ways to do this is to use “true
headings” to create logical divisions between paragraphs. True
headings are more than just bolded, enlarged, or centered text; they
are structural elements that order and levels provide a meaningful
sequence to users of assistive technologies.

Tips for headings

e Use the default headings styles provided
(“Heading “, “Heading 2", etc.)

*  Nest headings properly (e.g., the sub-headings
of a “Heading 1” are “Heading 2, etc.)

* Do not skip heading levels

To apply headings to selected text

Highlight selected text.

2. Go to the Format Bar and select the Choose a paragraph style
button.

3. Select the style you would like to apply from the drop-down
menu.
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To create new heading styles

1. Highlight text and format with the characteristics you would
like to apply to a new heading.

2. Go to menu item: Format > Create New Paragraph Style from
Selection...

3. Inthe New paragraph style dialog, enter a heading style name
in the Name text box.

4. Select OK.

Editor’s note: For later versions of Pages, after selecting
text, follow these steps to create new heading styles:
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1. From the Format sidebar, click the paragraph style
name at the top of the sidebar.

2. Click the New Style button at the top of the
Paragraph Styles menu. A new style with a
placeholder name appears in the menu.

3. The Paragraph Styles menu with a callout to the
New Style button.

4.  Type a name for the new style, then click outside
the menu to close it.

For more details, see how to create a paragraph style in
the Pages User Guide for Mac.

Technique 6. Use Named Styles

As with “True Headings” (see Technique 5), you should attempt to
make use of the named styles that are included with the office
application (e.g., “emphasis’, “caption”, etc.) before creating your
own styles or using the character formatting tools directly. Named
styles help your readers understand why something was formatted
in a given way, which is especially helpful when there are multiple
reasons for the same formatting (e.g., it is common to use italics for
emphasis, Latin terms and species names).

Note: While office application suites support headings in much

the same way, the named styles often differ.

To use default named styles

* Default named styles can be applied the same way as headings
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(see Technique 5).

Technique 7. Use Built-In Document Structuring
Features

7.1 Tables

When using tables, it is important to ensure that they are clear and
appropriately structured. This helps all users to better understand
the information in the table and allows assistive technologies (e.g.,
screen readers) to provide context so that the information within
the table can be conveyed in a meaningful way.

Tips for tables

*  Only use tables for tabular information, not for
formatting, such as to position columns.

e Use “real tables” rather than text formatted to
look like tables using the TAB key or space bar.
These will not be recognized by assistive
technology.

*  Keep tables simple by avoiding merged cells and
dividing complex data sets into separate smaller
tables, where possible.

» If tables split across pages, set the header to
show at the top of each page. Also set the table to
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break between rows instead of in the middle of
rows.

Create a text summary of the essential table
contents. Any abbreviations used should be
explained in the summary.

Table captions or descriptions should answer
the question “what is the table’s purpose and how
is it organized?” (e.g., “A sample order form with
separate columns for the item name, price and
quantity”).

Table cells should be marked as table headers
when they serve as labels to help interpret the
other cells in the table.

Table header cell labels should be concise and
clear.

Ensure the table is not “floating” on the page

(see Technique 4).

To add a table with headings

S o

Position the cursor at the location in the document you would
like to add the table.

Go to menu item: Insert > Table.

Go to menu item: View > Show Inspector.

In the Inspector dialog, select Table inspector.

Select the Table tab.

In the Headers & Footer section, click the Choose the number
of header columns button or the Choose the number of
header rows button.
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7. Select the number of header rows or columns you would like
your table to have.
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7.2. Lists

When you create lists, it is important to format them as “real lists”.
Otherwise, assistive technologies will interpret your list as a series
of short separate paragraphs instead of a coherent list of related

items.

To create an ordered or unordered list

1. Place the cursor where you would like to insert the list or
highlight the text of a list you already entered into your
document.

2. In the Toolbar, click the Inspector button to show the
inspector window.

3. In the Inspector dialog, click the Text inspector button.

4. Select the List tab.

5. In the Bullets & Numbering section, format your list style
using the drop-down menus.
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Editor’s note: In later versions of Pages, follow these
instructions to create an ordered or unordered list:

1. Select the text you want to format.

2.  Inthe Format sidebar, click the Style button near
the top.
Note: If the text is in a text box, table, or shape, first
click the Text tab at the top of the sidebar, then click
the Style button.

3.  Click the pop-up menu next to Bullets & Lists, then
choose a list style.

For more details, see how to format a list in the Pages
User Guide for Mac.

7.3 Columns

Use Columns feature for placing text in columns.
Note: Because columns can be a challenge for users of some assistive
technologies, consider whether a column layout is really necessary.

7.4 Page Breaks

Start a new page by inserting a page break instead of repeated hard
returns.
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7.5 Use a Table of Contents

Creating an index or table of contents to outline office document
content can provide a means of navigating the meaningful sequence
of content.

The best way to generate a table of contents is after applying the
predefined heading styles, such as “Heading 1” as described above,
to the headings that you want to include in your table of contents.
After you apply these styles, you can then create a table of contents.

To generate a Table of Contents

In the Toolbar, click Inspector.

In the Inspector dialog, click the Document button.

Select the TOC tab.

Select the checkboxes next to the paragraph styles whose text
you want to appear in the table of contents.

5. Inthe #’s column, select those paragraph styles for which you

want page numbers to appear.

W N -
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6. Place the insertion point at the beginning of the line where you
want the table of contents to appear
Note: Table of contents created in Pages list only the content
that follows it, up until the next table of contents. To create a
master table of all the contents in your document, it must be
the only table of contents and must be placed at the beginning
of the document.

7. Go to menu item: Insert > Table of Contents.

Editor’s note: In later versions of Pages, follow these
instructions to generate a table:

1. If you haven't already done so, apply paragraph
styles to the text you want to appear in the table of
contents.

2. Click the View menu button in the toolbar, then
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choose Table of Contents.

3.  Click Edit at the top of the sidebar, then select the
paragraph styles you want to include.

4.  Place the insertion point where you want the table
of contents to appear, then do one of the following:

°  Add a TOC for the whole document: Click the
Insert Table of Contents button at the bottom
of the Table of Contents sidebar. Entries are
gathered from the entire document.

°©  Add a TOC for this section: Choose Insert >
Table of Contents > Section. Entries are
gathered from only the section where you're
inserting the table of contents.

o Add a TOC for content up to the next TOC:
Choose Insert > Table of Contents > To Next
Occurrence. Entries are gathered between this
table of contents and the next table of contents.

5. To format the text and add leader lines, click the
table of contents to select it. When the table of
contents is selected, a blue line appears around it and
its text is highlighted in blue.

For more details, see how to insert a table of contents
into a word-processing document in the Pages User Guide

for Mac.

To update a Table of Contents

1. In the Toolbar, click Inspector.
2. In the Inspector dialog, click the Document button.
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3. Select the TOC tab.
4. Click Update Now at the bottom of the dialog.

Note: You can also automatically update by clicking any entry
in the table of contents.

7.6 Use Page Numbering

Numbering the pages of your document helps those reading and
editing your document effectively navigate and reference its
content.

To Insert Page Numbers

Go to menu item: Insert > Auto Page Numbers...

2. Inthe Insert Page Numbers dialog, format the page number
using the available options.

3. Select Insert.

7.7 Document Title

In case the document is ever converted into HTML, it should be
given a descriptive and meaningful title.

To change the title of the current document

1. In the Toolbar, select Inspector.

2. In the Inspector dialog, select the Document inspector
button.
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3. Click the Info tab.

4. In the Title box, type a descriptive name for the document.
Note: The Title defined in the properties is different than the
file name. It is also unrelated to the template name, discussed

above.
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Technique 8. Create Accessible Charts

Charts can be used to make data more understandable for some
audiences. However, it is important to ensure that your chart is as
accessible as possible to all members of your audience. All basic
accessibility considerations that are applied to the rest of your
document must also be applied to your charts and the elements
within your charts. For example, use shape and color, rather than
color alone, to convey information. As well, some further steps
should be taken to ensure that the contents are your chart are
appropriate labeled to give users reference points that will help
them to correctly interpret the information.
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To create a chart

Go to menu item: Insert > Chart.

2. Select a chart type from the list.
Update the Chart Data Editor with the data you would like to
display in the chart.

4. Close the Chart Data Editor.

To add titles and labels

Select the chart.

Go to menu item: View > Show Inspector.

In the Chart Inspector, select Chart.

Ensure the Show Title and Show Legend check boxes are

B W N =

selected.

b

Select Axis.
6. Under Value Axis (Y) and Category Axis (X), select Show Title
and Show Value Labels from their respective drop-down

menus.

To change to a different predefined Chart Type

Select the chart.
2. Go to menu item: View > Show Inspector.
3. Select a chart type from the Choose a chart type drop-down

menu.

Other Chart Considerations

» When creating line charts, use the formatting options to create
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different types of dotted lines to facilitate legibility for users
who are color blind.

* When creating bar charts, it is helpful to apply texture instead
of color to differentiate the bars.

* Change the default colors to a color safe or gray-scale palette.

» Use the formatting options to change predefined colors,
ensuring that they align with sufficient contrast requirements

(see Technique 9.2).

Technique 9. Make Content Easier to See

9.1 Format of Text

When formatting text, especially when the text is likely to printed,
try to:

» Use font sizes between 12 and 18 points for body text.

» Use fonts of normal weight, rather than bold or light weight
fonts. If you do choose to use bold fonts for emphasis, use
them sparingly.

» Use standard fonts with clear spacing and easily recognized
upper and lower case characters. Sans serif fonts (e.g., Arial,
Verdana) may sometimes be easier to read than serif fonts (e.g.,
Times New Roman, Garamond).

* Avoid large amounts of text set all in caps, italic or underlined.

» Use normal or expanded character spacing, rather than
condensed spacing.

* Avoid animated or scrolling text.

But can’t users just zoom in? Office applications do typically
include accessibility features such as the ability to magnify
documents and support for high contrast modes. However, because
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printing is an important aspect of many workflows and changing
font sizes directly will change documents details such the
pagination, the layout of tables, etc., it is best practice to always
format text for a reasonable degree of accessibility.

9.2 Use Sufficient Contrast

The visual presentation of text and images of text should have a
contrast ration of at least 4.5:1. To help you determine the contrast,
here are some examples on a white background:

* Very good contrast (Foreground=black, Background=white,
Ratio=21:1)

* Acceptable contrast (Foreground=#767676, Background=white,
Ratio=4.54:1)

* Unacceptable contrast (Foreground=#AAAAAA,
Background=white, Ratio=2.32:1)

Also, always use a single solid color for a text background rather
than a pattern.

In order to determine whether the colors in your document have
sufficient contrast, you can consult an online contrast checker, such
as:

¢ WebAIM: Contrast Checker
e Juicy Studio: Luminosity Color Contrast Ratio Analyzer

* Joe Dolson Color Contrast Spectrum Tester

* Joe Dolson Color Contrast Comparison

9.3 Avoid Using Color Alone

Color should not be used as the only visual means of conveying
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information, indicating an action, prompting a response, or
distinguishing a visual element. In order to spot where color might
be the only visual means of conveying information, you can create a
screenshot of the document and then view it with online gray-scale
converting tools, such as:

* GrayBit v2.0: Grayscale Conversion Contrast Accessibility Tool

Editor’s note: GrayBit v2.0 is no longer available.
However, multiple tools can be found online: Google
Search: gray-scale conversion tool.

9.4 Avoid Relying on Sensory Characteristics

The instructions provided for understanding and operating content
should not rely solely on sensory characteristics such as the color
or shape of content elements. Here are two examples:

* Do not track changes by simply changing the color of text you
have edited and noting the color. Instead use Pages’ “Change
Tracking” functionality to track changes.

* Do not distinguish between images by referring to their
appearance (e.g., “the bigger one”). Instead, label each image
with a figure number and use that for references.

95 Avoid Images of Text

Before you use an image to control the presentation of text (e.g.,
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to ensure a certain font or color combination), consider whether
you can achieve the same result by styling “real text” If this is not
possible, as with logos containing stylized text, make sure to provide
alternative text for the image following the steps noted in Technique
3.

Technique 10. Make Content Easier to
Understand

10.1 Write Clearly

By taking the time to design your content in a consistent way;, it will
be easier to access, navigate and interpret for all users:

* Whenever possible, write clearly with short sentences.

* Introduce acronyms and spell out abbreviations.

* Avoid making the document too “busy” by using lots of
whitespace and by avoiding too many different colors, fonts
and images.

» If content is repeated on multiple pages within a document or
within a set of documents (e.g., headings, footings, etc.), it
should occur consistently each time it is repeated.

10.2 Provide Context for Hyperlinks

Hyperlink text in your document should be meaningful when read
out of context. To be an effective navigation aid, the link text should
describe the destination of the link.

Consider the experience of screen reader users: Generally, screen
readers generate a list of links, and screen reader users navigate this
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list alphabetically. Hyperlink text such as “click here” or “more” is
meaningless in this context.

In order to be useful to someone using a screen reader, ensure
that hyperlink text is self-describing and meaningful on its own. To
make the address of hyperlink clear when printing, you may wish to
include the address in brackets following the descriptive text of the
hyperlink.

To add hyperlinks with meaningful text

In the Toolbar, click Inspector.
Click the Link inspector button.
Select the Hyperlink tab.

Select the Make all hyperlinks inactive checkbox.
2] Link smmmmy
| T & ¢ B O @&

__________ LT T T
L}

Hyperlink ; Bookmark  Merge
w

]
1
1
LS

W N =

Enable as a hyperlink
Link Ta:

UEL

5. Edit the hyperlink text
Note: While editing the hyperlink text, you have deactivated all
hyperlinks in the document. To reactive the hyperlinks,
deselect the Make all hyperlinks inactive checkbox.
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Editor’s note: For more details on this topic, see how to

link to a webpage, email, or page in the Pages User Guide
for Mac.

Technique 11. Check Accessibility

At this time (December 2019), Pages does not offer a mechanism
to check for potential accessibility errors in your document prior
to publishing. As well, it is not currently possible to export Pages
documents as HTML.

In order to get some indication of the accessibility of your
document or template (see Technique 1), then you may consider
saving the file into HTML or PDF in order to perform an accessibility
check in one of those formats, as described below.

Editor’s note: For detailed instructions, see how to
export to Word, PDF, or another file format in the Pages
User Guide for Mac.

To evaluate HTML accessibility

Save the document into HTML format and use one of the web
accessibility checkers available online, such as:

e AChecker
¢ WebAIM Wave Web Accessibility Evaluation Tool
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To evaluate PDF accessibility

If you saved your document in tagged PDF format, you can use the
following tools and steps to evaluate the accessibility of the PDF

document:

* Adobe Acrobat Professional

* CommonLook PDF Evaluator

» PDF Accessibility Checker (PAC) - a free alternative provided
by “Access for all”

To evaluate PDF accessibility in Adobe Acrobat Professionai

. Go to menu item: Advanced > Accessibility > Full Check...
2. In the Full Check dialog, select all the checking option.
3. Select the Start Checking button.

Editor’s note: For detailed instructions, see our section
on how heck ibili ing A Acr
Professional.

Technique 12. Use Accessibility Features when
Saving/Exporting to Other Formats

In some cases, additional steps must be taken in order to ensure
accessibility information is preserved when exporting to formats
other than the default.

260 | Pages for Mac


https://acrobat.adobe.com/
https://commonlook.com/accessibility-software/pdf-validator/
https://www.access-for-all.ch/en/pdf-lab/pdf-accessibility-checker-pac.html

At this time (December 2019), it is not possible to export Pages
documents as HTML files.

PDF, Word, RTF, or plain text

PDF documents are not always accessible. Accessible PDF
documents are often called “Tagged PDF” because they include
“tags” that encode structural information required for accessibility.
To evaluate the accessibility of your PDF document, see Technique
1.

Go to menu item: File > Export.

Select the type of format you would like to export, click Next.
In the Save As box, type a name for the document.

Choose where you want to save the document.

Click Export.

Note: Exporting a plain text file removes all formatting. Pages
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documents may not export identically in Word, due to text
layout differences.

Technique 13. Consider Using Accessibility
Support Applications/Plugins

Disclaimer: This list is provided for information purposes only. It is
not exhaustive and inclusion of an application or plug-in on the list
does not constitute a recommendation or guarantee of results.

* Apple Pages Support
* Apple: Create accessible documents with Pages
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Accessibility Help

If you are interested in what features are provided to make using
Pages more accessible to users, documentation is provided in the
Help system:

1. Go to menu item: Help
2. Enter a search term into the Search box

References and Resources

1. Pages User Guide for Mac
2. GAWDS Writing Better Alt Text

Acknowledgments

This document was produced as part of the Accessible Digital Office
Document (ADOD) Project.

This project has been developed by the Inclusive Design Research
Centre, OCAD University as part of an EnAbling Change Partnership
project with the Government of Ontario and UNESCO (United
Nations Educational, Scientific and Cultural Organization).

4 = Ontario m

United Nations  *
Educational, Scientific and
Cultural Organization

Inclusive Design
Research Centre
(OCAD
University)}

262 | Pages for Mac


https://support.apple.com/en-ca/guide/pages/welcome/mac
http://www.gawds.org/show.php?contentid=28
https://adod.idrc.ocadu.ca/
https://adod.idrc.ocadu.ca/

Source: Authoring Techniques for Accessible Office Documents:
iWork Pages 09 by the Inclusive Design Research Centre (IDRC)

used under CC-BY-SA 3.0.

Pages for Mac | 263


https://adod.idrc.ocadu.ca/pages.html
https://adod.idrc.ocadu.ca/pages.html
https://idrc.ocadu.ca/
https://creativecommons.org/licenses/by-sa/3.0/

OpenOftice Writer and
LibreOftice Writer

Usage Notes

The techniques described in this document apply both to
OpenOffice Writer 3.4.0 and LibreOffice 4.0.4.2. There are
sometimes minor differences in the toolbars and dialogs between

the two office suites, but these differences do not require different
instructions.

At the time of testing (July 2013), Writer provides a set of
accessibility features that is sufficient to enable the production
of accessible digital office documents. An accessibility checking
feature is available by installing the AccessODF extension.

Editor’s note: For later versions of OpenOffice Writer and
LibreOffice, the accessibility checking features made
available through AccessODF is no longer stable (tested on
OpenOffice 4.1.7 and LibreOffice 6.3.1.2).

We recommended using other applications, such as
current versions of Microsoft Word, which has a robust
suite of tools available for creating accessible documents.

This guide is intended to be used for documents that are:

* Intended to be used by people (i.e., not computer code),
* Text-based (i.e., not simply images, although they may contain
images),
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* Fully printable (i.e., where dynamic features are limited to
automatic page numbering, table of contents, etc. and do not
include audio, video, or embedded interactivity),

* Self-contained (i.e., without hyperlinks to other documents,
unlike web content), and

» Typical of office-style workflows (Reports, letters, memos,
budgets, presentations, etc.).

If you are creating forms, web pages, applications, or other
dynamic and/or interactive content, these techniques will still
be useful to you, but you should also consult the W3C-WAI Web
Content Accessibility Guidelines (WCAG 2.0) because these are
specifically designed to provide guidance for highly dynamic and/

or interactive content.

File Formats

The default file format for Writer is Open Document Text (ODT). In
addition, Writer offers many other word processor and web format
saving options. Most of these have not been checked for
accessibility, but some information and/or instructions are
available for the following formats in Technique 12.

Document Conventions

We have tried to formulate these techniques so that they are useful
to all authors, regardless of whether they use a mouse. However,
for clarity there are several instances where mouse-only language
is used. Below are the mouse-only terms and their keyboard
alternatives:
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» *Right-click: To right-click with the keyboard, select the
object using the Shift+Arrow keys and then press either (1) the
“Right-Click” key (some keyboard have this to the right of the
spacebar) or Shift+F10.

Several techniques refer to the Styles and Formatting dialog. By
default, this is a floating dialog but it can also be docked, so it
becomes a panel. When the dialog or panel is open, keyboard users
can navigate to it using the key F6. The same applies to the
Navigator, which can either float over the editing area or be docked
next to it.

Disclaimer and Testing Details:

» Following these techniques will increase the accessibility of
your documents, but it does not guarantee accessibility to
any specific disability groups. In cases where more certainty
is required, it is recommended that you test the office
documents with end users with disabilities, including screen
reader users.

» The application-specific steps and screenshots in this
document were created using Writer (ver. 3.4.0, Windows 7, 32
bits, July 2013) while creating an ODT document.

* This document is provided for information purposes only and
is neither a recommendation nor a guarantee of results. If
errors are found, please report them to: adod-
comments@idrc.ocad.ca.

Technique 1. Use Accessible Templates

All office documents start with a template, which can be as simple
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as a blank standard-sized page or as complex as a nearly complete
document with text, graphics and other content. For example, a
“Meeting Minutes” template might include headings for information
relevant to a business meeting, such as “Actions” above a table
with rows to denote time and columns for actions of the meeting.
Because templates provide the starting-point for so many
documents, accessibility is critical. If you are unsure whether a
template is accessible, you should check a sample document
produced when the template is used (see Technique 11).

Writer's default template for new documents is a blank page.
The basic installation also includes blank business card and blank
label templates. These are all fairly accessible by virtue of being
blank. However, you should make the default language of a template
unambiguous (see Technique 2).

It is possible to create your own accessible templates from
scratch in Writer. As well, you can edit and modify the existing
prepackaged templates, ensuring their accessibility as you do so and
saving them as a new template.

To create an accessible template

1. Create a new document (either blank or from an existing
template).

2. Ensure that you follow the techniques in this document.

3. When you are finished you should also check the accessibility
of the document (See Accessibility Checking, below).

4. Go to menu item: File > Properties.

5. Use the Title and/or Comments to indicate the accessibility
status of the template. Using Title (e.g., “Accessible Memo
Template”) will increase the prominence of the accessibility
status because this is used in place of the template’s file name.
Comments can be used to add more information if necessary
(e.g., “This memo template has been checked for accessibility.).
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e rvnes ==

General | Description |Custom Properties |]nteme’( |Seculil}r |Sta'(isti(3 |

Title | Accessible Memo Template |
Subject | |
Keywords | |
Comments This memo template has been checked for accessibility. -

m

4

[ ok |[ cancel |[ Help |[ Reset

Close the dialog with OK.

Go to menu item: File > Templates > Save.

In the New Template box, type a name for the template.
Select the category you would like to save it in, under
Categories.

Note: the category is simply the folder into which you are
saving the template.

© N>

MNew template

| oK
|Accessible Memo Templatd |
Cancel
Templates

Categories Templates

My Templates Motes template English ———
Eraille Documents | Edit |
DAISY Books —

Presentation Backgrounds

Presentations

10. Close the dialog with OK.
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To select an accessible template

Only use these steps if you have an accessible template available
(e.g. that you previously saved). Otherwise, simply open a new
(blank) document.

1. Go to menu item: File > New > Templates and Documents.

2. Select the Templates icon.

3. Select a template document from the list.
Note: A properties pane appears on the right side of the
window, where you can read the document properties (Title,
By, Date, Modified by, Modified on, Description, and Size). If
you placed information about the accessibility of the template
in the Title and/or Comments when you created the template
(see above), this will be displayed in the Title and/or
Description, respectively.

Templates and Documents - My Tem L]
@&
Title -
= = " Title: B
ﬂ E Accessiblehemo Tmplate Accessible Memo Template
=) Notes template English

MNew Document By:
Christophe Strobbe

Date:
16/07/2013, 01:23:35

m

Modified by:
%-:3 Christophe Strobbe
My Documents Modified on:
16/07/2013, 01:27:04 _
@ Description:
This memo template has been checked for
Samples accessibility.
Get more templates online...
[ Organize... ] [ Edit Open ] [ Cancel ] [ Help

4. Select Open.

5. A new document based on the template will be displayed. If
you have chosen an accessible template, the document will be
accessible at this point. As you add your content (e.g., text,
images, etc.), ensure that you consult the sections that follow
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to preserve accessibility.

Technique 2. Specify Document Language

In order for assistive technologies (e.g., screen readers) to be able
to present your document accurately, it is important to indicate the
natural language of the document. If a different natural language is
used for a paragraph or selected text, this also needs to be clearly
indicated.

To select a language for the whole document

1. Go to menu item: Tools > Options.

2. Select Language Settings > Languages.

3. Under Default languages for documents, select the document
language for all newly created documents.
Note: Writer uses three categories of languages: “Western
languages”, “Asian languages” and CTL languages (complex text
layout). For monolingual documents in a Western language,
you should change the values for Asian languages and CTL
languages from their defaults to “None”. Under default
languages for documents, enable “Show UI elements for Ul
elements for East Asian languages” and “Show Ul elements for
Bi-Directional writing” Then set the values for Asian and CTL
to “None”. You can then again disable the Ul elements for these
languages again.
Tip: Do this for all your templates.

4. Close the dialog with OK.
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To select a language for a paragraph style

1. Place the cursor in the paragraph using the paragraph style

you want to edit.
2. Right-click* and go to menu item: Edit Paragraph Style.
3. Select the Font tab.

4. Select the Language and select OK.
Note: All paragraphs formatted with the current paragraph
style will have the selected language.
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Paragraph Style: Defau

Outline & Numbering | Tabs | Drop Caps | Background | Borders
Organizer | Indents & Spacing | Alignment | Text Flow | Font | Font Effects | Position
Font Typeface Size
[Times New Roman Standaard 12pt
10pt -
10,5pt -
11pt El
Vet Cursief
13pt
1dpt
150t 2
Language

* English (UK) [~]

The same font will be used on both your printer and your screen.

Times New Roman

[ ok [ cancel |[ Help |[ Reset || Standard

To SCZCC[ a languagefor hyperlmks

The default language of hyperlinks in Writer is “None”. If all or most
hyperlinks in a document are in the same language, you should
modify the style for hyperlinks.

Go to menu item: Format > Styles and Formatting.

In the Styles and Formatting dialog, select the Character
Styles icon.

Right-click* on the style Internet Link.

Select Modify...

Select the Font tab.

Set the language to English (or the Western language that you
use most). If the Ul for non-Western languages is enabled, set
the non-Western languages to “None”.

Tip: Set the language for the style Internet Link in all your
templates.

S
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To apply a language directly to selected text

Select the text to which you want to apply a language.

Go to menu item: Format > Character.

Select the Font tab.

Select the Language.

If the Ul for non-Western languages is enabled, set the non-
Western languages to “None”.

6. Select OK.
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Technique 3. Provide Text Alternatives for
Images and Graphical Objects

Some issues have been observed with Writer involving the loss of
alternative text and longer descriptions (e.g., when images anchored
to a paragraph are changed to anchor as characters, when a caption
is added). We suggest that you guard against this data loss by
keeping backups and by setting image anchoring and captions
before adding the alternative text.

When using images or other graphical objects, such as charts and
graphs, it is important to ensure that the information you intend
to convey by the image is also conveyed to people who cannot see
the image. This can be accomplished by adding concise alternative
text to of each image. If an image is too complicated to concisely
describe in the alternative text alone (artwork, flowcharts, etc.),
provide a short text alternative and a longer description as well.
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Tips for writing alternative text

* Try to answer the question “what information is
the image conveying?”

e If the image does not convey any useful
information, leave the alternative text blank.

»  Ifthe image contains meaningful text, ensure all
of the text is replicated.

e Alternative text should be fairly short, usually a
sentence or less and rarely more than two
sentences.

e If more description is required (e.g., for a chart
or graph), provide a short description in the
alternative text (e.g., a summary of the trend) and
more detail in the long description, see below.

»  Test by having others review the document with
the images replaced by the alternative text

Tips for writing longer descriptions

*  Long descriptions should be used when text
alternatives (see above) are insufficient to answer
the question “what information is the image
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conveying?”

* Insome situations, the information being
conveyed will be how an image looks (e.g., an
artwork, architectural detail, etc.). In these cases,
try to describe the image without making too
many of your own assumptions.

*  One approach is to imagine you are describing
the image to a person over the phone.

*  Ensure that you still provide concise alternative
text to help readers decide if they are interested
in the longer description.

Alternatively, you can include the same information conveyed by the
image within the body of the document, providing the images as
an alternate to the text. In that case, you do not have to provide
alternate text within the image.

Note: When inserting a new image or object in place of an existing
image or object, the alternative text and description will remain the
same. This is helpful if you are inserting an updated version of an
image, whose meaning and context has not change. However, when
inserting an entirely new image or object, you will be required to
change the title and description fields accordingly.

Note: When inserting a picture or object that is too large for the
height or width of the page, it is best to reduce the size before
inserting it into the document. This results in a smaller file size and
usually better image quality.

To add alternative text to images and graphical objects

1. Right-click* the object.
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2. Go to menu item: Picture.
3. Select the Options tab in Picture dialog.
4. Fill in Alternative Text box.

Note: the Alternative Text is also the Title of the object.
[Picture S|

Options |Wrap |Hyperlink |Picture |Cmp| Borders |Backgmund. |M.acm|

MNames

MName Image

Alternative (Text only) Two men shaking hands

Previous link |<NOI'1E> E”

Mext link [<None> ]

Protect
[7] Contents

[7] Position
[ size

Properties
Print

[ ok [ cancel |[ Help |[ Reset

To add long descriptions to images

1. Right-click* on object.
2. Select Description... option.
3. Enter description in Description box.
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Technique 4. Avoid “Floating” Elements

When images and objects are inserted into Writer documents they
default to “floating” with an anchor “To Paragraph” This makes
them difficult to select with the keyboard, so “floating” should be
prevented by anchoring them “As Character”

A “floating” object keeps its position relative to the page, while
text flows around it. As content moves up or down on the page,
the object stays where it was placed. To ensure that images and
objects remain with the text that references it, always position it has
attached to a character at the end of the in-text reference.

Similarly, avoid placing drawing objects directly into the
document (e.g., as borders, to create a diagram). Instead, create

borders with page layout tools and insert complete graphical
objects.

To prevent an image or object from “floating”
1. Right-click* the object.
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2. Select Anchor > As Character option.

Technique 5. Use Headings

Any documents that are longer than a few paragraphs require
structuring to make them more straightforward for readers to
understand. One of the easiest ways to do this is to use “True
Headings” to create logical divisions between paragraphs. True
headings are more than just bolded, enlarged, or centered text; they
are structural elements that order and levels provide a meaningful
sequence to users of assistive technologies.

Tips for headings

*  Use the default headings styles provided
(“Heading “, “Heading 2", etc.).

*  Nest headings properly (e.g., the sub-headings
of a “Heading 1” are “Heading 2, etc.).

* Do not skip heading levels.

To apply headings from the Formatting Toolbar

1. Highlight the text that you want to make into a navigational
heading.

2. Select the desired heading from the dropdown list in the
Formatting Toolbar.
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To apply headings using the Styles and Formatting panel

1. Highlight the text that you want to make into a navigational
heading.

2. Go to menu item: Format > Styles and Formatting.

3. Double-click* the desired heading style.
Note: If a heading style is modified in the Styles and
Formatting panel, the modification will apply to every heading
of that style.

To apply headings using keyboard shortcuts (up to Heading 5)

1. Highlight the text that you want to make into a navigational
heading.

2. Select Ctrl+1 (for Heading 1), Ctrl+2 (for Heading 2), ... Ctrl+5
(for Heading 5).
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To modify heading styles

Go to menu item: Format > Styles and Formatting (F11).
Select the style to modify from the list.

Right-click* and select: Modify...

In the Paragraph Style dialog, select the Organizer tab.
In the Name box, enter a unique style name.

S o

Format the heading style using the available formatting options
in the various tabs. Make sure your selections align with the
techniques in this document.

7. Select OK.

Technique 6. Use Named Styles

As with “True Headings” (see Technique 5), you should attempt to
make use of the named styles that are included with the office
application (e.g., “emphasis”, “caption’, etc.) before creating your
own styles or using the character formatting tools directly. Named
styles help your readers understand why something was formatted
in a given way, which is especially helpful when there are multiple
reasons for the same formatting (e.g., it is common to use italics for
emphasis, Latin terms and species names).

Note: While office application suites support headings in much
the same way, the named styles often differ.

Writer provides named “paragraph styles” for “caption’, “endnote”,
etc. Styles for strong emphasis, emphasis, source code and
quotations are not paragraph styles but “character styles” You can
access character styles by selecting the Character Styles icon in the

Styles and Formatting dialog.
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To use default named styles

* Default named styles can be applied the same way as headings
(see Technique 5).

Technique 7. Use Built-In Document Structuring
Features

7.1 Tables

When using tables, it is important to ensure that they are clear and
appropriately structured. This helps all users to better understand
the information in the table and allows assistive technologies (e.g.,
screen readers) to provide context so that the information within
the table can be conveyed in a meaningful way.

Tips for tables

*  Only use tables for tabular information, not for
formatting, such as to position columns.

e Use “real tables” rather than text formatted to
look like tables using the TAB key or space bar.
These will not be recognized by assistive
technology.

*  Keep tables simple by avoiding merged cells and
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dividing complex data sets into separate smaller
tables, where possible.

e  Always set the header to show at the top of each
page. Also set the table to break between rows
instead of in the middle of rows.

e Create a text summary of the essential table
contents. Any abbreviations used should be
explained in the summary.

e Table captions or descriptions should answer
the question “what is the table’s purpose and how
is it organized?” (e.g., “A sample order form with
separate columns for the item name, price and
quantity”).

e Table cells should be marked as table headers
when they serve as labels to help interpret the
other cells in the table.

*  Table header cell labels should be concise and
clear.

To add a table with headings

Go to menu item: Insert > Table (Ctrl+F12).

Enter a name for the table.

Specify the number of columns and rows in the table.

Select the Heading check box.

Select the Repeat heading check box.

Indicate the number of rows you want to use for the heading in

S UL R W N e

The first...rows spinner box.
Note: Whenever possible, keep tables simple with just 1 row of
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headings.

:

Columns 2 =
ows : B
Options

Repeat heading
The first |1 = | rows

[7] Don't split table
Border

’ AutoFormat...

To add table headings manually

Highlight the table cells that should be headers.

Go to menu item: Format >Styles and Formatting (F11).
Select the Heading check box and make sure that Repeat
heading is checked.

To make tables break between rows instead of in the middle of

rows
1. Place the cursor inside the table.
2. Go to menu item: Table > Table Properties.
3. Select the Text Flow tab.
4. Unselect the check box Allow row to break across pages and

columns.
Select OK.

OpenOffice Writer and LibreOffice Writer | 283



7.2. Lists

When you create lists, it is important to format them as “real lists”
Otherwise, assistive technologies will interpret your list as a series
of short separate paragraphs instead of a coherent list of related
items.

To create an or: L’TCGZ or LlTlOVdCV(’d liS[

This applies a paragraph style for lists that makes sure that assistive
technology and other software can recognize the content as a list.

Select text.

2. Go to menu item: Format > Styles and Formatting.

3. Inthe Styles and Formatting dialog, select a list style such as
List 1 or Numbering 1.
Note: Do not select the style “List™: this style is reserved for
modifying all list styles or numbering styles at once.

There are two methods for adding visual list formatting to this list:
the first one modifies the applied paragraph style:

Go to menu item: Format > Styles and Formatting.

2. Right-click* the paragraph style you applied to the content
(e.g., List 1 or Numbering 1).

3. Select Modify...

4. In the Paragraph Style dialog, select the Outline & Numbering
tab.

5. Select a Numbering Style (this drop-down list also contains
styles for unordered lists).
Select the Indents and Spacing tab.
Set the indent values you would like to use for this list type.
Select OK.
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The second method changes the visual formatting of a list without
changing all lists based on the same style:

Select the list

Go to menu item: Format > Bullets and Numbering.

In the Bullets and Numbering dialog, select the Bullets tab for
unordered lists or the Numbering type tab for ordered lists.
Select a list style from the Selection gallery.

Select OK.

To create sublists

This is the only way to create a true sublist (i.e. a list that is
(internally) a child list of the list item above it) instead of a list that is
merely indented more from the margin.

Select the list items that should become a sublist.

On the Bullets and Numbering toolbar, select the button
Demote One Level or the button Demote One Level with
Subpoints.

Bullets and Mumbering r X

@)@ = T 4wl BE

H -

To create new ZiSt styles

Ul ok W N =

Go to menu item: Format > Styles and Formatting.

In the Styles and Formatting dialog, select the List Styles icon.
Right-click* a style from the list.

Select New...

In the Numbering Style dialog, enter a name for the list style

in the Name box.
Format the list using the available formatting options in the
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various tabs.
7. Select OK.

Note: This does not create new paragraph styles but new formatting
styles that you can apply to paragraph styles for lists. Even though
the names for the formatting styles (List 1, Numbering 1 etc.) that
appear when you select the List Styles icon are the same as some
of the paragraph styles that appear when you select the Paragraph
Styles icon, their purpose is different: the Paragraph Styles are for
document structure and other paragraph features (e.g. indent), the
List Styles are for the numbering or bullet style.

7.3 Columns

Use the Columns feature for placing text in columns.

Note: Because columns can be a challenge for users of some
assistive technologies, consider whether a column layout is really
necessary.

7.4 Page Breaks

Start a new page by inserting a page break instead of repeated hard
returns.

To insert a page break, use the shortcut Ctrl + Enter or go to
the menu item Format > Manual Break and select Page Break (the
default option).
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7.5. Use a Table of Contents

Creating an index or table of contents to outline office document
content can provide a means of navigating the meaningful sequence
of content.

The best way to generate a table of contents is after applying the
predefined heading styles, such as “Heading 1” as described above,
to the headings that you want to include in your table of contents.
After you apply these styles, you can then create a table of contents.

To insert a Table of Contents

1. Select in your document where you want to create the table of
contents.

2. Go to menu item: Insert > Indexes and Tables > Indexes and
Tables.

3. Select the Index/Table tab.

4. Select Table of Contents in the Type dropdown.

5. Select OK.

To use a different paragraph style as a Table of Contents entry

1. Select in your document where you want to create the table of
contents.

2. Go to menu item: Insert > Indexes and Tables > Indexes and
Tables.

3. Select the Index/Table tab.

4. Select Table of Contents in the Type box.

5. Inthe Create from area, select the Additional Styles check
box.

6. Select the (...) button next to the check box.
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7. In the Assign Styles dialog, select the style in the list.
8. Select the >> or the << button to define the outline level for the

paragraph style.

To update a Table of Contents

1. Select Tools > Update > All Indexes and Tables.

7.6 Use Page Numbering

Numbering the pages of your document helps those reading and
editing your document effectively navigate and reference its
content. For users of assistive technologies, it provides a valuable
point of reference within the document.

To Insert Page Numbers

. Go to menu item: Insert > Footer.

2. Select the page style that you want to add the footer to. If you
have not created or applied any special page styles, “Default”
will be the only option.

3. Go to menu item: Insert > Fields > Page Number.

Technique 8. Create Accessible Charts

Charts can be used to make data more understandable for some
audiences. However, it is important to ensure that your chart is as
accessible as possible to all members of your audience.
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» All basic accessibility considerations that are applied to the

rest of your document must also be applied to your charts and
the elements within your charts. For example, use shape and
color, rather than color alone, to convey information.

o When creating line charts, use the formatting options to
create different types of dotted lines to facilitate legibility
for users who are color blind.

o When creating bar charts, it is helpful to apply textures
rather than colors to differentiate the bars.

Ensure that the contents are your chart are appropriate
labeled to give users reference points that will help them to
correctly interpret the information.

Use the formatting options to change predefined colors,
ensuring that they align with sufficient contrast requirements
(see Technique 9.2).

Consider providing the data that you used to create the chart
in tabular form (e.g., as an appendix).

To create a chart

W N =

Go to menu item: Insert > Object > Chart...

Right-click* the chart and select Chart Data Table...

Update the data table with the data you would like to display.
Close the data table.

To add titles and labels

gl W N =

Select the chart.

Go to menu item: Insert > Titles.

Update the relevant fields and select OK.

Go to menu item: Insert > Data Labels.

Configure your data label selections and select OK.
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To apply textures to bar charts

In the chart’s legend, right-click* on the Legend Key for one of

the bars.

Select Format Data Series...

In the Fill area, select Hatching and choose one of the
textures.

Optionally, select the Background Color check box and choose
a color.

Select OK.

Repeat these steps for each legend key.

To change the line style in line charts

Ll S

In the line chart’s legend, right-click* on the Legend Key.
Select Format Data Series...

Select the Line tab.
Choose a line style that will help distinguish the data series

from the other lines in the chart.
Select OK.

Repeat these steps for each legend key.

Technique 9. Make Content Easier to See

Here are some other things to keep in mind:
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9.1 Format of Text

When formatting text, especially when the text is likely to printed,
try to:

» Use font sizes between 12 and 18 points for body text.

* Use fonts of normal weight, rather than bold or light weight
fonts. If you do choose to use bold fonts for emphasis, use
them sparingly.

» Use standard fonts with clear spacing and easily recognized
upper and lower case characters. Sans serif fonts (e.g.,
Verdana, Helvetica, Arial) may sometimes be easier to read
than serif fonts (e.g., Times New Roman, Garamond).

Note: Some fonts were specifically designed for easier reading
on screens (e.g. the sans-serif fonts Verdana, Trebuchet MS
and Calibri, and the serif fonts Georgia, Cambria and
Constantia). Unfortunately, many of these fonts are not
available across operating systems.

* Avoid large amounts of text set all in caps, italic or underlined.

» Use normal or expanded character spacing, rather than
condensed spacing.

* Avoid animated (e.g., blinking) text.

But can’t users just zoom in? Office applications do typically
include accessibility features such as the ability to magnify
documents and support for high contrast modes. However, because
printing is an important aspect of many workflows and changing
font sizes directly will change documents details such the
pagination, the layout of tables, etc., it is best practice to always
format text for a reasonable degree of accessibility.
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To change the text size for a default named style

A T o A

Go to menu item: Format > Styles and Formatting (F11).
Select the style to modify from the list.

Right-click* and select: Modify...

Select the Font tab.

Select a font size under Size.

Select OK.
Paragraph Style: Foote ]
Outline & Numbering | Tabs | Drop Caps | Background | Borders
Organizer | Indents & Spacing | Alignment | Text Flow | Font | Font Effects | Position
Font Typeface Size
Times New Roman Standaard 12pt
10pt -
10,5pt -
11pt El
Vet Cursief
13pt
1dpt
150t 2
Language
*% English (UK) [~]
The same font will be used on both your printer and your screen.
Times New Roman
ok || Cancel || Help |[ Reset || Standard

9.2 Use Sufficient Contrast

The visual presentation of text and images of text should have a
contrast ration of at least 4.5:1. To help you determine the contrast,
here are some examples on a white background:

* Very good contrast (Foreground=black, Background=white,

Ratio=21:1)
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* Acceptable contrast (Foreground=#767676, Background=white,
Ratio=4.54:1)

* Unacceptable contrast (Foreground=#AAAAAA,
Background=white, Ratio=2.32:1)

Also, always use a single solid color for a text background rather
than a pattern.

In order to determine whether the colors in your document have
sufficient contrast, you can consult an online contrast checker, such
as:

e WebAIM: Contrast Checker
e TPG Contrast Analyser
» Joe Dolson Color Contrast Comparison

9.3 Avoid Relying on Color or Sensory
Characteristics

The instructions provided for understanding and operating content
should not rely solely on sensory characteristics such as the color
or shape of content elements. Here are two examples:

* Do not track changes by simply changing the color of text you
have edited and noting the color. Instead, use Writer’s
“Changes” feature to track changes. You can find this feature in
the Edit menu.

* Do not distinguish between images by referring to their
appearance (e.g., “the bigger one”). Instead, label each image
with a figure number and use that for references.
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9.4 Avoid Using Images of Text

Before you use an image to control the presentation of text (e.g.,
to ensure a certain font or color combination), consider whether
you can achieve the same result by styling “real text” If this is not
possible, as with logos containing stylized text, make sure to provide
alternative text for the image following the techniques noted in

Technique 3, above.

Technique 10. Make Content Easier to
Understand

10.1 Write Clearly

By taking the time to design your content in a consistent way, it will
be easier to access, navigate and interpret for all users:

* Whenever possible, write clearly with short sentences.

* Introduce acronyms and spell out abbreviations.

* Avoid making the document too “busy” by using lots of
whitespace and by avoiding too many different colors, fonts
and images.

 If content is repeated on multiple pages within a document or
within a set of documents (e.g., headings, footings, etc.), it
should occur consistently each time it is repeated.

10.2 Provide Context for Hyperlinks

Hyperlink text in your document should be meaningful when read
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out of context. To be an effective navigation aid, the link text should
describe the destination of the link.

Consider the experience of screen reader users: Generally, screen
readers generate a list of links, and screen reader users navigate this
list alphabetically. Hyperlink text such as “click here” or “more” is
meaningless in this context.

In order to be useful to someone using a screen reader, ensure
that hyperlink text is self-describing and meaningful on its own.

To add hyperlinks with meaningful text

Position the cursor where you would like to enter the link.

2. Go to menu item: Insert > Hyperlinks.

3. In the Hyperlink dialog, enter the link address in the Target
box.

4. In the Further settings section, enter the text to display in the
Text box.

5. Select Apply.

6. Select Close.

Technique 1. Check Accessibility

If you wish to check the accessibility of your document or template
(see Technique 1), download the AccessODF extension and install it
using Writer’s Extension Manager (Tools > Extension Manager...).
This extension offers an “Accessibility Evaluation” function to review
your document against a set of possible issues that users with
disabilities may experience in your file.

AccessODF classifies issues as either:

* Error: Content that makes a file very difficult or impossible for
people with disabilities to understand.
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* Warning: Content that in most, but not all, cases makes a file
difficult for people with disabilities to understand.

To Use AccessODF

1. Go to menu item: Tools > Accessibility Evaluation...
2. An Accessibility Evaluation task panel will open.
3. Select Check to start the evaluation.

296 | OpenOffice Writer and LibreOffice Writer



< Accessibility

= 0 ERRORS
Image is not anchored "As character” (2)
Document has no default language

Image without text alternative (3)
= 1 WARNINGS

Formula without an alternative description (1)
Hyperlink has no meaningful link text (1)
Missing title
Table contains merged cells (1]
Teut is too small (1)
= Faked table (1)
First column Second columnT...

B,

fages and columns (1)

Table rows break across
Text formatting suggests that content may be a heac
Justified text (1)

i | 1l | b

1 Faked table

Descripticn:

Text has been formatted to look like a table using the
space bar and/or the Tab key. Although it looks like a
table visually, it is not recognized as a table by screen
readers or other assistive technologies.

A fm |

Suggestions:

Use only "real tables” to present tabular information. Go -
to Insert = Table or press Crtl+F12 to create a real table [
and organize the infermation in rows and columns. ‘ﬂ

-

[ Check I Clear |

’ Repair ] ’ Ignore
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4. Select a specific issue to see its description and repair
suggestions. If the Repair button becomes active, selecting this
button will either repair the issue automatically or open the
dialog where you can repair the issue. (For example, adding a
text alternative to an image cannot be done automatically, so
AccessODF opens the dialog for text alternatives.) If the issue
is a false alarm, select the Ignore button.

5. When you have repaired all the issues, select the Check button
again to find issues that may have gone undetected so far.

More complete instructions are available in the AccessODF User
Guide.

Note: Currently, AccessODF 0.1.0 is not compatible with
OpenOffice 4.0 (with the new
sidebar) and LibreOffice 4.1 (with or without the sidebar).

Editor’s note: AccessODF has not been updated recently,
and it does not work with later versions of OpenOffice or
LibreOffice.

Using HTML and PDF to Evaluate Accessibility

Since the AccessODF plugin may not work with current versions
of OpenOffice or LibreOffice, consider saving the document as an
HTML or PDF file and check those formats for accessibility. This
will allow you to get some indication of the accessibility of your
document or template.
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To evaluate HTML accessibility

Save the document into HTML format and use one of the web
accessibility checkers available online, such as:

e AChecker
* WebAIM Wave Web Accessibility Evaluation Tool

To evaluate PDF accessibility

If you saved your document in tagged PDF format, you can use the
following tools and steps to evaluate the accessibility of the PDF
document:

* Adobe Acrobat Professional

e CommonLook PDF Evaluator

* PDF Accessibility Checker (PAC) - a free alternative provided
by “Access for all”

To evaluate PDF accessibility in Adobe Acrobat Professional

. Go to menu item: Advanced > Accessibility > Full Check...
2. In the Full Check dialog, select all the checking option.
Select the Start Checking button.

Editor’s note: For detailed instructions, see our section

on how to check accessibility using Adobe Acrobat
Professional.
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Technique 12. Use Accessibility Features when
Saving/Exporting to Other Formats

In some cases, additional steps must be taken in order to ensure
accessibility information is preserved when saving/exporting to
formats other than the default.

PDF

PDF documents are not always accessible. Accessible PDF
documents are often called “Tagged PDF” because they include
“tags” that encode structural information required for accessibility.
To evaluate the accessibility of your PDF document, see Technique
1

1. Go to menu item: File > Export as PDF.
Note: This option is different than the Adobe PDF option in the
Print dialog.

2. The PDF Options dialog window opens.

. Select the General tab.

4. Select the check box labeled Tagged PDF
Note: You must ensure this option is selected in the PDF
Options window dialog box before using PDF icon on menu
bar. This option is not checked by default, but will remain
checked once you have selected it.

5. Select the check box labeled Export bookmarks.
Note: This creates a hierarchical list of bookmarks that link to
the document’s headings. This list is displayed in the
bookmarks panel of Adobe Acrobat and Adobe Reader and
facilitates navigation (for sighted users) in large documents.

6. Optionally, select the Initial View tab; in the Panes area, select
the radio button Bookmarks and page.
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Select Export.
Enter name and save location.
9. Select Save.

Editor’s note: For detailed instructions, see our section

on how to check accessibility using Adobe Acrobat

Professional.

HTML (Single HTML File)

Go to menu item: File > Save As...

2. Enter a path and a name for the HTML document.
In the Save as type box, select “HTML Document
(OpenOffice.org Writer)” (in OpenOffice.org) or “HTML
Document (Writer)” (in LibreOffice).

4. Select Save.

5. A dialog asking which format to choose will appear.
Select Keep Current Format (in OpenOffice.org) or Use HTML
Document (Writer) Format (in LibreOffice).

7. Check the HTML files for accessibility (see Technique 11).

HTML (Multiple HTML Files)

1. Apply one of the default heading paragraph styles to the
paragraphs where you want to generate an HTML page.

2. Go to menu item: File > Send > Create HTML Document.

3. Enter a path and a name for the HTML document.

4. Select Save.
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5. Check the HTML file for accessibility (see Technique 11).

To clean up your HTML file

You may wish to use HTML editors or utilities to help with this
process.

* Remove unnecessary styles, line breaks, etc.

* Remove unnecessary id, class, and attributes.

* Remove font tags.

* Remove styles in the <head> tag.

* Ensure the <th> tags have a scope attribute.

* Remove <p> tags nested inside <th> and <td> tags.
* Check for accessibility (see Technique 11).

Technique 13. Consider Using Accessibility
Support Applications/Plugins

Disclaimer: This list is provided for information purposes only. It is
not exhaustive and inclusion of an application or plug-in on the list
does not constitute a recommendation or guarantee of results.

* odt2daisy - an export as DAISY add-in for OpenOffice.org.

* odt2braille - a Braille extension to OpenOffice.org Writer that
enables the printing of documents to a Braille embosser and
the export of documents as Braille files.

* 0002GD - an extension that allows you to export, update and
import documents, spreadsheets and presentations between
OpenOffice.org applications and Google docs.
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Editor’s note: The plugins above have not been updated
recently and may no longer work with current versions of
OpenOffice and LibreOffice.

Other Application Features

Writer’s “N avigator” Feature

After you have populated your document with content and true
headings have been applied, you may wish to rearrange the content.
In order to maintain the integrity and accessibility of the altered
sequence, you will need to ensure that structural information (e.g.,
heading levels) is adjusted accordingly.

Writer provides a “Navigator” mechanism which displays all parts
of the document, such as headings, tables, frames, objects or
hyperlinks. These elements are referred to as “categories”. If a plus
sign appears next to any one of the categories, it means there is
more than one object of its kind within the document.

The “Navigator” feature helps you navigate document content, as
well as access and manipulate the content. This enables you to move
headings or subordinate text up or down in a document, as well
as promote or demote heading levels. Arranging objects and other
elements of the document is possible as well, following the same
principle as arranging headings and text. This allows you to apply a
meaningful sequence that can be programmatically determined and
therefore accessible to assistive technologies.
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To open the “Navigator”

1. Select the View tab from the menu bar (F5).
2. Select the Navigator option.

To jump to a location in a document

1. Double-click* an item listed in the Navigator window, or enter
the respective page number in the spin box.

ldh OLE objects
53 Bookmarks
% Sections

&3 Hyperlinks
EE References
?g Indexes

2] Comments
ElY Draw objects

|Untitled1 [active)

To open a category

1. Select the plus sign beside the category.
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To view only the entries in a certain category

1. Select the category and select the Content View icon.
Note: Until you select the icon again, only the objects of this
category will be displayed.
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To move heading up or down in a document

1. On the Standard Bar, select the Navigator icon to open the
Navigator.

2. On the Navigator, select the Content View icon.

3. Do one of the following:

Drag a heading to a new location in the Navigator list.

2. Select a heading in the Navigator list, and then select the
Promote Chapter or Demote Chapter icon.

3. To move the heading without the subordinate text, hold
down Ctrl while you drag or select the Promote Chapter
or Demote Chapter icons.

To Promote or Demote the Level of a Heading

1. Select the heading in the Navigator list
2. Select the Promote Level or Demote Level icon

Accessibility Help

If you are interested in what features are provided to make Writer
more accessible to users, consult one of the the following:
For OpenOffice Writer:

1. Go to menu item: Help > OpenOffice.org Help (F1).
2. Enter “accessibility” as the Search Term.

For LibreOffice Writer:

¢ Accessibility in LibreOffice
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Google Sheets

Usage Notes

At the time of testing (December 2019), Google Sheets lacks some
features that enable accessible office document authoring, most
notably: the ability to indicate changes in natural language,
programmatically determined named styles, and a separate
document title field.

No accessibility checking feature is built into Google Sheets;
however, you can install a third-party add-on called Grackle Sheets.
Grackle is a third-party plug-in that includes an accessibility
checker along with other features that enhance accessibility (see
Technique 11). Due to the nature of Google Sheets, some
accessibility features, such as tables, are only fully accessible when
exporting the document to another format, like an HTML file.

What's an “Office Document”?

You should use these techniques when you are using Google Sheets
to create documents that are:

* Intended to be used by people (i.e., not computer code),

* Text-based (i.e., not simply images, although they may contain
images),

* Fully printable (i.e., where dynamic features are limited to
automatic page numbering, table of contents, etc. and do not
include audio, video, or embedded interactivity),

* Self-contained (i.e., without hyperlinks to other documents,
unlike web content), and
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» Typical of office-style workflows (Reports, letters, memos,
budgets, presentations, etc.).

If you are creating forms, web pages, applications, or other
dynamic and/or interactive content, these techniques will still
be useful to you, but you should also consult the W3C-WAI Web
Content Accessibility Guidelines (WCAG 2.0) because these are
specifically designed to provide guidance for highly dynamic and/

or interactive content.

File Formats

Google Sheets does not have a default file format, as it is a web-
based authoring tool.

Google Sheets offers various spreadsheet processor and web
format saving options. Most of these have not been checked for
accessibility, but some information and/or instructions are
available for the following formats in Technique 12:

* Microsoft Excel (.xIsx)

* OpenDocument Format (.ods)

* PDF Document (.pdf)

e HTML (-html, zipped)

* Comma-separated values (.csv, current sheet)
» Tab-separated values (.tsv, current sheet)

Document Conventions

We have tried to formulate these techniques so that they are useful
to all authors, regardless of whether they use a mouse. However,
for clarity there are several instances where mouse-only language
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is used. Below are the mouse-only terms and their keyboard
alternatives:

» *Right-click: To right-click with the keyboard, select the
object using the Shift+Arrow keys and then press either (1) the
“Right-Click” key (some keyboard have this to the right of the
spacebar) or Shift+F10.

Disclaimer and Testing Details:

Following these techniques will increase the accessibility of your
documents, but it does not guarantee accessibility to any specific
disability groups . In cases where more certainty is required, it is
recommended that you test the office documents with end users
with disabilities, including screen reader users. Files are also easily
saved as other file formats (see Technique 12).

Editor’s note: Since the content of this page has been
heavily updated from the original article (Authoring
Techniques for Accessible Office Documents: Google docs:

Spreadsheets), the usual editor’s notes that flag new
content will be omitted. The application-specific steps and
screenshots were updated in December 2019.

Technique 1. Use Accessible Templates

Google Sheets lacks support for some accessibility features, such
as table headers that repeat. With this in mind, be cautious of
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templates available in the Google Sheets template gallery and be
sure that they comply the techniques discussed here.

All office documents start with a template, which can be as simple
as a blank standard-sized page or as complex as a nearly complete
document with text, graphics and other content. For example, a
“Meeting Minutes” template might include headings for information
relevant to a business meeting, such as “Actions” above a table with
rows to denote time and columns for actions of the meeting.

Because templates provide the starting-point for so many
documents, accessibility is critical. If you are unsure whether a
template is accessible, you should check a sample document
produced when the template is used (see Technique 11).

Google Sheets’s default template for new documents is a blank
spreadsheet. The basic installation also includes a wide variety of
templates ranging from blank service invoices to blank project
management schedules. These are all accessible by virtue of being
blank.

It is possible to create your own templates from scratch in Google
Sheets. As well, you can edit and modify the existing templates,
ensuring their accessibility as you do so and saving them as a new
template.

To select a template

1. Go to Google Sheets.
2. At the top right, click on Template Gallery.

Start a new spreadsheet

I- al :
Blank To-do list Annual budget Monthly budget

3. Select a template.
4. A copy of the template will open.
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To create an accessible template

1.

Create a new spreadsheet (from the default template or from
an existing template).

Note: If creating a template from an existing document, go

to File > Make a copy. Type a name and choose where to save
it, then, click Ok.

Rename your document. Be sure to indicate that the document
is an accessible template by using terms such as “accessible”
(e.g., “Accessible Memo Template”). This will improve its
searchability and promote its use as an accessible template.
Ensure that you follow techniques in this document. You may
also check the accessibility (see Technique 11).

To share your accessible template as a new document

You can share your accessible template, but it may be more useful

to share the file as copy that other users can add to their Google

Drive.

1. Go to the address bar change the end of the URL before
sending it.

2. Replace “edit” at the end of the URL with “copy”
For example:
Before: http: //docs.google.com/spreadsheet/d /12345678 /edit
After: http: //docs.google.com/spreadsheet/d /12345678 /copy

3. Send the modified copy link.

4. When the recipient follows the modified copy link, they're

instructed to click on Make a copy.
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Google Sheets

Copy document

Would you like to make a copy of Accessible Memo Template?
Make a copy

5. They can then work on a copy of the accessible template.
For more information, see the resources below:

* Google: Create document templates

* Google: Share “Make a copy” links to your files

Technique 2. Set Document Language

At this time (December 2019), Google Sheets does not offer an
explicit language selection mechanism to indicate the natural
language of your spreadsheet or changes in natural language at
any point within the content (e.g., a few cells containing text in a
different language than the rest of the spreadsheet). Google Sheets
defaults the natural language to the language selected for your
Google Account (see Google: Change Your Typing Language).

When exporting to other document formats, there is no
guarantee that the natural language of your Google Account will be
indicated as the natural language of your document. In order for
assistive technologies (e.g., screen readers) to be able to present
your document accurately, it is important to indicate the natural
language of the document. If a different natural language is used for
a paragraph or selected text, this also needs to be clearly indicated.
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Technique 3. Provide Text Alternatives for
Images and Graphical Objects

Google Sheets offers a mechanism for adding alternative text or
longer descriptions to images and objects where it can be readily
accessed by screen reader users. While you can add alt text, you
will need to ensure that you provide longer descriptions in the body
of the document, near the images and objects. While this solution
is not optimal for screen reader users and will complicate your
own accessibility testing, it is necessary until long descriptions are
supported.

When using images or other graphical objects, such as charts and
graphs, it is important to ensure that the information you intend to
convey by the image is also conveyed to people who cannot see the
image. This can be accomplished by adding concise alternative text
to each image. If an image is too complicated to concisely describe
in the alternative text alone (artwork, flowcharts, etc.), provide a
short text alternative and a longer description as well.

Tips for writing alternative text

*  Try to answer the question “what information is
the image conveying?”

» If the image does not convey any useful
information, leave the alternative text blank

e  If the image contains meaningful text, ensure all
of the text is replicated

e Alternative text should be fairly short, usually a
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sentence or less and rarely more than two
sentences

e If more description is required (e.g., for a chart
or graph), provide a short description in the
alternative text (e.g., a summary of the trend) and
more detail in the long description, see below

*  Test by having others review the document with
the images replaced by the alternative text

Tips for writing longer descriptions

e  Long descriptions should be used when text
alternatives (see above) are insufficient to answer
the question “what information is the image
conveying?”

* Insome situations, the information being
conveyed will be how an image looks (e.g., an
artwork, architectural detail, etc.). In these cases,
try to describe the image without making too
many of your own assumptions.

*  One approach is to imagine you are describing
the image to a person over the phone

*  Ensure that you still provide concise alternative
text to help readers decide if they are interested
in the longer description
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Alternatively, you can include the same information
conveyed by the image within the body of the
document, providing the images as an alternate to the
text. In that case, you do not have to provide alternate
text within the image.

To add alternative text to images and graphical objects

For images in a cell

1. Right-click* on the image.
2. Select Alt Text from the contextual menu.

Delete row
Delete column

Delete cells -

Alt text

Put image over cells

Link entire cell

Get link to this cell

3. Add your alt text to the Description field.
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Alt text ks accessed by screen readers for people who might hawe trouble sesing
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Description |

QK Cancel

For images placed over cells

1. In the top right corner of the image, click on the three dots.
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13
14
15

16
17

, select Alt text.

down menu

2. From the drop
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-\ :
Replace image
Delete image

Assign script

Reset size

Alt text

Put image in selected cell

3. In the Description field type or paste appropriate alt text.

Alt Text %
Alt teut ks @coessed by screen readers for people who might hawve frouble sesing
pour conlenl

Ththe

Description |

QK Cancel

Note: The image used in the alt text screenshots above are by John
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Tenniel from Alice’s Adventures in Wonderland from the original 1865
edition of the book.

Technique 4. Format Your Cells

As you begin adding content, your spreadsheet will require
structuring to bring meaning to the data, make it easier to navigate,
and help assistive technologies read it accurately. One of the easiest
ways to do this is to ensure that you properly format the cells.

4.1 Named Styles

At this time (December 2019), Google Sheets does not offer named
styles functionality.

You should make use of the named styles that are included with
the office application (e.g., “Heading”, “Result”, etc.) before creating
your own styles or using the character formatting tools directly.
Named styles help your readers understand why something was
formatted in a given way, which is especially helpful when there are
multiple reasons for the same formatting (e.g., it is common to use
italics for emphasis, Latin terms and species names).

For more information on formatting using named styles, see
Technique 6.

Note: While office application suites support headings in much
the same way, the named styles often differ.

Formatting header and result cells brings order to the
spreadsheet and makes it easier for users to navigate effectively. For
example, you can format header rows and columns using “Heading”
styles to apply bolded, enlarged, and italicized text (among other
characteristics). You may also want to format cells containing
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results of calculations to appear bold and underlined to help
distinguish them from the rest of your data.

4.2 Other Cell Characteristics

Ensure your cells are formatted to properly represent your data,
including number and text attributes.

To format cell characteristics

1. Highlight the cells that you want to format
Note: to format a row or column, select the row or column
indicator and follow the next steps

2. Go to the menu icon bar
Select the icon or drop-down list for the format you would like
to apply (e.g., Format as currency, Format as percent, More
formats)
Note: When formatting your spreadsheet, it is best to avoid
merging cells. At times, it may seem easier to present your data
by merging cells, but this can make it more difficult for users
of assistive technologies and people navigating your
spreadsheet using the keyboard.
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$§ % .0_ .00 128~| Default(Ad. ~ 10 - B T

+ Automatic

c
Plain text
Number 1,000.12
Percent 10.12%
Scientific 1.01E+03
Accounting $(1,000.12)
Financial (1,000.12)
Currency $1,000.12
Currency (rounded) 51,000
Date 9/26/2008
Time 3:59:00 PM

Date time 9/26/2008 15:59:00

Duration 24:01:00

More Formats g

For more details, see the following articles from the Google Help
Center:

* How to edit and format a spreadsheet (includes how to format

your entire spreadsheet with themes)
* How to format numbers in a spreadsheet
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Technique 5. Use Cell Addressing

5.1 Define Names

Naming the different data ranges within your spreadsheet makes
it easier to navigate through the document and find specific
information. By associating a meaningful name to a data range, you
will be enhancing the readability of your document. These named
ranges can be referenced in multiple locations of your document
and within calculations and equations.

To define a name

1. Select the cells you would like to name
2. Go to menu item: Data > Named ranges. A menu will open on
the right.
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Tﬂals Add-ons Help Acces

Sort sheet by column D, A — Z

Sort sheet by column D, Z — A

Sort range
Filter views -

= Slicer

Data validation
Pivot table

Randomize range

Mamed ranges

Protected sheets and ranges

Split text to columns
Remove duplicates

Trim whitespace

Group Option+Shift+—

Ungroup

3. Type the range name you want (see Range Names, below).
4. To change the range, click the Spreadsheet Grid icon.
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B Namedranges X

NamedRange1

SamplelA1:A3 ==

5. Select a range in the spreadsheet or type the new range into
the text box, then click Ok.
6. Click Done.

Range names:

. Can contain only letters, numbers, and
underscores.

. Can't start with a number, or the words “true” or
“false”

e Can’t contain any spaces or punctuation.

*  Must be 1-250 characters.

e Can't be in either Al or RIC1 syntax. For
example, you might get an error if you give your
range a name like “A1:B2” or “RICL1:R2C27”

328 | Google Sheets



Edit or delete a named range

1. Select Data, then Named ranges.
2. On the named range you want to edit or delete, click Edit.

o To edit the range: Enter a new name or range, then click
Done.

o To delete the named range: Next to the name, click Delete
range. On the menu that opens, click Remove.

° Note: When you delete a named range, any formulas that
reference it will no longer work. Protected ranges that
reference a named range will use the cell values and
continue to work.

Technique 6. Create Accessible Charts

Spreadsheet applications support various types of charts, which
can be used to display your spreadsheet data in meaningful ways
for your audience. It is important to ensure that your chart is as
accessible as possible to all members of your audience. All basic
accessibility considerations that are applied to the rest of your
document must also be applied to your charts and the elements
within your charts. For example, use shape and color, rather than
color alone, to convey information. As well, some further steps
should be taken to ensure that the contents are your chart are
appropriate labeled to give users reference points that will help to
correctly interpret the information.

To create an accessible chart
1. Go to menu item: Insert > Chart
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10.

11.

In the Chart Editor , a data range has been pre-selected and
will appear in the box labeled Data. (Note: If this range is
incorrect, enter a new range in the box labeled Data . To
update the data range by manually highlighting the cells, select
the Select range... link. This opens the What data? dialog,
which allows you to highlight the data range and select OK .)
In the Chard Editor dialog, select the Use row 1 as headers
check box if the first row of your data is a header row

Select the chart type from the Recommended charts section
Select the Customize tab

In the Chart section , enter a title for the chart in the Chart
title box

Select the Name link and enter a name for the chart in the
Chart name box

In the Axis section, enter a title for the vertical axis in the
Vertical name box

Select the Horizontal link and enter a title for the horizontal
axis in the Horizontal name box

Define any other available options that may be associated with
the chart

Select Insert

To add titles and labels

Double-click on the chart you want to change.

At the right, click Customize.

Select Series.

Optional: Next to “Apply to,” choose the data series you want to
add a label to.

Click Data labels.

Optional: Under “Position,” choose where you want the data
labels to show.

Optional: Make changes to the label font.
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To add alternative text to a chart

1. In the top right corner of the chart, click on the three dots.

Edit chart

Delete chart
Download -
Publish chart
Copy chart

Mave to own sheet

Alt text

2. From the drop-down menu, select Alt text.
3. Inthe Description field type or paste appropriate alt text.
Alt Text »

Alt text is acceeped by screen readers for pacple who might have trouble sesing
your content.

Tithe

Description

“ e
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Other Chart Considerations

* When creating line charts, use the formatting options to create
different types of dotted lines to facilitate legibility for users
who are color blind

* Change the default colors to a color safe or gray-scale palette

» Use the formatting options to change predefined colors,
ensuring that they align with sufficient contrast requirements

(see Technique 9)

Technique 7. Provide Structure for Tables

At this time (December 2019), Google Sheets does not include an
“Insert Table” feature.

If you use the Grackle Sheets add-on, tables can be given
structure and table headings can be indicated. While these fixes
won't be useful for making tables more accessible in Google Sheets,
it does allow you to export the document into another format with
appropriate table tags intact. For more on Grackle Sheets, see

Technique 11.

Technique 8. Use Other Content Structuring
Features

While cell formatting is the most common method of structuring
documents, other content structuring features should be used
where appropriate:

332 | Google Sheets


https://www.grackledocs.com/grackle-sheets-accessible-spreadsheets/

8.1 Add a Document Title

At this time, Google Sheets makes use of a single document name.
Within Google Sheets, this serves well as a title, but when exporting
to ODT, the document name is used to form the file name and the
ODT “Title” properties field is left blank.

In case the document is ever converted into another format (e.g.,
HTML or PDF), it should be given a descriptive and meaningful title.

To change the file name of the current document

1. Go to menu item: File > Rename
2. Inthe Rename Document dialog, enter a new document name
3. Click OK

8.2 Avoid “Floating” Elements

Avoid “floating” elements (other than charts) such as floating
images, objects, tables or text boxes. Similarly, avoid placing
drawing objects directly into the document (e.g., as borders, to
create a diagram). Instead, create borders with page layout tools and
insert complete graphical objects.

To learn how to insert images and graphical object into Google

Sheets, see Google: Add an image to a spreadsheet.

8.3 Use Descriptive Sheet Names

In Google Sheets, spreadsheets have the default name “Sheet]” and
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so on. To improve the accessibility and navigability of your
spreadsheets, follow these recommendations:

* Name sheets with a sheet name that describes its content.
* Delete unused sheets to avoid unnecessary navigation.

To rename a spreadsheet

1. At the bottom of your Google Sheet, click on the drop-down
arrow beside the sheet name.

31
3z
33
4 Duplicate

35

36 Copy to >

ald Rename

38

19 hange color -

o otect sheet
41
42
43
44
45
46
47

+

sheetl] -

Note: Alternately, you can double click on the sheet name.
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2. Type a descriptive name for your sheet and hit Enter.
48
49

&N

+
1]l

Sheetl

Technique 9. Make Content Easier to See

9.1 Format of Text

When formatting text, especially when the text is likely to be
printed, try to:

» Use font sizes between 12 and 18 points for cell contents.

* Use fonts of normal weight, rather than bold or light weight
fonts. If you do choose to use bold fonts for emphasis, use
them sparingly.

» Use standard fonts with clear spacing and easily recognized
upper and lower case characters. Sans serif fonts (e.g., Arial,
Verdana) may sometimes be easier to read than serif fonts (e.g.,
Times New Roman, Garamond).

* Avoid large amounts of text set all in caps, italic or underlined.

* Use normal or expanded character spacing, rather than
condensed spacing.

* Avoid animated or scrolling text.

But can’t users just zoom in? Office applications do typically
include accessibility features such as the ability to magnify
documents and support for high contrast modes. However, because
printing is an important aspect of many workflows and changing
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font sizes directly will change document details such the pagination,
the layout of tables, etc., it is best practice to always format text for
a reasonable degree of accessibility.

9.2 Use Sufficient Contrast

The visual presentation of text and images of text should have a
contrast ratio of at least 4.5:1. To help you determine the contrast,
here are some examples on a white background:

* Very good contrast (Foreground=black, Background=white,
Ratio=21:1)

» Acceptable contrast (Foreground=#767676, Background=white,
Ratio=4.54:1)

* Unacceptable contrast (Foreground=#AAAAAA,
Background=white, Ratio=2.32:1)

Also, always use a single solid color for a text background rather
than a pattern.

In order to determine whether the colors in your document have
sufficient contrast, you can consult an online contrast checker, such
as:

¢ WebAIM: Contrast Checker
e Juicy Studio: Luminosity Color Contrast Ratio Analyzer

* Joe Dolson Color Contrast Spectrum Tester

» Joe Dolson Color Contrast Comparison

9.3 Avoid Using Color Alone

Color should not be used as the only visual means of conveying
information, indicating an action, prompting a response, or
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distinguishing a visual element. In order to spot where color might
be the only visual means of conveying information, you can create a
screenshot of the document and then view it with online gray-scale
converting tools, such as:

* GrayBit v2.0: Grayscale Conversion Contrast Accessibility Tool

Editor’s note: GrayBit v2.0 is no longer available.
However, multiple tools can be found online: Google
Search: gray-scale conversion tool.

9.4 Avoid Relying on Sensory Characteristics

The instructions provided for understanding and operating content
should not rely solely on sensory characteristics such as the color
or shape of content elements. Here are two examples:

* Do not track changes by simply changing the color of text you
have edited and noting the color. Instead use Google Sheets’s
review functionality features to track changes, such as revision
history.

* Do not distinguish between images by referring to their
appearance (e.g. ,'the bigger one”). Instead, label each image
with a figure number and use that for references.

9.5 Avoid Using Images of Text

Before you use an image to control the presentation of text (e.g.,
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to ensure a certain font or color combination), consider whether
you can achieve the same result by styling “real text” If this is not
possible, as with logos containing stylized text, make sure to provide
alternative text for the image following the techniques noted above.

Technique 10. Make Content Easier to
Understand

10.1 Write Clearly

By taking the time to design your content in a consistent way, it will
be easier to access, navigate and interpret for all users:

* Whenever possible, write clearly with short sentences.

* Introduce acronyms and spell out abbreviations.

* Avoid making the document too “busy” by using lots of
whitespace and by avoiding too many different colors, fonts
and images.

» If content is repeated on multiple pages within a document or
within a set of documents (e.g., headings, footings, etc.), it
should occur consistently each time it is repeated.

10.2 Navigational Inscructions

Provide a general description of the spreadsheet contents and
instructions on how to navigate the data effectively. The best way
to do this is to make a cell at the beginning of the data (e.g., Al)
with this information. It will be the first cell accessed by assistive
technologies. If you are using this cell for a label or data, you can
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attach a comment note to the cell containing navigational
instructions.

10.3 Provide Context for Hyperlinks

Hyperlink text in your document should be meaningful when read
out of context. To be an effective navigation aid, the link text should
describe the destination of the link.

Consider the experience of screen reader users: Generally, screen
readers generate a list of links, and screen reader users navigate this
list alphabetically. Hyperlink text such as “click here” or “more” is
meaningless in this context.

In order to be useful to someone using a screen reader, ensure
that hyperlink text is self-describing and meaningful on its own.

To add hyperlinks with meaningful text

1. Go to menu item: Insert > Link. Alternately, you can select the
text youd like to add a link to and press Ctrl+K (or Cmd+K on
Macs).

2. Inthe pop-up box, enter descriptive text in the Text display
box.

3. Enter the link address in the Link.

4. Select Apply.

Text

Link
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Technique 11. Check Accessibility

At this time (December 2019), Google Sheets does not offer a
mechanism to check for potential accessibility errors in your
document prior to publishing. However, a third-party add-on called
Grackle Sheets can be used to check the accessibility of your
workbook (see below).

In order to get some indication of the accessibility of your
document or template (see Technique 1), then you may consider
saving the file into HTML or PDF in order to perform an accessibility
check in one of those formats (see Evaluating the Accessibility in
Other Formats).

Grackle Sheets

What is Grackle Sheets? Grackle Sheets is a third-party add-on
that runs on spreadsheets created in Google Sheets. It helps with
checking and improving the digital accessibility of your document.
Due to the nature of Google Sheets, some accessibility features,
such as tables, are only fully accessible when exporting the
document to another format, like an HTML file.

How does it work? After Grackle is launched, It scans the current
spreadsheet for accessibility issues and identifies and locates
errors. Feedback appears in a sidebar that is docked on right-side
of the screen. By exploring the sidebar, you can immediately learn
about accessibility issues and find and fix the detected errors by
interacting with the Grackle sidebar.

Note: Grackle’s accessibility checker is free to use; however, the
ability to export and produce accessible HTML spreadsheets, and so
on, is only free for the first 30 days (as of December 2019).

At the time of testing, Grackle Sheets performs the following 13
accessibility checks:
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¢ Sheets

o Sheets document needs a proper title
o Sheet names should be descriptive
o The number of sheets should be reasonable
o Avoid making sheets too large
o Sheets should not be empty
* Tables

o Tables should have headers
o Tables should not be too long
o The number of tables should be reasonable
o The use of merged cells is not recommended
o Avoid isolated cells
* Charts

o Charts should have alternate text
* Contents

o High color contrast should be used
o Fine print should be avoided

How to install Grackle Sheets

Grackle Sheets can be installed from the Add-ons menu of a Google
Docs document.

. Open a Google document.
2. Select Add-ons > Get Add-ons.

o Search for “Grackle” in the search field.
o Select the add-on and click Install.

3. Note: A message will appear requesting access to data that the
add-on needs to work. Review the message and click Allow.
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How to launch and use Grackle Sheets

Grackle Sheets is simple to launch and is accessed from the Add-
ons menu.

1. Open a Google document

2. From the Add-ons menu, select Grackle Docs, then select
Launch.
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Grackle Sheets —» Launch &

Get add-ons About

Manage add-ons
Help

3. Asidebar launches that identifies errors and warnings.

o Clicking on each error and warning will expand the
selection and provide guidance on how to resolve each

issue.
o Select the “Locate” button on any flagged item will take

you to that line of the document to review.

4. Continue to review and address each flagged item.

o Select the “Re-Check” button at the top of the sidebar to

update the report.
o Continue to revise until all checks have passed.
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[ -»f Avold making sheets too large

(W) Sheets should not be empty

(V| Tables should have headers
(&) Tables should not be too long
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Note: During testing, we noticed that Grackle Sheets may flag a
chart as needing alt text even though alt text has been provided.

Automated accessibility checkers cannot be trusted to check for
all accessibility concerns, so be sure to review the recommended
techniques in this document.

Evaluating Accessibility in Other Formats

To evaluate HTML accessibility

If you wish to check the accessibility of your document or template
(see Technique 1), one option is to save it into HTML format and use
one of the web accessibility checkers available online. Such as:

e AChecker
¢ WebAIM Wave Web Accessibility Evaluation Tool

To evaluate PDF accessibilicy

If you saved your document in tagged PDF format, you can use the
following tools and steps to evaluate the accessibility of the PDF
document:

e Adobe Acrobat Professional

¢ CommonLook PDF Evaluator

» PDF Accessibility Checker (PAC) - a free alternative provided

by “Access for all”
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To evaluate PDF accessibiliry in Adobe Acrobat Professional

Go to menu item: Advanced > Accessibility > Full Check...
2. In the Full Check dialog, select all the checking option
3. Select the Start Checking button

Editor’s note: For detailed instructions, see our section
on how to check accessibility using Adobe Acrobat

Professional.

Technique 12. Use Accessibility Features when
Saving/Exporting to Other Formats

In some cases, additional steps must be taken in order to ensure
accessibility information is preserved when saving/exporting to
formats other than the default.

Share a presentation in HTML view

When using Google Slides’ HTML view, your whole presentation is
displayed in a single, scrollable HTML page, instead of displaying
the presentation one slide at a time. This is a helpful feature if your
audience includes people who use screen readers.

To access a presentation in HTML view, use the keyboard
shortcut Ctrl + Alt + Shift + p (Windows or Chrome OS) or 3 +
Option + Shift + p (Mac).
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Export to alternate formats

1. Go to menu item: File > Download as
2. Select the file type

PDF

PDF documents are not always accessible. Accessible PDF
documents are often called “Tagged PDF’ because they include
“tags” that encode structural information required for accessibility.
To evaluate the accessibility of your PDF document, see Technique
1.

To clean up your HTML file

* Remove unnecessary styles, line breaks, etc.

* Remove unnecessary id, class, and attributes

* Remove font tags

* Remove styles in the <head> tag

* Ensure the <th> tags have a scope attribute

* Remove <p> tags nested inside <th> and <td> tags

* Check for accessibility (see Technique 11)
Note: you may wish to use HTML editors or utilities to help
with this process.

Technique 13. Consider Using Accessibility
Support Applications/Plugins

Disclaimer: This list is provided for information purposes only. It is
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not exhaustive and inclusion of an application or plug-in on the list
does not constitute a recommendation or guarantee of results.

* 0002GD - an extension that allows you to export, update and
import all your documents, spreadsheet and presentations
between OpenOffice.org applications and Google docs.

* Google Sheets Section 508 Compliance

e Keyboard shortcuts for Google Sheets

* Google: Make your document or presentation more accessible

Accessibility Help

If you are interested in what features are provided to make using
Google Sheets more accessible to users, documentation is provided
through online articles and Help forums:

* Go to menu item: Help > Google Docs Help Center

RCfCI‘Cl’lCCS and Resources

1. Google Sheets Online Help Center

2. GAWDS Writing Better Alt Text

3. Google: Keyboard shortcuts for Google Sheets

4. Google: Make your document or presentation more accessible
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Microsoft Excel 2010, 2013,
2016, and 2019

Usage Notes

At the time of testing (December 2019), Excel 2010 and later versions
provide a set of accessibility features that are sufficient to enable
the production of accessible digital office documents. In addition,
Excel includes an accessibility checking feature.

How to Create an Accessible Office Document

You should use these techniques when you are using Excel to create
documents that are:

* Intended to be used by people (i.e., not computer code),

» Text-based (i.e., not simply images, although they may contain
images),

* Fully printable (i.e., where dynamic features are limited to
automatic page numbering, table of contents, etc. and do not
include audio, video, or embedded interactivity),

* Self-contained (i.e., without hyperlinks to other documents,
unlike web content), and

* Typical of office-style workflows (Reports, letters, memos,
budgets, presentations, etc.).

If you are creating forms, web pages, applications, or other
dynamic and/or interactive content, these techniques will still
be useful to you, but you should also consult the W3C-WAI Web
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Content Accessibility Guidelines (WCAG 2.0) because these are
specifically designed to provide guidance for highly dynamic and/

or interactive content.

File Formats

The default file format for Excel is Office Open XML (XSLX). In
addition, Excel offers many other spreadsheet processor and web
format saving options. Most of these have not been checked for
accessibility, but some information and/or instructions are
available for the following formats in Technique 12 (below):

e MS Excel
e PDF
e HTML

Document Conventions

We have tried to formulate these techniques so that they are useful
to all authors, regardless of whether they use a mouse. However,
for clarity there are several instances where mouse-only language
is used. Below are the mouse-only terms and their keyboard
alternatives:

» *Right-click: To right-click with the keyboard, select the
object using the Shift+Arrow keys and then press either (1) the
“Right-Click” key (some keyboard have this to the right of the
spacebar) or Shift+F10.
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Disclaimer and Testing Details:

Following these techniques will increase the accessibility of your
documents, but it does not guarantee accessibility to any specific
disability groups. In cases where more certainty is required, it is
recommended that you test the office documents with end users
with disabilities, including screen reader users.

The application-specific steps and screenshots in this document
were created using Microsoft Excel 2010 (ver.14.0.4760.1000,
Windows XP, Sept. 2010) and Microsoft Excel included with Office
365 while creating a XLSX document. Files are also easily saved as
other file formats (see Technique 12, below).

Technique 1: Using Accessible Temp]ates

All office documents start with a template, which can be as simple
as a blank standard-sized page or as complex as a nearly complete
document with text, graphics and other content. For example, a
“Meeting Minutes” template might include headings for information
relevant to a business meeting, such as “Actions” above a table
with rows to denote time and columns for actions of the meeting.
Because templates provide the starting-point for so many
documents, accessibility is critical. If you are unsure whether a
template is accessible, you should check a sample document
produced when the template is used (see Technique 11, below).

Excel's default template for new documents is a blank page. The
basic installation also includes other blank office-related
documents. These are all accessible by virtue of being blank.

It is possible to create your own accessible templates from
scratch in Excel. You can also edit and modify the existing
prepackaged templates, ensuring their accessibility as you do so and
saving them as a new template.
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How to Create an Accessible Template

Create a new document.

2. Ensure that you follow the techniques in this document.

3. When you are finished you should also check the accessibility
of the document (see Technique 11, below).

4. Go to menu item: File > Save As

5. In the Save as type list, select Excel Template

6. In the File name box, type a name for the template. Using a
descriptive File name (e.g., “Accessible Inventory Template”)
will increase the prominence of the accessibility status. Also,
filling in the text box labeled Tags with the term “accessibility”
will improve its searchability as an accessible file.

7. Select Save.

(] Save As E

£

Search Templates

. « Roaming » Microsoft » Templates »

Organize MNew folder Bz @

B Desktop = Mame Date medified Type

& Downloads
. Document Themes 13/03/2013 1:A5PM  Filefolder

'_-_‘- Recent Places )
1 LiveContent 05/03/2013 2:09 PM  File folder

w7 Libraries =
@ Documents
J’ Music
[E=] Pictures

E Videos

+& Homegroup ~ q i +

File name:  Accessible Inventory Template v

Save as type: [ Excel Template -

Authors: ITags: accessible; template I

Editor’s note: For those using later versions of Excel,
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here’s a video about finding and exploring features of
accessible Excel templates.

Selecting an Accessible Template

Only use these steps if you have an accessible template available
(e.g. that you previously saved). Otherwise, simply open a new
(blank) document.

1. Go to menu item: File > New.
2. Under Available Templates, select My Templates.
Home Insert Page Layout Formulas Data Review View Acrobat

Q Save

Save As

Available Templates

.1 Save as Adobe PDF m LA
5 open [ ::l ::i [N
e T |
[j' Close ¢ Lf-\ =
| €Y Omm|led| |}
Iofc Blank Recent Sample My templates | New from
workbook templates templates existing
Recent =
Office.com Templates
New 4
.

3. In the New document dialog, select your accessible template
from the list.
4. Select OK.
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Preview

Accessible
Inventory
Templates.doc
x

Preview not avaiable.

5. A new document based on the template will be displayed. If
you have chosen an accessible template, the document will be
accessible at this point. As you add your content (e.g., text,
images, etc.), ensure that you consult the sections that follow
to preserve accessibility.

Technique 2: Setting the Document Language

At this time (December 2019), it is not possible to indicate the
natural language of selected cells within an Excel workbook.

In order for assistive technologies (e.g., screen readers) to be able
to present your document accurately, it is important to indicate the
natural language of the document. If a different natural language is
used for a paragraph or selected text, this also needs to be clearly
indicated.

How to Change the Default Language for a Workbook

1. Go to menu item: File.
2. Select Options from the list in the left window pane.
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3. Select Language from the list in the left of the Options dialog.

4. Under Chose Editing Languages, select the editing language
you want to use.
Note: to add an editing language, select the language from the
drop down list labeled. [Add additional editing languages]

5. Select Set as Default.

6. Close all Office programs and open them again for the changes
to take effect.

Eucel Options (s S
General =
ﬁ;‘ Set the Office Language Preferences,
Formulas )
Proofing Choose Editing Languages
Save Add additional languages to edit your documents, The editing languages set language-specific features, including
grammar checking, and sorting
Ll o Editing Language Keyboard Layout  Prooefing (Spelling, Grammar...)
Advanced English (Canada) <default> Enabled  Installed
French (Canada) Mot enabled ¥ Installed
Customize Ribbon Set as Default
I | cuick Access Taolbar
[3dd adaitional cafting languages) (=] Add
Add-Ins =

Technique 3: Providing Text Alternatives for
Images and Graphical Objects

When using images or other graphical objects, such as charts and
graphs, it is important to ensure that the information you intend to
convey by the image is also conveyed to people who cannot see the
image. This can be accomplished by adding concise alternative text
to each image. If an image is too complicated to concisely describe
in the alternative text alone (artwork, flowcharts, etc.), provide a
short text alternative and a longer description as well.

356 | Microsoft Excel 2010, 2013, 2016, and 2019



Tips for writing alternative text (use “Description”
in Excel)

e Try to answer the question “what information is
the image conveying?”

e If the image does not convey any useful
information, leave the alternative text blank.

o If the image contains meaningful text, ensure all
of the text is replicated.

e Alternative text should be fairly short, usually a
sentence or less and rarely more than two
sentences

e If more description is required (e.g., for a chart
or graph), provide a short description in the
alternative text (e.g., a summary of the trend) and
more detail in the long description, see below.

*  Test by having others review the document with
the images replaced by the alternative text.

Tips for writing longer descriptions (use
“Description” in Excel)

*  Long descriptions should be used when text
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alternatives (see above) are insufficient to answer
the question “what information is the image
conveying?”

* Insome situations, the information being
conveyed will be how an image looks (e.g., an
artwork, architectural detail, etc.). In these cases,
try to describe the image without making too
many of your own assumptions.

*  One approach is to imagine you are describing
the image to a person over the phone.

*  Ensure that you still provide concise alternative
text to help readers decide if they are interested
in the longer description.

Alternatively, you can include the same information
conveyed by the image within the body of the
document, providing the images as an alternate to the
text. In that case, you do not have to provide alternate
text within the image.

To add alternative text to images and graphical objects

B W N =

Right-click* the object.

Select Format Picture...

Select the Alt Text option from the list.
Fill in the description.
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i B

- Alt Text

Line Color s

Line Style | |
Shadow Description:

i‘r-e.llamlips ﬁeiau_rwjer the bILE si(-y
Reflection

Glow and Soft Edges

3-D Format

3-D Rotation

Picture Corrections Titles and descriptions provide alternative, text-based
representations of the information contained in tables, diagrams,
Picture Color images, and other objects. This information is useful for people
e with wision or cognitive impairments who may not be able to see or
Artistic Effects understand the object.

Crop A title can be read to a person with a disability and is used to

determine whether they wish to hear the description of the

Text Box content.

Alt Text

If an Excel document is saved to HTML, the Title and Description
fields are combined into a single entry within the HTML <alt> tag.

Editor’s note: To add alt text to a picture in later versions
of Excel, follow these instructions:

1. Right-click* on the object.
2. Select Edit Alt Text.
3.  Add a description in the Description field.
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A Cut Alt Text R
How would you describe hissbject and s FOT MNOT'E details,

E@ Copy context to someone who is blind?
(1-2 sentences recommended) see how to add alt
r_e"l:l Paste Options:
E"‘ Decorative Element text to an image or
O . .
graphical object.
Edit Picture
B3 Change Picture 5 Mark as decorative (-
|-_P_"I Group >
@ Link >

Assign Macro... Technique 4. Format Your Cells

F2l Edit Al Text...

11 sizeandp jes... . .
L) size and Properis As you begin adding content, your
%f Format Picture... . . .
spreadsheet will require structuring to
bring meaning to the data, make it easier to navigate, and help
assistive technologies read it accurately. One of the easiest ways to

do this is to ensure that you properly format the cells.

4.1 Named Styles

You should make use of the named styles that are included with the
office application (e.g., “Heading”, “Result”, etc.) before creating your
own styles or using the character formatting tools directly. Named
styles help your readers understand why something was formatted
in a given way, which is especially helpful when there are multiple
reasons for the same formatting (e.g., it is common to use italics for
emphasis, Latin terms and species names). For more information on
formatting using named styles, see Technique 9.

Note: While office application suites support headings in much

the same way, the named styles often differ.
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Formatting header and result cells brings order to the
spreadsheet and makes it easier for users to navigate effectively. For
example, you can format header rows and columns using “Heading”
styles to apply bolded, enlarged, and italicized text (among other
characteristics). You may also want to format cells containing
results of calculations to appear bold and underlined to help
distinguish them from the rest of your data.

To format a cell with default named styles

1. Highlight the cells that you want to format
Note: to apply a style to an entire row or column, select the
row or column indicator and follow the next steps

2. Go to menu item: Home.

3. In the Styles section, select the Cell Styles icon.

4. Select the desired formatting style from the drop-down menu.
Note: To modify a style, right-click* the desired formatting
style from the drop-down menu and select Modify. Changes
made to the style will affect all instances of the style within
your workbook.

4.2 Other Cell Characteristics

Ensure your cells are formatted to properly represent your data,
including number and text attributes.

To format cell characteristics

1. Highlight the cells that you want to format
2. Go to menu item: Home.
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3. Inthe relevant sections (e.g., Numbers, Font, etc.) make your
adjustments.
Note: When formatting your spreadsheet, it is best to avoid
merging cells. At times, it may seem easier to present your data
by merging cells, but this can make it more difficult for users
of assistive technologies and people navigating your
spreadsheet using the keyboard.

Technique 5. Use Cell Addressing

5.1 Define Names

Naming the different data ranges within your spreadsheet makes
it easier to navigate through the document and find specific
information. It can also be use as a navigation. When using the
shortcut Ctrl + G a dialog box will open and layout all the names
define in the cells. When selected and the OK button is pressed it
will navigate to the located place.

By associating a meaningful name to a data range, you will be
enhancing the readability of your document. These named ranges
can be referenced in multiple locations of your document and
within calculations and equations.

To define a name

Highlight the cells you would like to name.

Go to menu item: Formulas.

In the Defined Names section, select the Define Name button.
In the Name text box, enter the name for the data range

gLk W N =

In the Scope drop-down list, select scope within which the

362 | Microsoft Excel 2010, 2013, 2016, and 2019



name can be referenced
6. Select OK
;o

Mew Name -_ > @Iﬂ1

Comment:

Refers to: | —sheet11$a81:5082 |
[ Ok ][ Cancel ]

Technique 6. Create Accessible Charts

Charts can be used to make data more understandable for some
audiences. However, it is important to ensure that your chart is as
accessible as possible to all members of your audience. All basic
accessibility considerations that are applied to the rest of your
document must also be applied to your charts and the elements
within your charts. For example, use shape and color, rather than
color alone, to convey information. As well, some further steps
should be taken to ensure that the contents are your chart are
appropriate labeled to give users reference points that will help
them to correctly interpret the information.
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Editor’s note: For later versions of Excel, here’s a video
on how to create accessible charts.

To create a chart

Select the data that you want to include in the chart

2. Go to menu item: Insert
In the Charts section, select the icon of the type of chart you
would like to insert

4. Select a Chart Type from the Chart Gallery in the drop-down
menu

To add titles and labels

In the Chart Tools menu section, go to menu item: Layout

2. In the Labels section, select the type of title or label you would
like to define (e.g., Chart Title, Axis Titles, Data Labels)
Note: It is a good idea to use as many of the titles and labels
available in this section as possible.

To apply a predefined Chart Layout

1. In the Chart Tools menu section, go to menu item: Design
2. In the Chart Layouts section, select a Quick Layout from the
scrolling Chart Layouts gallery
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To change to a different predefined Chart Type

In the Chart Tools menu section, go to menu item: Design

2. In the Type section, select the Change Chart Type icon

3. Inthe Change Chart Type dialog, select a chart type from the
left pane

4. Select a Chart Design from the right pane

5. Select OK

To apply alternative text to a chart

1. Right-click* the chart
Note: Make sure you are right-clicking the whole chart, not
just an element within the chart. It is possible to add
descriptions to the many elements that make up a chart, but
this is not recommended.

2. Inthe Format Chart Area dialog, select Alt Text

3. Enter a Title in the Title box

4. Enter a longer description of the chart contents in the
Description box

5. Select Close

Other chart considerations

* When creating line charts, use the formatting options to create
different types of dotted lines to facilitate legibility for users
who are color blind

» Use the formatting options to change predefined colors,
ensuring that they align with sufficient contrast requirements
(see Technique 9, below)
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Selecting charts with the keyboard:

You can select charts from selection pane.
This can be launched with keyboard sequence ALT+H,FD,P

1. Press ALT+H and release the buttons

2. Type press FD

% AutoSum ~ ﬂ [ﬁ
[#] Fin -

Sort & [Find &
&2 Clear~  Filter~ |Select~

Editing Find...
HE= E
a Replace...
Q R = Go To..
5o To Special...

L)

ormulas

omments

| B

onditional Formatting

onstants

o M

ata Validation

Select Objects

Hi— selection Pane...

eezese o&E

3. Then Type P
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| Selection and Visibility > x
Shapes on this Sheet:

Chart 10 [=l

Ble
Re-order

4]

This is a toggle command, so if the selection pane is already visible,
it gets hidden after this.

When the selection pane is active, by default the first object (chart
or shape) will be highlighted. You can select it by pressing enter or
tab to move to other options or use the arrow keys.

Technique 7. Provide Structure for Tables

Excel includes an “Insert Table” feature, but this works by applying
cell formatting to spreadsheet cells. As such, it is not a structural
feature in the same way that tables are in Word and PowerPoint.
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Technique 8. Use Other Content Structuring

Features

While cell formatting is the most common method of structuring
documents, other content structuring features should be used

where appropriate:

&.1 Document Title

In case the document is ever converted into HTML, it should be

given a descriptive and meaningful title.

To change El’lC Ei[ZC Of E]’l@ current document

Go to menu item: File

Select Info from the list in the left window pane

In the right window pane, select the Title text box

Enter the Title

Note: The Title defined in the properties is different than the
file name. It is also unrelated to the template name, discussed

W N =

above.

8.2 Avoid “Floating” Objects

Avoid placing drawing objects directly into the document (e.g., as
borders, to create a diagram). Instead, create borders with page
layout tools and insert complete graphical objects.
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Technique 9. Make Content Easier to See

9.1 Format of Text

When formatting text, especially when the text is likely to printed,
try to:

» Use font sizes between 12 and 18 points for cell contents.

* Use fonts of normal weight, rather than bold or light weight
fonts. If you do choose to use bold fonts for emphasis, use
them sparingly.

» Use standard fonts with clear spacing and easily recognized
upper and lower case characters. Sans serif fonts (e.g., Arial,
Verdana) may sometimes be easier to read than serif fonts (e.g.,
Times New Roman, Garamond).

* Avoid large amounts of text set all in caps, italic or underlined.

» Use normal or expanded character spacing, rather than
condensed spacing.

* Avoid animated or scrolling text.

But can’t users just zoom in? Office applications do typically
include accessibility features such as the ability to magnify
documents and support for high contrast modes. However, because
printing is an important aspect of many workflows and changing
font sizes directly will change documents details such the
pagination, the layout of tables, etc., it is best practice to always
format text for a reasonable degree of accessibility.

To change the text size for a default named style

1. Go to menu item: Home
2. In the Styles section, select the Cell Styles icon
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3. Select the style to modify from the list

4. Right-click* and select: Modify...

5. In the Style dialog, select the Format button
g

Style s

Style name: Accent?

Style indudes
[] Mumber

[] alignment

Font Calibri (Body) 11, Background 1

[7] Border
Fill Shaded

|:| Protection

Ok ] [ Cancel

l(li.be T e— ]

6. Inthe Format Cells dialog, select the Font tab

7. In the Size text box, type the desired size or select it from the
list

8. Select OK
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This is a TrueType font. The same font will be used on both your printer and your screen.

9.2 Use Sufficient Contrast

The visual presentation of text and images of text should have a
contrast ration of at least 4.5:1. To help you determine the contrast,
here are some examples on a white background:

* Very good contrast (Foreground=black, Background=white,
Ratio=21:1)

* Acceptable contrast (Foreground=#767676, Background=white,
Ratio=4.54:1)

* Unacceptable contrast (Foreground=#AAAAAA,
Background=white, Ratio=2.32:1)

Also, always use a single solid color for a text background rather
than a pattern. In order to determine whether the colors in your
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document have sufficient contrast, you can consult an online
contrast checker, such as:

e WebAIM: Contrast Checker
e Juicy Studio: Luminosity Color Contrast Ratio Analyzer

* Joe Dolson Color Contrast Spectrum Tester

* Joe Dolson Color Contrast Comparison

9.3 Avoid Using Color Alone

Color should not be used as the only visual means of conveying
information, indicating an action, prompting a response, or
distinguishing a visual element. In order to spot where color might
be the only visual means of conveying information, you can create a
screenshot of the document and then view it with online gray-scale
converting tools, such as:

* GrayBit v2.0: Grayscale Conversion Contrast Accessibility Tool

Editor’s note: GrayBit v2.0 is no longer available.
However, multiple tools can be found online: Google

Search: gray-scale conversion tool.

9.4 Avoid Relying on Sensory Characteristics

The instructions provided for understanding and operating content
should not rely solely on sensory characteristics such as the color
or shape of content elements. Here are two examples:
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* Do not track changes by simply changing the color of text you
have edited and noting the color. Instead use Google docs:
Spreadsheet’s review functionality features to track changes,
such as revision history.

* Do not distinguish between images by referring to their
appearance (e.g. “the bigger one”). Instead, label each image
with a figure number and use that for references.

9.5 Avoid Using Images of Text

Before you use an image to control the presentation of text (e.g.,
to ensure a certain font or color combination), consider whether
you can achieve the same result by styling “real text” If this is not
possible, as with logos containing stylized text, make sure to provide
alternative text for the image following the techniques noted above.

Technique 10. Make Content Easier to

Understand

10.1 Write Clearly

By taking the time to design your content in a consistent way;, it will
be easier to access, navigate and interpret for all users:

* Whenever possible, write clearly with short sentences.

* Introduce acronyms and spell out abbreviations.

* Avoid making the document too “busy” by using lots of
whitespace and by avoiding too many different colors, fonts
and images.

» If content is repeated on multiple pages within a document or
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within a set of documents (e.g., headings, footings, etc.), it
should occur consistently each time it is repeated.

10.2 Navigationai Inscructions

Provide a general description of the spreadsheet contents and
instructions on how to navigate the data effectively. The best way
to do this is to make a cell at the beginning of the data (e.g., Al)
with this information. It will be the first cell accessed by assistive
technologies. For example, the first cell might read: “This worksheet
includes two data tables. The first begins at cell Al and lists travel
expenses. The second begins at cell A50 and lists moving expenses.”

Technique 1. Check Accessibility

If you wish to check the accessibility of your document or template
(see Technique 1, above), Excel offers an “Accessibility Checker” to
review your document against a set of possible issues that users
with disabilities may experience in your file.

The “Accessibility Checker” classifies issues as

» Error - content that makes a file very difficult or impossible
for people with disabilities to understand

* Warning - content that in most, but not all, cases makes a file
difficult for people with disabilities to understand

» Tip - content that people with disabilities can understand, but
that might be better organized or presented in a way that
would maximize their experience

374 | Microsoft Excel 2010, 2013, 2016, and 2019



To learn more about the Accessibility Checker and the rules it uses
to identify and classify accessibility issues in your document, visit
the Excel help section (see Accessibility Help, below). Use the search
term “accessibility checker rules” in the help search box.

To use the “Accessibility Checker”

Go to menu item: File
2. Select Info in the left window pane

3. Under Prepare for Sharing, an alert will appear if a potential

accessibility issue has been detected

4. To view and repair the issues, select Check for Issues and then

Check Accessibility

. Permissions
E_J; Anyone can open, copy, and change any part of this document.
Protect
Document - |

Prepare for Sharing

Check for
Issues ~

=P Inspect Document

' Check the document for hidden properties
ar personal infarmation,

Before sharing this file, be aware that it contains:
Document properties and author's name

- Check Accessibility

i_@ Check the document for content that people
with disabilities might find difficult to read.

© this file,

@ & Check Compatibility
Check for features not supported by earlier

versions of Word.

5. An Accessibility Checker task pane will open, showing the

inspection results
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Accessibility Checker * X
Inspection Results

¥ Errors
Missing Alt Text [3)
/1N Warnings

Chjects not Inline (1)
Repeated Blank Characters [1]

6. Select a specific issue to see Additional Information
7. Follow the steps provided to fix or revise the content
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Accessibility Checker v X
Inspection Results

¥ Ermrors

E Missing Alt Text
Oval &
Picture 4
Picture 5

/I Warnings

El Objects nat Inline
Oval &

[El Repeated Blank Characters
6 Characters

h{! ditional Information I v

Why Fix: "
Alternate text helps readers
understand information
presented in pictures and
other objects.

m

How To Fix:

To add alternate textto a

picture ar object:

1) Right-click on the object

and select the Format

cammand.

2] Switch to the Alt Text tab.,

3] Type a description of the S

In order to get further indication of the accessibility of your
document or template (see Technique 1), then you may consider
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saving the file into HTML or PDF in order to perform an accessibility
check in one of those formats, as described below.

To evaluate HTML accessibility

Another option is to save the document into HTML format and use
one of the web accessibility checkers available online. Such as:

* AChecker
* WebAIM Wave Web Accessibility Evaluation Tool

To evaluate PDF accessibility

If you saved your document in tagged PDF format, you can use the
following tools and steps to evaluate the accessibility of the PDF

document:

e Adobe Acrobat Professional

* CommonLook PDF Evaluator
» PDF Accessibility Checker (PAC) - a free alternative provided
by “Access for all”

To evaluate PDF accessibility in Adobe Acrobat Professional

1. Go to menu item: Advanced > Accessibility > Full Check...
2. In the Full Check dialog, select all the checking option
3. Select the Start Checking button
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Editor’s note: For detailed instructions, see our section

on how to check accessibility using Adobe Acrobat

Professional.

Technique 12. Use Accessibility Features when
Saving/Exporting to Other Formats

In some cases, additional steps must be taken in order to ensure
accessibility information is preserved when saving/exporting to
formats other than the default.

PDF

PDF documents are not always accessible. Accessible PDF
documents are often called “Tagged PDF’ because they include
“tags” that encode structural information required for accessibility.
To evaluate the accessibility of your PDF document, see Technique
11 (above).

Go to menu item: File

Select Save As

In the File name box, type a name for the file

In the Save as type list, select PDF or XPS Document
Select the Options button

L o o A

Under Include non-printing information in the Options
dialog, ensure that the Document structure tags for
accessibility check box is selected

7. Select OK and Save
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Options i

Page range

Publish what
(71 Selection (") Entire workbook
i@ Active sheet(s) Table

[] tgnore print areas
Indude non-printing information

Document proper ties
Document structure tags for accessibility

PDF options
|:| IS0 19005-1 compliant (POFfA)

[ oK ] [ Cancel

HTML

Go to menu item: File

Select Save As

In the File name box, type a name for the file
In the Save as type box, select Web Page

Select Save
Check the HTML file for accessibility (see Technique 11, above)

S O oA

To clean up your HTML file

* Remove unnecessary styles, line breaks, etc.
* Remove unnecessary id, class, and attributes
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* Remove font tags

* Remove styles in the <head> tag

* Ensure the <th> tags have a scope attribute

* Remove <p> tags nested inside <th> and <td> tags

* Check for accessibility (see Technique 11, above)
Note: you may wish to use HTML editors or utilities to help
with this process.

Technique 13. Consider Using Accessibility
Support Applications/ Plugins

Disclaimer: This list is provided for information purposes only. It is
not exhaustive and inclusion of an application or plug-in on the list
does not constitute a recommendation or guarantee of results.

e Keyboard shortcuts in Excel 2010
* Microsoft Accessibility Page
e Office 2010 Accessibility Tutorials

Accessibility Help

If you are interested in what features are provided to make using
Excel more accessible to users, documentation is provided in the
Help system:

Go to menu item: File

Select Help from the list on the left

Under the Support section, select the Help icon

Enter “Accessibility” as your search term in the Help dialog box

W N =
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Editor’s note: For later versions of Excel, here are
resources to help you create accessible workbooks.

. Microsoft Excel Accessibility Video Training
o Make your Excel documents accessible to people

with disabilities

References and Resources

Microsoft Excel Help

GAWDS Writing Better Alt Text

Microsoft: Create Accessible Workbooks
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PDF

5. Microsoft Excel: Video Tutorials
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Microsoft Excel for Mac 2008,
2011, 2016, and 2019

Usage Notes

At the time of testing (December 2019), as long as images and
graphical objects are avoided, Excel for Mac provides a set of
accessibility features that is sufficient to enable the production of
accessible digital office documents. However, Excel 2008 for Mac
does not include an accessibility checking feature.

Editor’s note: In the later versions of Excel for Mac, users

can add alt text for images and graphical objects and check
accessibility. For more information, see Excel for Mac Help.

What'’s an “Office Document”?

You should use these techniques when you are using Excel for Mac
to create documents that are:

* Intended to be used by people (i.e., not computer code),

* Text-based (i.e., not simply images, although they may contain
images),

* Fully printable (i.e., where dynamic features are limited to
automatic page numbering, table of contents, etc. and do not
include audio, video, or embedded interactivity),
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* Self-contained (i.e., without hyperlinks to other documents,
unlike web content), and

* Typical of office-style workflows (Reports, letters, memos,
budgets, presentations, etc.).

If you are creating forms, web pages, applications, or other
dynamic and/or interactive content, these techniques will still
be useful to you, but you should also consult the W3C-WAI Web
Content Accessibility Guidelines (WCAG 2.0) because these are
specifically designed to provide guidance for highly dynamic and/

or interactive content.

File Formats

The default file format for Excel for Mac is Office Open XML (XLSX).

In addition, Excel for Mac offers many other spreadsheet
processor and web format saving options. Most of these have not
been checked for accessibility, but some information and/or
instructions are available for the following formats in Technique 12
(below):

« XLS (MS Excel 97 - 2004)
« HTML

Document Conventions

We have tried to formulate these techniques so that they are useful
to all authors, regardless of whether they use a mouse. However,
for clarity there are several instances where mouse-only language
is used. Below are the mouse-only terms and their keyboard
alternatives:
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*Right-click: To right-click with the keyboard, select the object
using the Shift+Arrow keys and then press either (1) the “Right-
Click” key (some keyboard have this to the right of the spacebar) or
Shift+F10.

Disclaimer and Testing Details:

Following these techniques will increase the accessibility of your
documents, but it does not guarantee accessibility to any specific
disability groups. In cases where more certainty is required, it is
recommended that you test the office documents with end users
with disabilities, including screen reader users.

The application-specific steps and screenshots in this document
were created using Microsoft Excel 2008 for Mac (ver. 12.0 (071130),
Mac OS X, Jan. 2011) and Microsoft Excel (version 16.16.16) while
creating a XLSX document. Files are also easily saved as other file
formats (see Technique 12, below).

This document is provided for information purposes only and is
neither a recommendation nor a guarantee of results. If errors are
found, please report them to: adod-comments@idrc.ocad.ca.

Technique 1. Use Accessible Templates

All office documents start with a template, which can be as simple
as a blank standard-sized page or as complex as a nearly complete
document with text, graphics and other content. For example, a
“Meeting Minutes” template might include headings for information
relevant to a business meeting, such as “Actions” above a table with
rows to denote time and columns for actions of the meeting.
Because templates provide the starting-point for so many
documents, accessibility is critical. If you are unsure whether a
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template is accessible, you should check a sample document
produced when the template is used (see Accessibility Checking,
below).

Excel for Mac’s default template for new documents is a blank
page. The basic installation also includes other blank office-related
documents. These are all accessible by virtue of being blank.

It is possible to create your own accessible templates from
scratch in Excel for Mac. As well, you can edit and modify the
existing prepackaged templates, ensuring their accessibility as you
do so and saving them as a new template.

To create an accessible template

Create a new document

2. Ensure that you follow the techniques in this document

3. When you are finished you should also check the accessibility
of the document (see Technique 10, below)

4. Go to menu item: File > Save As

5. Inthe Save As box, type a name for the template. Using a
descriptive file name (e.g., “Accessible Inventory Template”) will
increase the prominence of the accessibility status.
In the Format list, select Excel 97-2004 Template (.x1t)

7. Select Save

/ 3
i Save As: Accessible Inventory Template.x|t m i
1
Where: | (] My Templates ?]
.
i Format: | Excel 97-2004 Template (.xIt) _3] E
;

Description

Saves the workbook as a template that you can use to start new workbooks. Compatible with Excel
97 through Excel 2004.

Learn more about file formats

M Append file extension

Options... Compatibility Report... Compatibility check recommended

Cancel _ Save
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To select an accessible template

Note: Only use these steps if you have an accessible template

available (e.g., that you previously saved). Otherwise, simply open a
new (blank) document.

Go to menu item: File > Project Gallery...

2. In the Category section, select My Templates (or select where
you saved your accessible template)

3. Select your accessible template from the template gallery

4. Select Open

Project Gallery

New  Recent Project Center  Settings

HEIE

Category 1 N
Blank Documents
I My Templates |
'8racimmes----'
Calendars
CD Labels
» Coordinated Forms
» Events
Flyers
» Home Essentials
Labels
» Ledger Sheets
» Marketing
Newsletters
Office Themes
Presentations
Programs
Resumes
Stationery
\. ’ Show: | Excel Documents T]
< Seedeoediioie

_________________

r

!
i
I
I
I
i
i
I
I
i
i
I
I
)

Accessible |...ry Template
N /

'~ -

Open Other... Cancel ( Open

5. Anew document based on the template will be displayed. If
you have chosen an accessible template, the document will be
accessible at this point. As you add your content (e.g., text,

images, etc.), ensure that you consult the sections that follow
to preserve accessibility.
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Technique 2. Set Document Language

At this time, it is not possible to indicate the natural language of
selected cells within an Excel for Mac workbook. As well, it is not
possible to change the default language of an Excel for Mac
workbook.

In order for assistive technologies (e.g., screen readers) to be able
to present your document accurately, it is important to indicate the
natural language of the document. If a different natural language is
used for a paragraph or selected text, this also needs to be clearly
indicated.

Technique 3. Provide Text Alternatives for
Images and Graphical Objects

At this time, Excel 2008 for Mac does not offer the functionality of
adding alternative text to images or graphical objects.

Editor’s note: For later versions of Excel for Mac, users
can add alt text. For more information, see how to add alt

text for images and graphical objects.

When using images or other graphical objects, such as charts and
graphs, it is important to ensure that the information you intend
to convey by the image is also conveyed to people who cannot see
the image. This can be accomplished by adding concise alternative
text to of each image. If an image is too complicated to concisely
describe in the alternative text alone (artwork, flowcharts, etc.),
provide a short text alternative and a longer description as well.
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Tips for writing alternative text

* Try to answer the question “what information is
the image conveying?”

e If the image does not convey any useful
information, leave the alternative text blank

»  Ifthe image contains meaningful text, ensure all
of the text is replicated

e Alternative text should be fairly short, usually a
sentence or less and rarely more than two
sentences

e If more description is required (e.g., for a chart
or graph), provide a short description in the
alternative text (e.g., a summary of the trend) and
more detail in the long description, see below

»  Test by having others review the document with
the images replaced by the alternative text

Tips for writing longer descriptions

*  Long descriptions should be used when text
alternatives (see above) are insufficient to answer
the question “what information is the image
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conveying?”

* Insome situations, the information being
conveyed will be how an image looks (e.g., an
artwork, architectural detail, etc.). In these cases,
try to describe the image without making too
many of your own assumptions.

*  One approach is to imagine you are describing
the image to a person over the phone

*  Ensure that you still provide concise alternative
text to help readers decide if they are interested
in the longer description

Alternatively, you can include the same information conveyed by the
image within the body of the document, providing the images as
an alternate to the text. In that case, you do not have to provide
alternate text within the image.

To add alternative text to images and graphical objects

1. Select the object, then choose one of the options below:

o Right-click the object and select Edit Alt Text.... The Alt
Text pane opens.
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Cut 38X

Copy #C
Paste kv
Group [
Bring to Front 2
Send to Back [

Save as Picture...

Edit Alt Text...

Size and Position...
Format Object... {+381

m Note: If the Edit Alt Text... option is not visible, select
Format Object/Picture.
o Alternately, select an object. In the menu, select the
object’s Format tab. Then, select Alt Text.

2. In the Alt Text pane, add the alternative text to the
Description field.
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» Size
» Properties

p Text Box

v Alt Text

Title &

Description

Technique 4. Format Your Cells

As you begin adding content, your spreadsheet will require
structuring to bring meaning to the data, make it easier to navigate,
and help assistive technologies read it accurately. One of the easiest
ways to do this is to ensure that you properly format the cells.
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4.1 Named Styles

At this time, Excel for Mac does not offer a Named Styles feature.

You should make use of the named styles that are included with
the office application (e.g., “Heading”, “Result”, etc.) before creating
your own styles or using the character formatting tools directly.
Named styles help your readers understand why something was
formatted in a given way, which is especially helpful when there are
multiple reasons for the same formatting (e.g., it is common to use
italics for emphasis, Latin terms and species names).

For more information on formatting using named styles, see
Technique 9.

Note: While office application suites support headings in much
the same way, the named styles often differ.

Formatting header and result cells brings order to the
spreadsheet and makes it easier for users to navigate effectively. For
example, you can format header rows and columns using “Heading”
styles to apply bolded, enlarged, and italicized text (among other
characteristics). You may also want to format cells containing
results of calculations to appear bold and underlined to help
distinguish them from the rest of your data.

4.2 Other Cell Characteristics

Ensure your cells are formatted to properly represent your data,
including number and text attributes.

To format cell characteristics

1. Highlight the cells that you want to format
2. Go to menu item: Format > Cells...
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3. In the relevant sections (e.g., Numbers, Alignment, etc.) make
your adjustments
Note: When formatting your spreadsheet, it is best to avoid
merging cells. At times, it may seem easier to present your data
by merging cells, but this can make it more difficult for users
of assistive technologies and people navigating your
spreadsheet using the keyboard.

Technique 5. Use Cell Addressing

5.1 Define Names

Naming the different data ranges within your spreadsheet makes
it easier to navigate through the document and find specific
information. By associating a meaningful name to a data range, you
will be enhancing the readability of your document. These named
ranges can be referenced in multiple locations of your document
and within calculations and equations.

To deﬁne a name

Highlight the cells you would like to name

2. Go to menu item: Insert > Name > Define...
In the Define Name dialog, enter the name for the data range
in the Names in workbook text box

4. Select Add

5. Select OK
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Technique 6. Create Accessible Charts

Charts can be used to make data more understandable for some
audiences. However, it is important to ensure that your chart is as
accessible as possible to all members of your audience. All basic
accessibility considerations that are applied to the rest of your
document must also be applied to your charts and the elements
within your charts. For example, use shape and color, rather than
color alone, to convey information. As well, some further steps
should be taken to ensure that the contents are your chart are
appropriate labeled to give users reference points that will help
them to correctly interpret the information.

To create a chart

Select the data that you want to include in the chart

2. Go to menu item: Insert > Chart...

3. Select your chart type from the Charts section that opens
above the document pane
Note: This applies a predefined Chart Layout, which can be
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changed at any time simply by selecting the chart and
following Steps 2 and 3 above.

insert into the document.
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To add titles and labels

Select the chart

2. If the Formatting Palette is not open, go to menu item: View >
Toolbox, Formatting Palette

3. Select Chart Options to open the Chart Options section, if it is
not already open

4. Under Titles, select the title from the Chart Title drop-down
list or enter a title in the text box below the drop-down list

5. Under Other options, select the Labels and Legends you
would like to include from their respective drop-down lists

6. Under Chart Data, select Data Table with Legend Keys from
the Data Table drop-down list to include a data table to help
further support the chart
Note: It is a good idea to use as many of the titles and labels as
possible.
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Other Chart Considerations

* When creating line charts, use the formatting options to create
different types of dotted lines to facilitate legibility for users
who are color blind

* Change the default colors to a color safe or gray-scale palette

» Use the formatting options to change predefined colors,
ensuring that they align with sufficient contrast requirements
(see Technique 9, below)

Technique 7. Provide Structure for Tables

Excel for Mac includes a “Data Table” feature, but this meant for
analyzing data by applying preformatted formulas within the data
table. As such, it is not a structural feature in the same way that
tables are in Word.

Technique 8. Use Other Content Structuring
Features

While cell formatting is the most common method of structuring
documents, other content structuring features should be used
where appropriate:

&.1 Document Title

In case the document is ever converted into HTML, it should be
given a descriptive and meaningful title.
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To change the title of the current document

Go to menu item: File > Properties...
2. Select Summary
3. In the Title text box and enter the Title
Note: The Title defined in the properties is different than the
file name. It is also unrelated to the template name, discussed
above.
Accessible Inventory Template.xIt Properties

1

[ Generall  Summary ! Statistics  Contents  Custom

|

- —— e e e

Subject:

Author:

Manager:

Company:

Category:

Keywords:

Comments:

Hyperlink base:
Template

E Save preview picture with this document

( Cancel ) ( OK )

8.2 Avoid “Floating” Elements

Avoid “floating” elements (other than charts) such as floating
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images, objects, tables or text boxes.

Similarly, avoid placing drawing objects directly into the document
(e.g., as borders, to create a diagram). Instead, create borders with
page layout tools and insert complete graphical objects.

Technique 9. Make Content Easier to See

9.1 Format of Text

When formatting text, especially when the text is likely to printed,
try to:

» Use font sizes between 12 and 18 points for cell contents.

» Use fonts of normal weight, rather than bold or light weight
fonts. If you do choose to use bold fonts for emphasis, use
them sparingly.

» Use standard fonts with clear spacing and easily recognized
upper and lower case characters. Sans serif fonts (e.g., Arial,
Verdana) may sometimes be easier to read than serif fonts (e.g.,
Times New Roman, Garamond).

* Avoid large amounts of text set all in caps, italic or underlined.

* Use normal or expanded character spacing, rather than
condensed spacing.

* Avoid animated or scrolling text.

But can’t users just zoom in? Office applications do typically
include accessibility features such as the ability to magnify
documents and support for high contrast modes. However, because
printing is an important aspect of many workflows and changing
font sizes directly will change documents details such the
pagination, the layout of tables, etc., it is best practice to always
format text for a reasonable degree of accessibility.
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9.2 Use Sufficient Contrast

The visual presentation of text and images of text should have a
contrast ration of at least 4.5:1. To help you determine the contrast,
here are some examples on a white background:

* Very good contrast (Foreground=black, Background=white,
Ratio=21:1)

* Acceptable contrast (Foreground=#767676, Background=white,
Ratio=4.54:1)

» Unacceptable contrast (Foreground=#AAAAAA,
Background=white, Ratio=2.32:1)

Also, always use a single solid color for a text background rather
than a pattern.

In order to determine whether the colors in your document have
sufficient contrast, you can consult an online contrast checker, such
as:

e WebAIM: Contrast Checker
e Juicy Studio: Luminosity Color Contrast Ratio Analyzer

* Joe Dolson Color Contrast Spectrum Tester

* Joe Dolson Color Contrast Comparison

9.3 Avoid Using Color Alone

Color should not be used as the only visual means of conveying
information, indicating an action, prompting a response, or
distinguishing a visual element. In order to spot where color might
be the only visual means of conveying information, you can create a
screenshot of the document and then view it with online gray-scale
converting tools, such as:
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* GrayBit v2.0: Grayscale Conversion Contrast Accessibility Tool

Editor’s note: GrayBit v2.0 is no longer available.
However, multiple tools can be found online: Google
Search: gray-scale conversion tool.

9.4 Avoid Relying on Sensory Characteristics

The instructions provided for understanding and operating content
should not rely solely on sensory characteristics such as the color
or shape of content elements. Here are two examples:

* Do not track changes by simply changing the color of text you
have edited and noting the color. Instead use Excel for Mac’s
“Track Changes” features to track changes.

* Do not distinguish between images by referring to their
appearance (e.g., “the bigger one”). Instead, label each image
with a figure number and use that for references.

9.5 Avoid Using Images of Text

Before you use an image to control the presentation of text (e.g.,
to ensure a certain font or color combination), consider whether
you can achieve the same result by styling “real text” If this is not
possible, as with logos containing stylized text, make sure to provide
alternative text for the image following the techniques noted above.
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Technique 10. Make Content Easier to
Understand

10.1 Write Clearly

By taking the time to design your content in a consistent way, it will
be easier to access, navigate and interpret for all users:

* Whenever possible, write clearly with short sentences.

* Introduce acronyms and spell out abbreviations.

* Avoid making the document too “busy” by using lots of white
space and by avoiding too many different colors, fonts and
images.

» If content is repeated on multiple pages within a document or
within a set of documents (e.g., headings, footings, etc.), it
should occur consistently each time it is repeated.

10.2 Navigational Inscructions

Provide a general description of the spreadsheet contents and
instructions on how to navigate the data effectively. The best way
to do this is to make a cell at the beginning of the data (e.g., Al)
with this information. It will be the first cell accessed by assistive
technologies. If you are using this cell for a label or data, you can
attach a comment note to the cell containing navigational
instructions.
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Technique 11. Check Accessibility

At this time, Excel 2008 for Mac does not offer a mechanism to
check for potential accessibility errors in your document prior to
publishing.

Editor’s note: Later versions of Excel for Mac include an
accessibility checker. For detailed instructions about how
to use the accessibility checker, see how to make your

Excel documents accessible to people with disabilities.

In order to get some indication of the accessibility of your
document or template (see Technique 1), then you may consider
saving the file into HTML in order to perform an accessibility check
in one of those formats, as described below.

To evaluate HTML accessibility

Another option is to save the document into HTML format and use
one of the web accessibility checkers available online. Such as:

e AChecker
¢ WebAIM Wave Web Accessibility Evaluation Tool

To evaluate PDF accessibility

If you saved your document in tagged PDF format, you can use the
following tools and steps to evaluate the accessibility of the PDF
document:
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* Adobe Acrobat Professional

* CommonLook PDF Evaluator
» PDF Accessibility Checker (PAC) - a free alternative provided
by “Access for all”

To evaluate PDF accessibility in Adobe Acrobat Professional

. Go to menu item: Advanced > Accessibility > Full Check...
2. In the Full Check dialog, select all the checking option.
3. Select the Start Checking button.

Editor’s note: For detailed instructions, see our section

on how to check accessibility using Adobe Acrobat

Professional.

Technique 12. Use Accessibility Features when
Saving/Exporting to Other Formats

In some cases, additional steps must be taken in order to ensure
accessibility information is preserved when saving/exporting to
formats other than the default.

Note: Before saving in other formats, you may want to run the
Compatibility Report feature by selecting Compatibility Report...
from the Save As dialog. This checks the compatibility of your
existing document with the format you have selected save your
document as. The results of this check are revealed in the
Compatibility Report dialog, where you have explanations of errors
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and options to fix them. To run this check at any time, go to menu
item: View > Toolbox, Compatibility Report.

XLS

Go to menu item: File > Save As...

2. In the Save As box, type a name for the file

3. Inthe Format drop-down list, select Excel 97 - 2004
Workbook (.xs)

4. Select Save

HTML

1. Go to menu item: File > Save as Web Page...

2. Inthe Save As box, type a name for the file

3. Select Save

4. Check the HTML file for accessibility (see Technique 11, above)

To clean up your HTML file

* Remove unnecessary styles, line breaks, etc.

* Remove unnecessary id, class, and attributes

* Remove font tags

* Remove styles in the <head> tag

* Ensure the <th> tags have a scope attribute

* Remove <p> tags nested inside <th> and <td> tags

* Check for accessibility (see Technique 11, above)
Note: you may wish to use HTML editors or utilities to help
with this process.
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Technique 13. Consider Using Accessibility
Support Applications/Plugins

Disclaimer: This list is provided for information purposes only. It is
not exhaustive and inclusion of an application or plug-in on the list
does not constitute a recommendation or guarantee of results by
the IDRC.

* Coming soon...

Accessibility Help

If you are interested in what features are provided to make using
Excel for Mac more accessible to users, documentation is provided
in the Help system:

1. Go to menu item: Help > Microsoft Excel Help
2. Enter “Accessibility” as your search term in the Help dialog box

To use the accessibility checker in Word for Mac

1. Select Review > Check Accessibility.

Home Insert Design Layout References Mailings View

anc . B
~ Spelling & Grammar a8

- e | & T
[E] Thesaurus 3 =

. Check Language Mew  Delele Resolve Track Changes
it Word Count Accassibility Comment

2. Review the results in the Accessibility Checker pane.
3. Select a specific issue to see why and how to address the items
flagged in the Accessibility Checker results.

For more information, see the following resources from Microsoft:
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» Everything you need to know to write effective alt text

e Make your content accessible to everyone with the

Accessibility Checker

References and Resources

1. Microsoft Excel 2008 for Mac Help — Note: Excel 2008 for Mac
is no longer supported, but you still have access to offline help
by going to Help > Excel Help.

2. GAWDS Writing Better Alt Text

3. Microsoft Excel 2016 for Mac Help

4. Ryerson University: Microsoft Excel Accessibility Tipsheet

PDF
5. Microsoft Excel: Video Tutorials
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Microsoft Excel 2007

Usage Notes

At the time of testing (January 10, 2011), Excel 2007 provides a set of
accessibility features that is sufficient to enable the production of
accessible digital office documents. However, Excel 2007 does not
include an accessibility checking feature.

What's an “Office Document”?

You should use these techniques when you are using Excel 2007 to
create documents that are:

* Intended to be used by people(i.e., not computer code),

» Text-based (i.e., not simply images, although they may contain
images),

* Fully printable (i.e., where dynamic features are limited to
automatic page numbering, table of contents, etc. and do not
include audio, video, or embedded interactivity),

* Self-contained (i.e., without hyperlinks to other documents,
unlike web content), and

» Typical of office-style workflows (Reports, letters, memos,
budgets, presentations, etc.).

If you are creating forms, web pages, applications, or other
dynamic and/or interactive content, these techniques will still
be useful to you, but you should also consult the W3C-WAI Web
Content Accessibility Guidelines (WCAG 2.0) because these are
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specifically designed to provide guidance for highly dynamic and/
or interactive content.

File Formats

The default file format for Excel 2007 is Office Open XML (XLSX).

In addition, Excel 2007 offers many other spreadsheet processor
and web format saving options. Most of these have not been
checked for accessibility, but some information and/or instructions
are available for the following formats in Technique 12 (below):

* MS Excel (XLS)
* PDF
« HTML

Document Conventions

We have tried to formulate these techniques so that they are useful
to all authors, regardless of whether they use a mouse. However,
for clarity there are several instances where mouse-only language
is used. Below are the mouse-only terms and their keyboard
alternatives:

* *Right-click: To right-click with the keyboard, select the
object using the Shift+Arrow keys and then press either (1) the
“Right-Click” key (some keyboard have this to the right of the
spacebar) or Shift+F10.
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Disclaimer and Testing Details:

Following these techniques will increase the accessibility of your
documents, but it does not guarantee accessibility to any specific
disability groups. In cases where more certainty is required, it is
recommended that you test the office documents with end users
with disabilities, including screen reader users. The application-
specific steps and screenshots in this document were created using
Microsoft Excel 2007 (ver.12.0.6545.5000, Windows 7, Jan. 2011)
while creating a XLSX document. Files are also easily saved as other
file formats (see Technique 12, below).

This document is provided for information purposes only and is
neither a recommendation nor a guarantee of results. If errors are
found, please report them to: adod-comments@idrc.ocad.ca.

Technique 1. Use Accessible Templates

All office documents start with a template, which can be as simple
as a blank standard-sized page or as complex as a nearly complete
document with text, graphics and other content. For example, a
“Meeting Minutes” template might include headings for information
relevant to a business meeting, such as “Actions” above a table with
rows to denote time and columns for actions of the meeting.

Because templates provide the starting-point for so many
documents, accessibility is critical. If you are unsure whether a
template is accessible, you should check a sample document
produced when the template is used (see Technique 11, below).

Excel 2007's default template for new documents is a blank page.
The basic installation also includes other blank office-related
documents. These are all accessible by virtue of being blank.

It is possible to create your own accessible templates from
scratch in Excel 2007. As well, you can edit and modify the existing
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prepackaged templates, ensuring their accessibility as you do so and
saving them as a new template.

To create an accessible template

Create a new document

2. Ensure that you follow the techniques in this document

3. When you are finished you should also check the accessibility
of the document (see Technique 11, below)

4. Go to menu item: Office > Save As > Other Formats

5. Inthe Save as type list, select Excel Template

6. In the File name box, type a name for the template. Using a
descriptive File name (e.g., “Accessible Inventory Template”)
will increase the prominence of the accessibility status. As well,
filling in the text box labeled Tags with the term “accessibility”
will improve its searchability as an accessible file.

7. Select Save

To select an accessible template

Note: Only use these steps if you have an accessible template
available (e.g. that you previously saved). Otherwise, simply open a
new (blank) document.

1. Go to menu item: Office > New
2. Under Templates, select My templates...
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3. Inthe New document dialog, select your accessible template
from the list

4. Select OK

5. Anew document based on the template will be displayed. If
you have chosen an accessible template, the document will be
accessible at this point. As you add your content (e.g., text,
images, etc.), ensure that you consult the sections that follow
to preserve accessibility.

Technique 2. Set Document Language

In order for assistive technologies (e.g., screen readers) to be able
to present your document accurately, it is important to indicate the
natural language of the document. If a different natural language is
used for a paragraph or selected text, this also needs to be clearly
indicated.

At this time, it is not possible to indicate the natural language of
selected cells within an Excel 2007 workbook. [Tested: Jan 10, 2011]
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To change the default language for a workbook

1. In the operating system, activate the keyboard layout for the
language in which you want to create and edit text

Technique 3. Provide Text Alternatives for
Images and Graphical Objects

When using images or other graphical objects, such as charts and
graphs, it is important to ensure that the information you intend
to convey by the image is also conveyed to people who cannot see
the image. This can be accomplished by adding concise alternative
text to of each image. If an image is too complicated to concisely
describe in the alternative text alone (artwork, flowcharts, etc.),
provide a short text alternative and a longer description as well.

Tips for writing alternative text

*  Try to answer the question “what information is
the image conveying?”

e If the image does not convey any useful
information, leave the alternative text blank

e  If the image contains meaningful text, ensure all
of the text is replicated

e Alternative text should be fairly short, usually a
sentence or less and rarely more than two
sentences
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* If more description is required (e.g., for a chart
or graph), provide a short description in the
alternative text (e.g., a summary of the trend) and
more detail in the long description, see below

e Test by having others review the document with
the images replaced by the alternative text

Tips for writing longer descriptions

*  Long descriptions should be used when text
alternatives (see above) are insufficient to answer
the question “what information is the image
conveying?”

* Insome situations, the information being
conveyed will be how an image looks (e.g., an
artwork, architectural detail, etc.). In these cases,
try to describe the image without making too
many of your own assumptions.

*  One approach is to imagine you are describing
the image to a person over the phone

*  Ensure that you still provide concise alternative
text to help readers decide if they are interested
in the longer description

Alternatively, you can include the same information
conveyed by the image within the body of the
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document, providing the images as an alternate to the
text. In that case, you do not have to provide alternate
text within the image.

To add alternative text to images and graphical objects

Right-click* the object

Select Size...

Select the Alt Text tab

Fill in the Alternative text box

2]

------ b
1

B W N =

Web browsers display alternative text while pictures are loading
or if they are missing. Web search engines use alternative text
to help find Web pages. Alternative Text s also used to assist
users with disabilities.

418 | Microsoft Excel 2007



Technique 4. Format Your Cells

As you begin adding content, your spreadsheet will require
structuring to bring meaning to the data, make it easier to navigate,
and help assistive technologies read it accurately. One of the easiest
ways to do this is to ensure that you properly format the cells.

4.1 Named Styles

You should make use of the named styles that are included with the
office application (e.g., “Heading”, “Result”, etc.) before creating your
own styles or using the character formatting tools directly. Named
styles help your readers understand why something was formatted
in a given way, which is especially helpful when there are multiple
reasons for the same formatting (e.g., it is common to use italics for
emphasis, Latin terms and species names). For more information on
formatting using named styles, see Technique 9.

Note: While office application suites support headings in much
the same way, the named styles often differ.

Formatting header and result cells brings order to the
spreadsheet and makes it easier for users to navigate effectively. For
example, you can format header rows and columns using “Heading”
styles to apply bolded, enlarged, and italicized text (among other
characteristics). You may also want to format cells containing
results of calculations to appear bold and underlined to help
distinguish them from the rest of your data.

To format a cell with default named styles

1. Highlight the cells that you want to format
Note: to apply a style to an entire row or column, select the
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row or column indicator and follow the next steps

2. Go to menu item: Home
In the Styles section, select the Cell Styles icon

4. Select the desired formatting style from the drop-down menu
Note: To modify a style, right-click* the desired formatting
style from the drop-down menu and select Modify. Changes
made to the style will affect all instances of the style within
your workbook.

4.2 Other Cell Characteristics

Ensure your cells are formatted to properly represent your data,
including number and text attributes.

To format cell characteristics

1. Highlight the cells that you want to format

2. Go to menu item: Home

3. In the relevant sections (e.g. Numbers, Font, etc.) make your
adjustments
Note: When formatting your spreadsheet, it is best to avoid
merging cells. At times, it may seem easier to present your data
by merging cells, but this can make it more difficult for users
of assistive technologies and people navigating your
spreadsheet using the keyboard.

Technique 5. Use Cell Addressing
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5.1 Define Names

Naming the different data ranges within your spreadsheet makes
it easier to navigate through the document and find specific
information. By associating a meaningful name to a data range, you
will be enhancing the readability of your document. These named
ranges can be referenced in multiple locations of your document
and within calculations and equations.

To define a name

Highlight the cells you would like to name

Go to menu item: Formulas

In the Defined Names section, select the Define Name button
In the Name text box, enter the name for the data range

In the Scope drop-down list, select scope within which the
name can be referenced

6. Select OK

gLk W N =
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1
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Refers to: |_cheet1162:62
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Technique 6. Create Accessible Charts

Spreadsheet applications support various types of charts, which
can be used to display your spreadsheet data in meaningful ways
for your audience. It is important to ensure that your chart is as
accessible as possible to all members of your audience. All basic
accessibility considerations that are applied to the rest of your
document must also be applied to your charts and the elements
within your charts. For example, use shape and color, rather than
color alone, to convey information. As well, some further steps
should be taken to ensure that the contents are your chart are
appropriate labeled to give users reference points that will help to
correctly interpret the information.

To create a chart

Select the data that you want to include in the chart

2. Go to menu item: Insert

3. Inthe Charts section, select the icon of the type of chart you
would like to insert

4. Select a Chart Type from the Chart Gallery in the drop-down
menu

To add titles and labels

1. In the Chart Tools menu section, go to menu item: Layout

2. In the Labels section, select the type of title or label you would
like to define (e.g., Chart Title, Axis Titles, Data Labels)
Note: It is a good idea to use as many of the titles and labels
available in this section as possible.
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To apply a predefined chart layout

1. In the Chart Tools menu section, go to menu item: Design
2. In the Chart Layouts section, select a Quick Layout from the
scrolling Chart Layouts gallery

To change to a different predefined chart type

In the Chart Tools menu section, go to menu item: Design

2. In the Type section, select the Change Chart Type icon

3. Inthe Change Chart Type dialog, select a chart type from the
left pane

4. Select a Chart Design from the right pane

5. Select OK

Other Chart Considerations

* When creating line charts, use the formatting options to create
different types of dotted lines to facilitate legibility for users
who are color blind

* Change the default colors to a color safe or gray-scale palette

» Use the formatting options to change predefined colors,
ensuring that they align with sufficient contrast requirements
(see Other Considerations, below)

Technique 7. Provide Structure for Tables

Excel 2007 includes an “Insert Table” feature but this works by
applying cell formatting to spreadsheet cells. As such, it is not a
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structural feature in the same way that tables are in Word 2010 and
PowerPoint 2010.

Technique 8. Use Other Content Structuring
Features

While cell formatting is the most common method of structuring
documents, other content structuring features should be used
where appropriate:

8.1 Document Title

In case the document is ever converted into HTML, it should be
given a descriptive and meaningful title.

To change the title of the current document

1. Go to menu item: Office > Prepare > Properties

2. In the Document Properties section that appears, select the
Title text box

3. Enter the Title
Note: The Title defined in the properties is different than the
file name. It is also unrelated to the template name, discussed
above.

8.2 Avoid “Floating” Elements

Avoid “floating” elements such as floating images, objects, tables or

424 | Microsoft Excel 2007



text boxes.

Similarly, avoid placing drawing objects directly into the document
(e.g., as borders, to create a diagram). Instead, create borders with
page layout tools and insert complete graphical objects.

Technique 9. Make Content Easier to See

9.1 Format of Text

When formatting text, especially when the text is likely to printed,
try to:

» Use font sizes between 12 and 18 points for cell contents.

» Use fonts of normal weight, rather than bold or light weight
fonts. If you do choose to use bold fonts for emphasis, use
them sparingly.

» Use standard fonts with clear spacing and easily recognized
upper and lower case characters. Sans serif fonts (e.g., Arial,
Verdana) may sometimes be easier to read than serif fonts (e.g.,
Times New Roman, Garamond).

* Avoid large amounts of text set all in caps, italic or underlined.

* Use normal or expanded character spacing, rather than
condensed spacing.

* Avoid animated or scrolling text.

But can’t users just zoom in? Office applications do typically
include accessibility features such as the ability to magnify
documents and support for high contrast modes. However, because
printing is an important aspect of many workflows and changing
font sizes directly will change documents details such the
pagination, the layout of tables, etc., it is best practice to always
format text for a reasonable degree of accessibility.
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To change the text size for a default named style

Go to menu item: Home

In the Styles section, select the Cell Styles icon
Select the style to modify from the list
Right-click* and select: Modify...

In the Style dialog, select the Format button
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In the Format Cells dialog, select the Font tab

7. In the Size text box, type the desired size or select it from the
list

8. Select OK

426 | Microsoft Excel 2007



o

»
Mumber | Aig\menﬂ Fil | Protection |
. R
Font: Font style: Jsize: ":
Calibri Bold G 1
Cambria (Headings a | |Regular NOE [ B
Italic _I: 9 j h
[El Adobe Caslon Pro |10 "
% Adabe Caslon Pro Bold Bold Italic H BB 1
Adobe Garamond Pro "l12 L
Bl Adobe Garamond Pro Bold ;I LI: 14 ;l h
Underline: Color: R 4
[None =] [ — -
~Effects Preview
™ strikethrough
I™ superscript AaBbCcYyZz
™ subseript
This is a TrueType font. The same font will be used on both your printer and your screen.

T ] oe

9.2 Use Sufficient Contrast

The visual presentation of text and images of text should have a
contrast ration of at least 4.5:1. To help you determine the contrast,
here are some examples on a white background:

» Very good contrast (Foreground=black, Background=white,
Ratio=21:1)

* Acceptable contrast (Foreground=#767676, Background=white,
Ratio=4.54:1)

* Unacceptable contrast (Foreground=#AAAAAA,
Background=white, Ratio=2.32:1)

Also, always use a single solid color for a text background rather
than a pattern.

Microsoft Excel 2007 | 427



In order to determine whether the colors in your document have
sufficient contrast, you can consult an online contrast checker, such
as:

e WebAIM: Contrast Checker
* Juicy Studio: Luminosity Color Contrast Ratio Analyzer

* Joe Dolson Color Contrast Spectrum Tester
* Joe Dolson Color Contrast Comparison

9.3 Avoid Using Color Alone

Color should not be used as the only visual means of conveying
information, indicating an action, prompting a response, or
distinguishing a visual element. In order to spot where color might
be the only visual means of conveying information, you can create a
screenshot of the document and then view it with online gray-scale
converting tools, such as:

* GrayBit v2.0: Grayscale Conversion Contrast Accessibility Tool

Editor’s note: GrayBit v2.0 is no longer available.
However, multiple tools can be found online: Google

Search: gray-scale conversion tool.

9.4 Avoid Relying on Sensory Characteristics

The instructions provided for understanding and operating content
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should not rely solely on sensory characteristics such as the color
or shape of content elements. Here are two examples:

* Do not track changes by simply changing the color of text you
have edited and noting the color. Instead use Google docs:
Spreadsheet’s review functionality features to track changes,
such as revision history.

* Do not distinguish between images by referring to their
appearance (e.g., “the bigger one”). Instead, label each image
with a figure number and use that for references.

95 Avoid Using Images of Text

Before you use an image to control the presentation of text (e.g.,
to ensure a certain font or color combination), consider whether
you can achieve the same result by styling “real text” If this is not
possible, as with logos containing stylized text, make sure to provide
alternative text for the image following the techniques noted above.

Technique 10. Make Content Easier to
Understand

10.1 Write Clearly

By taking the time to design your content in a consistent way, it will
be easier to access, navigate and interpret for all users:

* Whenever possible, write clearly with short sentences.
* Introduce acronyms and spell out abbreviations.
* Avoid making the document too “busy” by using lots of
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whitespace and by avoiding too many different colors, fonts
and images.

» If content is repeated on multiple pages within a document or
within a set of documents (e.g., headings, footings, etc.), it
should occur consistently each time it is repeated.

10.2 Navigationai Inscructions

Provide a general description of the spreadsheet contents and
instructions on how to navigate the data effectively. The best way
to do this is to make a cell at the beginning of the data (e.g., Al)
with this information. It will be the first cell accessed by assistive
technologies. If you are using this cell for a label or data, you can
attach a comment note to the cell containing navigational
instructions.

Technique 1. Check Accessibility

At this time, Excel 2007 does not offer a mechanism to check for
potential accessibility errors in your document prior to publishing.
[Tested: January 10th, 2011]

In order to get some indication of the accessibility of your
document or template (see Technique 1), then you may consider
saving the file into HTML or PDF in order to perform an accessibility
check in one of those formats, as described below.

To evaluate HTML accessibility

Another option is to save the document into HTML format and use
one of the web accessibility checkers available online. Such as:
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e AChecker
¢ WebAIM Wave Web Accessibility Evaluation Tool

To evaluate PDF accessibility

If you saved your document in tagged PDF format, you can use the
following tools and steps to evaluate the accessibility of the PDF

document:

» Adobe Acrobat Professional

* CommonLook PDF Evaluator

» PDF Accessibility Checker (PAC) - a free alternative provided
by “Access for all”

To evaluate PDF accessibility in Adobe Acrobat Professional

. Go to menu item: Advanced > Accessibility > Full Check...
2. In the Full Check dialog, select all the checking option
3. Select the Start Checking button

Editor’s note: For detailed instructions, see our section
on how heck ibili ing A Acr
Professional.
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Technique 12. Use Accessibility Features when
Saving/Exporting to Other Formats

In some cases, additional steps must be taken in order to ensure
accessibility information is preserved when saving/exporting to
formats other than the default.

PDF

PDF documents are not always accessible. Accessible PDF
documents are often called “Tagged PDF” because they include
“tags” that encode structural information required for accessibility.
To evaluate the accessibility of your PDF document, see Technique
11 (above).

Go to menu item: Office > Save As > PDF or XPS

In the File name box, type a name for the file

Select the Options button

Under Include non-printing information in the Options

B W N =

dialog, ensure that the Document structure tags for
accessibility check box is selected

5. Under PDF options, ensure that Bitmap text when fonts may
not be embedded check box is de-selected

6. Select OK and Save
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HTML

1. Go to menu item: Office > Save As > Other Formats

2. In the File name box, type a name for the file

3. In the Save as type box, select Web Page

4. Select Save

5. Check the HTML file for accessibility (see Technique 11, above)
To clean up your HTML file

* Remove unnecessary styles, line breaks, etc.

* Remove unnecessary id, class, and attributes

* Remove font tags
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* Remove styles in the <head> tag

* Ensure the <th> tags have a scope attribute

* Remove <p> tags nested inside <th> and <td> tags

* Check for accessibility (see Technique 11, above)
Note: you may wish to use HTML editors or utilities to help
with this process.

Technique 13. Consider Using Accessibility
Support Applications/Plugins

Disclaimer: This list is provided for information purposes only. It is
not exhaustive and inclusion of an application or plug-in on the list
does not constitute a recommendation or guarantee of results.

e Office 2007 Accessibility Tutorials
e Excel 2007 Shortcut and Function Keys

Accessibility Help

If you are interested in what features are provided to make using
Excel 2007 more accessible to users, documentation is provided in
the Help system:

1. Select Help icon in the right corner of the application window
or select F1
2. Enter “Accessibility” as your search term in the Help dialog box
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Numbers for Mac

Usage Notes

At the time of testing (September 30, 2010), Numbers ‘09 lacks
several features that enable accessible office document authoring,
most notably: the ability to add alternative text to images and
objects, the ability to indicate nature language, and
programmatically determined named styles, cell naming, image and
object anchoring, or change tracking features. As a result, some of
the other features that might otherwise support accessibility, such
as its extensive templates are not as effective. In addition, Numbers
‘09 does not include an accessibility checking feature, which is a
more advanced accessibility feature.

Editor’s note: In later versions of Numbers, Apple added
some updates to improve accessibility, including the ability
to add alt text to images and graphical objects. To learn
more about accessibility tips in Numbers, see how to create

accessible spreadsheets with Numbers.

What's an “Office Document”?

You should use these techniques when you are using Numbers to
create documents that are:

* Intended to be used by people (i.e., not computer code),
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* Text-based (i.e., not simply images, although they may contain
images),

* Fully printable (i.e., where dynamic features are limited to
automatic page numbering, table of contents, etc. and do not
include audio, video, or embedded interactivity),

* Self-contained (i.e., without hyperlinks to other documents,
unlike web content), and

* Typical of office-style workflows (Reports, letters, memos,
budgets, presentations, etc.).

If you are creating forms, web pages, applications, or other
dynamic and/or interactive content, these techniques will still
be useful to you, but you should also consult the W3C-WAI Web
Content Accessibility Guidelines (WCAG 2.0) because these are
specifically designed to provide guidance for highly dynamic and/

or interactive content.

File Formats

The default file format for Numbers is the native iWork format.

In addition, Numbers ‘09 offers many other spreadsheet
processor and web format saving options. Most of these have not
been checked for accessibility, but some information and/or
instructions are available for the following formats in Technique 13:

* MS Excel
e TSV
e CSV
e PDF
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Document Conventions

We have tried to formulate these techniques so that they are useful
to all authors, regardless of whether they use a mouse. However,
for clarity there are several instances where mouse-only language
is used. Below are the mouse-only terms and their keyboard
alternatives:

» *Right-click: To right-click with the keyboard, select the
object using the Shift+Arrow keys and then press either (1) the
“Right-Click” key (some keyboard have this to the right of the
spacebar) or Shift+F10.

Disclaimer and Testing Details:

Following these techniques will increase the accessibility of your
documents, but it does not guarantee accessibility to any specific
disability groups. In cases where more certainty is required, it is
recommended that you test the office documents with end users
with disabilities, including screen reader users.

The application-specific steps and screenshots in this document
were created using iWork Numbers ‘09 (ver.2.0.3 (332), Mac OS X,
Sept. 2010) and Numbers 6.1 (December 2019) while producing a
document in the proprietary file format. Files are also easily saved
as other file formats (see Technique 13).

Technique 1. Use Accessible Templates

All office documents start with a template, which can be as simple
as a blank standard-sized page or as complex as a nearly complete
document with text, graphics and other content. For example, a
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“Meeting Minutes” template might include headings for information
relevant to a business meeting, such as “Actions” above a table with
rows to denote time and columns for actions of the meeting.

Because templates provide the starting-point for so many
documents, accessibility is critical. If you are unsure whether a
template is accessible, you should check a sample document
produced when the template is used (see Technique 12).

The default template for new documents in Numbers is a blank
spreadsheet, which is accessible by virtue of being blank.

To create an accessible template

1. Go to menu item: File > New or File > New from Template
Chooser... (Shift+Apple+N)

2. In the Template Chooser dialog, select the Blank template or
select one of the other existing template designs

3. Anew document in your selected template style will open

4. Ensure that you follow the techniques in this document

5. When you are finished you should also check the accessibility
of the document (see Technique 12)

6. Go to menu item: File > Save as Template...
In the Export As box, type a name for the template. Using a
descriptive template name (e.g. “Accessible Memo Template”)
will increase the prominence of the accessibility status.

8. Inthe Where drop-down list, specify a folder in which to save
your template.
Note: By default, your template will be saved in the home
folder in Library/Application Support/iWork/Numbers/
Templates/My Templates pane of the Template Chooser. To
save the template in a different location than the default,
create a new folder in the Templates folder. The folder name is
then used as a template category in the Template Chooser.
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Note: Only use these steps if you have an accessible template
available (e.g. that you previously saved). Otherwise, simply open a

new (blank) document.

1. Go to menu item: File > New from Template Chooser...

(Shift+Apple+N)

2. In the Template Chooser dialog, select My Templates from the

440 | Numbers for Mac



L: TN &) Template Chooser
AR
‘Word Processing
Wank
Leteeds
Erveiogt s
Feemi
Resumes
Repepins
Outlirgi
Mo eBan st
Page Laynut
Bank
Kewihbemers

Brochuns
Fiyers
Poaters
Cargdy & Ireitations
Butiness Cards
Certifcabes

PR, Sy

left pane
3. Select your accessible template and click Choose

Technique 2. Set Document Language

At this time, it is not possible to manually indicate the natural
language for specific cells or blocks of cells in Numbers ‘09. As well,
it is not possible to change the natural language of the document
itself from the default language. [Tested: September 29th, 2010]

Editor’s note: In later versions of Numbers, users can set
the document language for a spreadsheet within a
workbook. For detailed instructions, see how to format a
spreadsheet for another language in Numbers on Mac.

In order for assistive technologies (e.g., screen readers) to be able
to present your document accurately, it is important to indicate the
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natural language of the document. If a different natural language is
used for a paragraph or selected text, this also needs to be clearly
indicated.

Technique 3. Provide Text Alternatives for
Images and Graphical Objects

At this time, Numbers '09 does not offer a mechanism which enables
the user to add alternative text descriptions to images or objects.
[Tested: September 28, 2010]

Editor’s note: In later versions of Numbers, users can add
alt text for images and graphical objects. To add alt text
descriptions, follow these steps:

o Click the object to select it, click the Format button
in the toolbar, then click image in the inspector.

e Click in the Description text box, then enter your
description.

For detailed instructions, see how to add an image
description on the Numbers User Guide for Mac.

When using images or other graphical objects, such as charts and
graphs, it is important to ensure that the information you intend to
convey by the image is also conveyed to people who cannot see the
image. This can be accomplished by adding concise alternative text
to each image. If an image is too complicated to concisely describe
in the alternative text alone (artwork, flowcharts, etc.), provide a
short text alternative and a longer description as well.
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Tips for writing alternative text

* Try to answer the question “what information is
the image conveying?”

e If the image does not convey any useful
information, leave the alternative text blank

»  Ifthe image contains meaningful text, ensure all
of the text is replicated

e Alternative text should be fairly short, usually a
sentence or less and rarely more than two
sentences

e If more description is required (e.g., for a chart
or graph), provide a short description in the
alternative text (e.g., a summary of the trend) and
more detail in the long description, see below

»  Test by having others review the document with
the images replaced by the alternative text

Tips for writing longer descriptions

*  Long descriptions should be used when text
alternatives (see above) are insufficient to answer
the question “what information is the image
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conveying?”

* Insome situations, the information being
conveyed will be how an image looks (e.g., an
artwork, architectural detail, etc.). In these cases,
try to describe the image without making too
many of your own assumptions.

*  One approach is to imagine you are describing
the image to a person over the phone

*  Ensure that you still provide concise alternative
text to help readers decide if they are interested
in the longer description

Alternatively, you can include the same information
conveyed by the image within the body of the
document, providing the images as an alternate to the
text. In that case, you do not have to provide alternate
text within the image.

Technique 4. Format Your Cells

As you begin adding content, your spreadsheet will require
structuring to bring meaning to the data, make it easier to navigate,
and help assistive technologies read it accurately. One of the easiest
ways to do this is to ensure that you properly format the cells.

4.1 Named Styles

At this time (December 2019), Numbers does not offer named styles
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that can be applied to format and distinguish specific cells from the
rest of your data.

You should make use of the named styles that are included with
the office application (e.g., “Heading”, “Result’, etc.) before creating
your own styles or using the character formatting tools directly.
Named styles help your readers understand why something was
formatted in a given way, which is especially helpful when there are
multiple reasons for the same formatting (e.g., it is common to use
italics for emphasis, Latin terms and species names).

Note: While office application suites support headings in much
the same way, the named styles often differ.

Formatting header and result cells brings order to the
spreadsheet and makes it easier for users to navigate effectively. For
example, you can format header rows and columns using “Heading”
styles to apply bolded, enlarged, and italicized text (among other
characteristics). You may also want to format cells containing
results of calculations to appear bold and underlined to help
distinguish them from the rest of your data.

4.2 Table Styles

Table styles are useful for applying consistent formatting to tables.
In Numbers, each template has one or more table style that formats
various characteristics of your tables. A table style predefines the
table background, the characteristics of cell borders, header rows
and columns, footer rows, and the background and text attributes
of cells. Table styles are useful for distinguishing different types of
information in your spreadsheet.

Note: While the visual characteristics may not necessarily be
helpful for accessibility, identifying the header rows and columns
and pre-formatting text characteristics for these columns is helpful.

Numbers for Mac | 445



To apply a table style

In the left pane, go to the Styles section
2. Select the style of table from the list
Note: You can modify any attribute of the table style and your
modifications will remain even if you decide to change to a
different table style.
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4.3 Other Cell Characteristics

Ensure your cells are formatted to properly represent your data,
including number and text attributes.
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To format cell characteristics

grk W

Highlight the cells that you want to format

Note: to format a row or column, select the row or column
indicator and follow the next steps

In the Toolbar, select Inspector

In the Inspector dialog, select Cells inspector

Select the Cell Format drop-down list and choose the format
Customize the format options

000 Cells
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{Cell Format ]
] i
| | Automatic !
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Conditional Format

0 rules applied ’: Show rules...

| Wrap Text in Cell

Note: When formatting your spreadsheet, it is best to avoid
merging cells. At times, it may seem easier to present your data
by merging cells, but this can make it more difficult for users
of assistive technologies and people navigating your
spreadsheet using the keyboard.

Technique 5. Use Cell Addressing

5.1 Define Names

At this time (December 2019), Numbers does not provide a
mechanism for applying names to specific data ranges. Rather, it
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advises authors that they can use existing header row and column
names to address cells within a table. While this may be useful when
defining formulas, it does not provide the necessary support for
accessibility.

Editor’s note: To see header names more clearly, be sure
to make the following change under preferences:

Go to Numbers > Preferences.
2. Under Cell References, ensure that the check box
is checked off for the option “Use header names as

labels”
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Naming the different data ranges within your spreadsheet makes
it easier to navigate through the document and find specific
information. By associating a meaningful name to a data range, you
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will be enhancing the readability of your document. These named
ranges can be referenced in multiple locations of your document
and within calculations and equations.

Technique 6. Create Accessible Charts

Spreadsheet applications support various types of charts, which
can be used to display your spreadsheet data in meaningful ways
for your audience. It is important to ensure that your chart is as
accessible as possible to all members of your audience. All basic
accessibility considerations that are applied to the rest of your
document must also be applied to your charts and the elements
within your charts. For example, use shape and color, rather than
color alone, to convey information. As well, some further steps
should be taken to ensure that the contents are your chart are
appropriate labeled to give users reference points that will help to
correctly interpret the information.

To create a chart

1. In the Toolbar, select Charts or go to menu item: Insert >
Chart

Select the chart type

In the Toolbar, select Inspector

In the Inspector dialog, select the Chart inspector

U AN

Format the chart type and chart colors by selecting Choose a
chart type and Chart Colors... options

Select Chart

In the Chart section, select the Show Title and Show Legend
check boxes

8. Select Axis

9. In the Axis section, select Choose Axis Options for both Value

N o
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Axis (Y) and Category Axis (X)

Note: It is a good idea to “show” as many title and labeling
elements as possible (e.g. Show Axis, Show Title, Show
Categories, Show Series Names, etc.)

Other Chart Considerations

* When creating line charts, use the formatting options to create
different types of dotted lines to facilitate legibility for users
who are color blind

* Change the default colors to a color safe or gray-scale palette

» Use the formatting options to change predefined colors,
ensuring that they align with sufficient contrast requirements

(see Technique 10)

Technique 7. Provide Structure for Tables

To add a table with headers

Go to menu item: Insert > Table

Select table style

In the Toolbar, select Inspector

In the Inspector dialog, select the Table inspector

In the Name box, enter a name for the table

In the Headers & Footer section, select the number of header
rows and columns using the drop-down menus (Note: It is
recommended to keep your tables simple by using only one

2 e

header row and column).
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Technique 8. Use Other Content Structuring
Features

While cell formatting is the most common method of structuring
documents, other content structuring features should be used
where appropriate:

&.1 Document Title

In case the document is ever converted into HTML, it should be
given a descriptive and meaningful title.

To change El’lC Ei[ZC Of E]”l@ current document

1. In the Toolbar, select Inspector

2. In the Inspector dialog, select the Document inspector button

3. In the Spotlight section, type a descriptive name for the
document in the Title box
Note: The Title defined in the properties is different than the
file name. It is also unrelated to the template name, discussed
above.
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8.2 Avoid “Floating” Elements

Avoid “floating” elements (other than charts) such as floating
images, objects, tables or text boxes.

Similarly, avoid placing drawing objects directly into the
document (e.g., as borders, to create a diagram). Instead, create
borders with page layout tools and insert complete graphical
objects.

Technique 9. Make Content Easier to See
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9.1 Format of Text

When formatting text, especially when the text is likely to be
printed, try to:

» Use font sizes between 12 and 18 points for cell contents.

* Use fonts of normal weight, rather than bold or light weight
fonts. If you do choose to use bold fonts for emphasis, use
them sparingly.

» Use standard fonts with clear spacing and easily recognized
upper and lower case characters. Sans serif fonts (e.g., Arial,
Verdana) may sometimes be easier to read than serif fonts (e.g.,
Times New Roman, Garamond).

* Avoid large amounts of text set all in caps, italic or underlined.

* Use normal or expanded character spacing, rather than
condensed spacing.

* Avoid animated or scrolling text.

But can’t users just zoom in? Office applications do typically
include accessibility features such as the ability to magnify
documents and support for high contrast modes. However, because
printing is an important aspect of many workflows and changing
font sizes directly will change documents details such the
pagination, the layout of tables, etc., it is best practice to always
format text for a reasonable degree of accessibility.

9.2 Use Sufficient Contrast

The visual presentation of text and images of text should have a
contrast ration of at least 4.5:1. To help you determine the contrast,
here are some examples on a white background:

* Very good contrast (Foreground=black, Background=white,

Numbers for Mac | 453



Ratio=21:1)

* Acceptable contrast (Foreground=#767676, Background=white,
Ratio=4.54:1)

* Unacceptable contrast (Foreground=#AAAAAA,
Background=white, Ratio=2.32:1)

Also, always use a single solid color for a text background rather
than a pattern.

In order to determine whether the colors in your document have
sufficient contrast, you can consult an online contrast checker, such
as:

e WebAIM: Contrast Checker
e Juicy Studio: Luminosity Color Contrast Ratio Analyzer

* Joe Dolson Color Contrast Spectrum Tester

* Joe Dolson Color Contrast Comparison

9.3 Avoid Using Color Alone

Color should not be used as the only visual means of conveying
information, indicating an action, prompting a response, or
distinguishing a visual element. In order to spot where color might
be the only visual means of conveying information, you can create a
screenshot of the document and then view it with online gray-scale
converting tools, such as:

* GrayBit v2.0: Grayscale Conversion Contrast Accessibility Tool

Editor’s note: GrayBit v2.0 is no longer available.
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However, multiple tools can be found online: Google

Search: gray-scale conversion tool.

9.4 Avoid Relying on Sensory Characteristics

The instructions provided for understanding and operating content
should not rely solely on sensory characteristics such as the color
or shape of content elements. Here are two examples:

* Do not track changes by simply changing the color of text
you have edited and noting the color. Instead use the
applications revision tracking feature to track changes.

At this time (December 2019), Numbers does not offer a mechanism
to track changes in its documents.

* Do not distinguish between images by referring to their
appearance (e.g., “the bigger one”). Instead, label each image
with a figure number and use that for references.

9.5 Avoid Using Images of Text

Before you use an image to control the presentation of text (e.g.,
to ensure a certain font or color combination), consider whether
you can achieve the same result by styling “real text”. If this is not
possible, as with logos containing stylized text, make sure to provide
alternative text for the image following the steps noted in Technique
3.
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Technique 10. Make Content Easier to
Understand

10.1 Write Clearly

By taking the time to design your content in a consistent way, it will
be easier to access, navigate and interpret for all users:

* Whenever possible, write clearly with short sentences.

* Introduce acronyms and spell out abbreviations.

* Avoid making the document too “busy” by using lots of
whitespace and by avoiding too many different colors, fonts
and images.

» If content is repeated on multiple pages within a document or
within a set of documents (e.g., headings, footings, etc.), it
should occur consistently each time it is repeated.

10.2 Navigational Inscructions

Provide a general description of the spreadsheet contents and
instructions on how to navigate the data effectively. The best way
to do this is to make a cell at the beginning of the data (e.g., Al)
with this information. It will be the first cell accessed by assistive
technologies. If you are using this cell for a label or data, you can
attach a comment note to the cell containing navigational
instructions.
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Technique 11. Check Accessibility

At this time (December 2019), Numbers does not offer an
accessibility checking mechanism to identify potential accessibility
errors prior to publishing.

In order to get some indication of the accessibility of your
document or template (see Technique 1), then you may consider
saving the file into HTML or PDF in order to perform an accessibility
check in one of those formats, as described below.

To evaluate HTML accessibility

If you wish to check the accessibility of your document or template
(see Technique 1), one option is to save it into HTML format and use
one of the web accessibility checkers available online. Such as:

¢ AChecker
* WebAIM Wave Web Accessibility Evaluation Tool

To evaluate PDF accessibility

If you saved your document in tagged PDF format, you can use the
following tools and steps to evaluate the accessibility of the PDF
document:

e Adobe Acrobat Professional

* CommonLook PDF Evaluator
» PDF Accessibility Checker (PAC) - a free alternative provided
by “Access for all”
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To evaluate PDF accessibiliry in Adobe Acrobat Professional

Go to menu item: Advanced > Accessibility > Full Check...
In the Full Check dialog, select all the checking option
Select the Start Checking button

Editor’s note: For detailed instructions, see our section

on how to check accessibility using Adobe Acrobat

Professional.

Technique 12. Use Accessibility Features when

Saving/Exporting to Other Formats

In some cases, additional steps must be taken in order to ensure

accessibility information is preserved when saving/exporting to

formats other than the default.

Alternate formats

N o=

R

Go to menu item: Share > Export...

In the dialog, select the type of file format you would like to
export

Customize the export options for that file format

Click Next

In the Save As box, enter a file name for your document

In the Where drop-down menu, select the location you would
like to save your document
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7. Click Export

PDF

PDF documents are not always accessible. Accessible PDF
documents are often called “Tagged PDF” because they include
“tags” that encode structural information required for accessibility.
To evaluate the accessibility of your PDF document, see Technique
1

To clean up your HTML file

* Remove unnecessary styles, line breaks, etc.

* Remove unnecessary id, class, and attributes

* Remove font tags

* Remove styles in the <head> tag

* Ensure the <th> tags have a scope attribute

* Remove <p> tags nested inside <th> and <td> tags

* Check for accessibility (see Technique 11)
Note: you may wish to use HTML editors or utilities to help
with this process.

Technique 13. Consider Using Accessibility
Support Applications/Plugins

Disclaimer: This list is provided for information purposes only. It is
not exhaustive and inclusion of an application or plug-in on the list
does not constitute a recommendation or guarantee of results.

* iWork Numbers Support Page
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» Exporting a spreadsheet in Excel format

Accessibility Help

If you are interested in what features are provided to make using
Numbers more accessible to users, documentation is provided in
the Help system:

1. Go to menu item: Help
2. Enter your search terms in the Search box

References and Resources

1. Numbers User Guide for Mac

2. Numbers Support

3. Apple: Create accessible spreadsheets with Numbers
4. GAWDS Writing Better Alt Text
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OpenOftice Calc

Usage Notes

At the time of testing (December 2019), Calc provides a set of
accessibility features that is sufficient to enable the production of
accessible digital office documents. However, Calc does not include
an accessibility checking feature, which is a more advanced
accessibility feature.

What's an “Office Document”?

You should use these techniques when you are using Calc to create
documents that are:

* Intended to be used by people (i.e., not computer code),

* Text-based (i.e., not simply images, although they may contain
images),

* Fully printable (i.e., where dynamic features are limited to
automatic page numbering, table of contents, etc. and do not
include audio, video, or embedded interactivity),

* Self-contained (i.e., without hyperlinks to other documents,
unlike web content), and

* Typical of office-style workflows (Reports, letters, memos,
budgets, presentations, etc.).

If you are creating forms, web pages, applications, or other
dynamic and/or interactive content, these techniques will still
be useful to you, but you should also consult the W3C-WAI Web
Content Accessibility Guidelines (WCAG 2.0) because these are
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specifically designed to provide guidance for highly dynamic and/
or interactive content.

File Formats

The default file format for Calc is ODF Spreadsheet (ODS). In
addition, Calc offers many other spreadsheet processor and web
format saving options. Most of these have not been checked for
accessibility, but some information and/or instructions are
available for the following formats in Technique 12:

e MS Excel
e PDF
e HTML

Document Conventions

We have tried to formulate these techniques so that they are useful
to all authors, regardless of whether they use a mouse. However,
for clarity there are several instances where mouse-only language
is used. Below are the mouse-only terms and their keyboard
alternatives:

* *Right-click: To right-click with the keyboard, select the
object using the Shift+Arrow keys and then press either (1) the
“Right-Click” key (some keyboard have this to the right of the
spacebar) or Shift+F10.
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Disclaimer and Testing Details:

Following these techniques will increase the accessibility of your
documents, but it does not guarantee accessibility to any specific
disability groups. In cases where more certainty is required, it is
recommended that you test the office documents with end users
with disabilities, including screen reader users. The application-
specific steps and screenshots in this document were created using
Calc (ver. 3.2.1, Windows XP, Aug. 2010 and Apache OpenOffice 4.1.7)
while creating an ODT document. Files are also easily saved as other
file formats (see Technique 12).

Technique 1. Use Accessible Templates

All office documents start with a template, which can be as simple
as a blank standard-sized page or as complex as a nearly complete
document with text, graphics and other content. For example, a
“Meeting Minutes” template might include headings for information
relevant to a business meeting, such as “Actions” above a table
with rows to denote time and columns for actions of the meeting.
Because templates provide the starting-point for so many
documents, accessibility is critical. If you are unsure whether a
template is accessible, you should check a sample document
produced when the template is used (see Technique 11). Calc’s
default template for new documents is a blank spreadsheet, which
is accessible by virtue of being blank. It is possible to create your
own accessible templates from scratch in Calc. As well, you can
edit and modify the existing prepackaged templates, ensuring their
accessibility as you do so and saving them as a new template.
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To create an accessible template

Create a new document

2. Ensure that you follow the techniques in this document

3. When you are finished you should also check the accessibility
of the document (see Technique 11)

4. Go to menu item: File > Properties

5. Use the Title and/or Comments to indicate the accessibility
status of the template. Using Title (e.g., “Accessible Memo
Template”) will increase the prominence of the accessibility
status because this is used in place of the template’s file name.
Comments can be used to add more information if necessary
(e.g., “This memo template has been checked for accessibility.).

6. Close the dialog with OK
5I

Genersl Description | Custom Properties | Internet | Statistics |

P P —— =
-

Title q IAccessibIe Memo Template

" S rrryrryr Iy yr Ty

Subject ‘]

o [T N

Comments : This memo template has been checked for accessibility.] : -
- *

ok | cancel | mep | meset |

Go to menu item: File > Templates > Save (Shift+F11)
In the New Template box, type a name for the template. Again,
using a descriptive template name (e.g. “Accessible Memo

Template”) will increase the prominence of the accessibility
status of the template.
9. Select the category you would like to save it in, under
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Categories Note: the category is simply the folder into which
you are saving the template
10. Close the dialog with OK

Templates

x|
r N-e ............... ~
W
: : oK |
' IAccessibIe Memo Template
R .’ Cancel |
Templates
e P IETRpE— .
Categories Templates
c : Hep |
1]
.
+ |Presentation Backgrounds » Edit
.. Presentations ,'
L e ——— - Organizer..

To select an accessible template

Note: Only use these steps if you have an accessible template

available (e.g. that you previously saved). Otherwise, simply open a
new (blank) document.

1. Go to menu item: File > New > Templates and Documents

2. Select the Templates icon

3. Select a template from the list Note: A properties pane appears
on the right side of the window, where you can read the
document properties (Title, By, Date, Modified by, Modified on,
Description, Size). If you placed information about the
accessibility of the template in the Title and/or Comments
when you created the template (see above), this will be

displayed in the Title and /or Description, respectively.
4. Select Open
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5. Anew document based on the template will be displayed. If
you have chosen an accessible template, the document will be
accessible at this point. As you add your content (e.g., text,
images, etc.), ensure that you consult the sections that follow
to preserve accessibility.

Technique 2. Set Document Language

In order for assistive technologies (e.g., screen readers) to be able
to present your document accurately, it is important to indicate the
natural language of the document. If a different natural language is
used for a paragraph or selected text, this also needs to be clearly
indicated.

To S€ZCCC a languagefor L']’lC whole document

1. Go to menu item: Tools > Options
2. Select Language Settings > Languages
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3.

Under Default languages for documents, select the document
language for all newly created documents Note: If you mark For
the current document only, your choice will only apply to the
current document.

Close the dialog with OK

Options - Language Settings - Languages x|
[ OpenOffice.org
[ Load/Save Language of
2] Lanﬂuaie Settings User interface [pefauit - English (usA) =l

Wiriting Aids Locale setting [Default - English (Canad: hd

& OpenOffice. org Writer I ngich (Canadz) =
B CpenOffice.org Wiriter Mieb Dedmal separator key v Same as locale setting (. )
[ OpenCffice.org Base
B Charts Defaut currency [pefaut - cap =l
5]

Internet

[ Enabled for Asian languages
I™ Enabled for complex textlayout (CTL)

e kb ek

To format the language fOT a blOCk Of CCZZS

W N =

Select the cells to which you want to apply a language
Go to menu item: Format > Cells... (Ctrl+1)

Select the Font tab

Select the Language and click OK

To apply a language directly to selected text

W N =

Select the text to which you want to apply a language
Go to menu item: Format > Character

Select the Font tab

Select the Language and click OK
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The same font will be used on both your printer and your screen.

paragraph
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Technique 3. Provide Text Alternatives for
Images and Graphical Objects

When using images or other graphical objects, such as charts and
graphs, it is important to ensure that the information you intend to
convey by the image is also conveyed to people who cannot see the
image. This can be accomplished by adding concise alternative text
to each image. If an image is too complicated to concisely describe
in the alternative text alone (artwork, flowcharts, etc.), provide a
short text alternative and a longer description as well.
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Tips for writing alternative text

* Try to answer the question “what information is
the image conveying?”

e If the image does not convey any useful
information, leave the alternative text blank

»  Ifthe image contains meaningful text, ensure all
of the text is replicated

e Alternative text should be fairly short, usually a
sentence or less and rarely more than two
sentences

e If more description is required (e.g., for a chart
or graph), provide a short description in the
alternative text (e.g., a summary of the trend) and
more detail in the long description, see below

»  Test by having others review the document with
the images replaced by the alternative text

Tips for writing longer descriptions

*  Long descriptions should be used when text
alternatives (see above) are insufficient to answer
the question “what information is the image
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conveying?”

* Insome situations, the information being
conveyed will be how an image looks (e.g., an
artwork, architectural detail, etc.). In these cases,
try to describe the image without making too
many of your own assumptions.

*  One approach is to imagine you are describing

the image to a person over the phone

Ensure that you still provide concise alternative
text to help readers decide if they are interested
in the longer description

Alternatively, you can include the same information
conveyed by the image within the body of the
document, providing the images as an alternate to the

text. In that case, you do not have to provide alternate
text within the image.

To add alternative text to images and graphical objects

1. Right-click on object
2. Select Description... option
3. Enter alternative text in the Title box
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To add long descriptions to images and graphical objects

1. Right-click on object
2. Select Description... option
3. Enter description in Description box

x

Title
ITwu men shaking hands
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Descript
Enter longer textual description here -

-
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L
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Technique 4. Format Your Cells

As you begin adding content, your spreadsheet will require
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structuring to bring meaning to the data, make it easier to navigate,
and help assistive technologies read it accurately. One of the easiest
ways to do this is to ensure that you properly format the cells.

4.1 Named Styles

You should make use of the named styles that are included with the
office application (e.g., “Heading”, “Result”, etc.) before creating your
own styles or using the character formatting tools directly. Named
styles help your readers understand why something was formatted
in a given way, which is especially helpful when there are multiple
reasons for the same formatting (e.g., it is common to use italics for
emphasis, Latin terms and species names). For more information on
formatting using named styles, see Technique 9.

Note: While office application suites support headings in much
the same way, the named styles often differ. Formatting header and
result cells brings order to the spreadsheet and makes it easier for
users to navigate effectively. For example, you can format header
rows and columns using “Heading” styles to apply bolded, enlarged,
and italicized text (among other characteristics). You may also want
to format cells containing results of calculations to appear bold and
underlined to help distinguish them from the rest of your data.

To format a CCZZ ?,Uifll default named SEyZCS

1. Highlight the cells that you want to format Note: to apply a
style to an entire row or column, select the row or column
indicator and follow the next steps

2. Go to menu item: Format > Styles and Formatting (F11)

3. Double click on the desired formatting style Note: If a style is
modified in the Styles and Formatting panel, the modification
will apply to every application of that style
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4.2 Other Cell Characrteristics

Ensure your cells are formatted to properly represent your data,
including number and text attributes.

To format cell characteristics

1. Highlight the cells that you want to formatNote: to format a
row or column, select the row or column indicator and follow
the next steps

2. Go to menu item: Format > Cell... (Ctrl+1)

Select the relevant tabs (e.g. Numbers, Font, etc.) and make
your adjustments

4. Click OK

474 | OpenOffice Calc



Formatcells x|

o
l:numhers||=ont| FontEffects | Alignment | Borders | Background | Cel Protection | E
S Catdgpym T Formgt™ === =="===eemmees Laigusge™ """ ""

-1234
-1234.12
-1,234
-1,234.12
-1,234.12

| 1234.57 |

ID 3: [ Megative numbers red
Il 3:

[ Thousands separator

Leading zeroes
Format code

|General _I _I _I

ok | cacel | hep | Reset |

Note: When formatting your spreadsheet, it is best to avoid
merging cells. At times, it may seem easier to present your data

by merging cells, but this can make it more difficult for users
of assistive technologies and people navigating your
spreadsheet using the keyboard.

Technique 5. Use Cell Addressing

5.1 Define Label Range

Label ranges help to logically define the contents of specific cells
as either labels or data. This is useful for navigational purposes,
allowing users to jump between ranges of data and navigate within

each range. This is also useful for calculations, as you may reference

an entire label range within an equation.
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To define a label range

Select the header cells

Go to menu item: Insert > Names > Labels...

Select the Minimize button beside the For data range box
Highlight the data cells within the label range

Select the Maximize button to view the dialog

Click OK

S T

B | G I D | E | F G
Name ge
ohn 23
Mark 35
VAndrew 44

x

= G
— Column —
—Row — Cancel

| ssheet1.sas1 Add
+ Contains column labels Delete

” Contains row labels

sl e x[o el e oz e e e e o [«

5.2 Define Names

Naming the different data ranges within your spreadsheet makes
it easier to navigate through the document and find specific
information. By associating a meaningful name to a data range, you
will be enhancing the readability of your document. These named
ranges can be referenced in multiple locations of your document
and within calculations and equations.
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To define a name

Go to menu item: Insert > Names > Define... (Ctrl+F3)

Enter the name in the Name text box

Select the Minimize button next to the Assigned to text box
Highlight the cells you would like to assign the name to

gLk W N =

Select the Maximize button next to the text box to view the
dialog
6. Click OK

14 A

15

16 Delete
=2  E— = —l
1 Assigned to 3 s

18 ' S g—
o] 4 [sheetismszmss ¢ ' P Moe¥
=== | —— . -

20 am*

Technique 6. Create Accessible Charts

Charts can be used to make data more understandable for some
audiences. However, it is important to ensure that your chart is as
accessible as possible to all members of your audience. All basic
accessibility considerations that are applied to the rest of your
document must also be applied to your charts and the elements
within your charts. For example, use shape and color, rather than
color alone, to convey information. As well, some further steps
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should be taken to ensure that the contents are your chart are
appropriate labeled to give users reference points that will help
them to correctly interpret the information.

To create a chart

Go to menu item: Insert > Chart...

2. Inthe Chart Wizard dialog, follow steps 1 to 4 to format your
chart Note: When you are selecting your formatting options in
each step, ensure that your selections align with the
accessibility techniques in this document.

3. In Step 4, make sure to define all chart elements (e.g. title,
subtitle, legend, etc.)

To name a chart

Right-click* the chart

2. Select Name...

3. Inthe Name dialog, enter a unique chart name in the Name
text box

4. Select OK

To provide alternative textfor the chart

Right-click* the chart

2. Select Description...
In the Description dialog, enter alternative text in the Title
box

4. Enter a longer description of the chart contents in the
Description box

5. Select OK
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Other Chart Considerations

* When creating line charts, use the formatting options to create
different types of dotted lines to facilitate legibility for users
who are color blind

* Change the default colors to a color safe or gray-scale palette

» Use the formatting options to change predefined colors,
ensuring that they align with sufficient contrast requirements

(see Technique 9)

Technique 7. Provide Structure for Tables

Calc has an “Insert table” feature.

To insert a new table

1. Place the cursor where you would like the table to appear.
2. Toinsert a table, you have two options:

o From the main menu, select Table > Insert > Table
(keyboard shortcut: Ctrl+F12).
o Alternately, from the toolbar, click on the Table icon (

B )

3. In the Insert Table dialog box, specify the properties for the
new table.
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Technique 8. Use Other Content Structuring
Features

While cell formatting is the most common method of structuring
documents, other content structuring features should be used
where appropriate:

8.1 Document Title

In case the document is ever converted into HTML, it should be
given a descriptive and meaningful title.

To change the title of the current document

1. Go to menu item: File > Properties
2. Select the Description tab
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3. Type the new title in the Title box and click OK
Note: The title defined in the properties is different than the
file name. It is also unrelated to the template name, discussed
above.

8.2 Avoid “Floating” Elements

Avoid “floating” elements (other than charts) such as floating
images, objects, tables or text boxes. Similarly, avoid placing
drawing objects directly into the document (e.g., as borders, to
create a diagram). Instead, create borders with page layout tools and
insert complete graphical objects.

Technique 9. Make Content Easier to See

9.1 Format of Text

* Use font sizes between 12 and 18 points for cell contents.

» Use fonts of normal weight, rather than bold or light weight
fonts. If you do choose to use bold fonts for emphasis, use
them sparingly.

» Use standard fonts with clear spacing and easily recognized
upper and lower case characters. Sans serif fonts (e.g., Arial,
Verdana) may sometimes be easier to read than serif fonts (e.g.,
Times New Roman, Garamond).

* Avoid large amounts of text set all in caps, italic or underlined.

* Use normal or expanded character spacing, rather than
condensed spacing.

* Avoid animated or scrolling text.
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But can’t users just zoom in? Office applications do typically
include accessibility features such as the ability to magnify
documents and support for high contrast modes. However, because
printing is an important aspect of many workflows and changing
font sizes directly will change documents details such the
pagination, the layout of tables, etc., it is best practice to always
format text for a reasonable degree of accessibility.

To change the text size fOV a default named style

Go to menu item: Format > Styles and Formatting (F11)
Select the style to modify from the list

Right click and select: Modify...

Select the Font tab

Select a font size under Size

Exit with OK

Cell Style: Heading1 x|

Drgarizerll\Urbeis Fu'ltlantEFﬁ:ctsl Alignment | Borders | Background | Cell Protection |
-~

- grmmm .- -

S T

Font Typeface g o
. '
[prial] Bold Italic : '
Regular | ]
Arial Black Italic . '
Arial Narrow _I Bold H :
Arial Rounded MT Bold H !
Arial Unicode MS : '
Arno Pro ]
A [ ; :
D ’

Language

I‘@ English (Canada) - l

The same font will be used on both your printer and your screen,

Arial

ok | cancel | nep Reset Standard
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9.2 Use Sufficient Contrast

The visual presentation of text and images of text should have a
contrast ratio of at least 4.5:1. To help you determine the contrast,
here are some examples on a white background:

* Very good contrast (Foreground=black, Background=white,
Ratio=21:1)

* Acceptable contrast (Foreground=#767676, Background=white,
Ratio=4.54:1)

» Unacceptable contrast (Foreground=#AAAAAA,
Background=white, Ratio=2.32:1)

Also, always use a single solid color for a text background rather
than a pattern. In order to determine whether the colors in your
document have sufficient contrast, you can consult an online
contrast checker, such as:

¢ WebAIM: Contrast Checker
e Juicy Studio: Luminosity Color Contrast Ratio Analyzer

* Joe Dolson Color Contrast Spectrum Tester

* Joe Dolson Color Contrast Comparison

9.3 Avoid Using Color Alone

Color should not be used as the only visual means of conveying
information, indicating an action, prompting a response, or
distinguishing a visual element. In order to spot where color might
be the only visual means of conveying information, you can create a
screenshot of the document and then view it with online gray-scale
converting tools, such as:

* GrayBit v2.0: Grayscale Conversion Contrast Accessibility Tool
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Editor’s note: GrayBit v2.0 is no longer available.
However, multiple tools can be found online: Google
Search: gray-scale conversion tool.

9.4 Avoid Relying on Sensory Characteristics

The instructions provided for understanding and operating content
should not rely solely on sensory characteristics such as the color
or shape of content elements. Here are two examples:

* Do not track changes by simply changing the color of text you
have edited and noting the color. Instead use OpenOffice Calc’s
review functionality features to track changes, such as revision
history.

* Do not distinguish between images by referring to their
appearance (e.g., “the bigger one”). Instead, label each image
with a figure number and use that for references.

9.5 Avoid Using Images of Text

Before you use an image to control the presentation of text (e.g.,
to ensure a certain font or color combination), consider whether
you can achieve the same result by styling “real text”. If this is not
possible, as with logos containing stylized text, make sure to provide
alternative text for the image following the techniques noted above.

Technique 10. Make Content Easier to
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Understand

10.1 Write Clearly

By taking the time to design your content in a consistent way;, it will
be easier to access, navigate and interpret for all users:

* Whenever possible, write clearly with short sentences.

* Introduce acronyms and spell out abbreviations.

* Avoid making the document too “busy” by using lots of
whitespace and by avoiding too many different colors, fonts
and images.

» If content is repeated on multiple pages within a document or
within a set of documents (e.g., headings, footings, etc.), it
should occur consistently each time it is repeated.

10.2 Navigationai Inscructions

Provide a general description of the spreadsheet contents and
instructions on how to navigate the data effectively. The best way
to do this is to make a cell at the beginning of the data (e.g., Al)
with this information. It will be the first cell accessed by assistive
technologies. If you are using this cell for a label or data, you can
attach a comment note to the cell containing navigational
instructions.

Technique 1. Check Accessibility

At this time, Calc does not offer a mechanism to check for potential
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accessibility errors in your document prior to publishing. [Tested:
September 30th, 2010]

In order to get some indication of the accessibility of your
document or template (see Technique 1), then you may consider
saving the file into HTML or PDF in order to perform an accessibility
check in one of those formats, as described below.

To evaluate HTML accessibility

If you wish to check the accessibility of your document or template
(see Technique 1), one option is to save it into HTML format and use
one of the web accessibility checkers available online. Such as:

e AChecker
¢ WebAIM Wave Web Accessibility Evaluation Tool

To evaluate PDF accessibility

If you saved your document in tagged PDF format, you can use the
following tools and steps to evaluate the accessibility of the PDF
document:

e Adobe Acrobat Professional

e CommonLook PDF Evaluator

» PDF Accessibility Checker (PAC) - a free alternative provided

by “Access for all”

To evaluate PDF accessibility in Adobe Acrobat Professional

1. Go to menu item: Advanced > Accessibility > Full Check...
2. In the Full Check dialog, select all the checking option
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3. Select the Start Checking button

Editor’s note: For detailed instructions, see our section

on how to check accessibility using Adobe Acrobat

Professional.

Technique 12. Use Accessibility Features when
Saving/Exporting to Other Formats

In some cases, additional steps must be taken in order to ensure
accessibility information is preserved when saving/exporting to
formats other than the default.

PDF

PDF documents are not always accessible. Accessible PDF
documents are often called “Tagged PDF’ because they include
“tags” that encode structural information required for accessibility.
To evaluate the accessibility of your PDF document, see Technique
1.

HTML

1. Apply one of the default heading paragraph styles to the
paragraphs where you want to generate an HTML page
2. Go to menu item: File > Send > Create HTML Document
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3. Inthe Styles box, select the paragraph style that you want to
use to generate a new HTML page

4. Enter a path and a name for the HTML document

5. Click Save

6. Check the HTML file for accessibility (see Technique 11)

To clean up your HTML file

Remove unnecessary styles, line breaks, etc.

Remove unnecessary id, class, and attributes

Remove font tags

Remove styles in the <head> tag

Ensure the <th> tags have a scope attribute

Remove <p> tags nested inside <th> and <td> tags

Check for accessibility (see Technique 11) Note: you may wish to
use HTML editors or utilities to help with this process.

NSO gLk W e

Technique 13. Consider Using Accessibility
Support Applications/ Plugins

Disclaimer: This list is provided for information purposes only. It is
not exhaustive and inclusion of an application or plug-in on the list
does not constitute a recommendation or guarantee of results.

* Read Text - an extension that reads text from Calc

* 0002GD - an extension that allows you to export, update and
import all documents, spreadsheets and presentations
between OpenOffice.org applications and Google docs.
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Accessibility Help

If you are interested in what features are provided to make using
Calc accessible, documentation is provided in Calc’s Help system:

1. Go to menu item: Help > OpenOffice.org Help (F1)
2. Enter “accessibility” as the Search Term

RCfCI'Cl’lCCS and Resources

1. OpenOffice.org 3.x Calc Guide (PDF)
2. OpenOffice.org Calc Help

3. OpenOffice.org Accessibility Help

4. GAWDS Writing Better Alt Text
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Google Slides

Usage Notes

At the time of testing (December 2019), Google Slides lacks several
features that enable accessible office document authoring, most
notably: a separate document title field and the ability to indicate
headings for rows and columns. With this in mind, be cautious of
templates available in the Google Slides template gallery and be sure
that they comply the techniques discussed here.

While there is no accessibility checking feature built into Google
Slides, you can install a third-party add-on called Grackle Slides.
Grackle is a third-party plug-in that includes an accessibility
checker along with other features that enhance accessibility on
Grackle Slides (see Technique 11). Due to the nature of Google Slides,

some accessibility features, such as tables, are only fully accessible
when exporting the document to another format, like a HTML or
PDF file.

What's an “Office Document”?

You should use these techniques when you are using Google Slides
to create documents that are:

* Intended to be used by people (i.e., not computer code),

» Text-based (i.e., not simply images, although they may contain
images),

* Fully printable (i.e., where dynamic features are limited to
automatic page numbering, table of contents, etc. and do not
include audio, video, or embedded interactivity),
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* Self-contained (i.e., without hyperlinks to other documents,
unlike web content), and

* Typical of office-style workflows (Reports, letters, memos,
budgets, presentations, etc.).

If you are creating forms, web pages, applications, or other
dynamic and/or interactive content, these techniques will still
be useful to you, but you should also consult the W3C-WAI Web
Content Accessibility Guidelines (WCAG 2.0) because these are

specifically designed to provide guidance for highly dynamic and/
or interactive content.

File Formats

Google Slides does not have a default file format, as it is a web-
based authoring tool.

Google Slides offers a number of presentation processor and web
format saving options. Most of these have not been checked for
accessibility, but some information and/or instructions are
available for the following formats in Technique 12.

* Microsoft PowerPoint (.pptx)

* ODP Document (.odp)

* PDF Document (.pdf)

* Plain Text (.txt)

» JPEG image (,jpg, current slide)

* PNG image (.png, current slide)

* Scalable Vector Graphics (.svg, current slide)
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Document Conventions

We have tried to formulate these techniques so that they are useful
to all authors, regardless of whether they use a mouse. However,
for clarity there are several instances where mouse-only language
is used. Below are the mouse-only terms and their keyboard
alternatives:

» *Right-click: To right-click with the keyboard, select the
object using the Shift+Arrow keys and then press either (1) the
“Right-Click” key (some keyboard have this to the right of the
spacebar) or Shift+F10.

Disclaimer and Testing Details

Following these techniques will increase the accessibility of your
documents, but it does not guarantee accessibility to any specific
disability groups. In cases where more certainty is required, it is
recommended that you test the office documents with end users
with disabilities, including screen reader users. Files are easily saved
as various file formats (see Technique 12).

Editor’s note: Since the content of this page has been
heavily updated from the original article (Authoring
Techniques for Accessible Office Documents: Google docs:
Presentations), the usual editor’s notes that flag new
content will be omitted. The application-specific steps and

screenshots were updated in December 2019.
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Technique 1. Use Accessible Templates

At this time (December 2019), Google Slides lacks support for
accessibility features such as table headings.

All office documents start with a template, which can be as simple
as a blank standard-sized page or as complex as a nearly complete
document with text, graphics and other content. For example, a
“Meeting Minutes” template might include headings for information
relevant to a business meeting, such as “Actions” above a table with
rows to denote time and columns for actions of the meeting.

Because templates provide the starting-point for so many
documents, accessibility is critical. If you are unsure whether a
template is accessible, you should check a sample document
produced when the template is used (see Technique 11).

Google Slides’s default template for new documents is a blank
presentation. The basic installation also includes a wide variety of
templates for business presentations. These are all accessible by
virtue of being blank.

It is possible to create your own templates from scratch in Google
Slides. As well, you can edit and modify the existing templates,
ensuring their accessibility as you do so and saving them as a new
template.

To select a template

1. Go to Google Sheets.
2. At the top right, click on Template Gallery.

Start a new presentation i

- y E A7 d i o  fll ek o st
Presentations That “
F Stick jone = T
~~~~~~ _JE
Blank Your big idea Photo album Wedding

by Made to Stick
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3.

Select a template.

4. A copy of the template will open.

To create an accessible template

1.

Create a new document (from the default template or from an
existing template).

Note: If creating a template from an existing document, go to
File > Make a copy. Type a name and choose where to save it,
then, click Ok.

Rename your document. Be sure to indicate that the document
is an accessible template by using terms such as “accessible”
(e.g., “Accessible Memo Template”). This will improve its
searchability and promote its use as an accessible template.
Ensure that you follow techniques in this document. You may
also check the accessibility (see Technique 11).

To share your accessible template as a new document

You can share your accessible template, but it may be more useful

to share the file as copy that other users can add to their Google

Drive.

1. Go to the address bar change the end of the URL before
sending it.

2. Replace “edit” at the end of the URL with “copy”
For example:
Before: http: //docs.google.com/document/d /12345678 /edit
After: http: //docs.google.com/document/d /12345678 /copy

3. Send the modified copy link.

4. When the recipient follows the modified copy link, they're

instructed to click on Make a copy.
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5. They can then work on a copy of the accessible template.

For more information, see the resources below:

* Google: Create document templates
* Google: Share “Make a copy” links to your files

Technique 2. Set Document Language

At this time, Google Slides does not offer an explicit language
selection mechanism to indicate the natural language of your
document or changes in natural language at any point within the
content. Google Slides defaults the natural language to the language
selected for your Google Account. When exporting to other
document formats, there is no guarantee that the natural language
of your Google Account will be indicated as the natural language of
your document.

In order for assistive technologies (e.g., screen readers) to be able
to present your document accurately, it is important to indicate the
natural language of the document. If a different natural language is
used for a paragraph or selected text, this also needs to be clearly
indicated.

Technique 3. Use Built-In Layout and Sty]ing

Features

Google Slides does not offer “True Headings” or “Named Styles”.
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3.1 Use Buile-In Slide Layouts

Instead of creating each slide in your presentation by starting from
a blank slide, check whether there is a suitable built-in layout.

Note: The built-in layouts can be more accessible to users of
assistive technologies because they technologies sometimes read
the floating items on the slide in the order that they were placed on
the slide. The built-in layouts have usually taken this into account
(e.g., “Title” first followed by other items, left to right and from top
to bottom). If you create slide layouts from scratch, it is sometimes
difficult to keep track of the order elements were placed.

To apply “true layout” to a slide

1. Go to menu item: Slide > New Slide... (Ctrl+M).
2. Inthe Layout drop-down on the toolbar, select a slide layout
from the options.
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3. Anew slide will be inserted into the presentation with the
layout you selected

3.2 Customize Using Master Slides

Google Slides is packaged with master slides available for your use.
If a layout must be customized, it is recommended that Master
Slides be used.

Every slide layout in a presentation is defined by its master slide.
A master slide determines the formatting style for various elements
of the slide layout. This includes font styles, character formatting,
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and the positioning of elements. Essentially, each master slide acts
as a design template for the slide layout.

If you edit any aspect of the slide layout in the master slide,
the change will affect all slides that were created based on it. For
this reason, it is good practice to edit the master slide and use
the slide layouts before building individual slides. It is essential
that you create and use master slides that meet the accessibility
requirements outlined in this document.

One way around this is to format a slide, ensuring its accessibility,
and then create duplicates of that slide within your presentation.
You can then edit the content of the duplicate slides, while ensuring
that its layout meets accessibility requirements. In this way, the
original slide acts as design template for the slides derived from it.

To duplicate a slide

1. Go to menu item: Slide > Duplicate slide.
2. Edit the content of your duplicate slide, ensuring your changes
do not negatively affect accessibility of the slide.

To change a theme

1. Go to the menu item Slide, then select Change theme.
2. On the right sidebar, select the theme you want.

Note: If you would like to include a unique slide layout for a single
slide, see Google: Learn how to apply a theme to only one slide.

To customize a master slide

1. Go to the menu item Slide > Edit master.
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Optional: Before editing the master, you can first select a
theme that is similar to the design you want before editing the
master (select Theme, then select a theme from the right).

2. In the master template editor, select the Master slide at the

Simple Light Editing: Simple Light - Master (Used by all slides)  Rename X

MASTER

LAYOUTS
Click to edit master title style

« First level
Second lavel
 Third level
« Fourth lavel
o Fifth lavel
= Sixth level
= Saventh level

= Eight level

» Ninth level

3. Make your edits to the master slide.

4. When finished, select the “x” at the top-righthand side of the
menu to close.

5. Your presentation should be updated with the changes.

For more details on how to customize your presentation, see
Google: Change the theme, background, or layout in Google Slides.

Technique 4. Set a Logical Tab Order

Many presentation applications create content composed almost
exclusively of “floating” objects. This means that they avoid the
transitions between in-line content and secondary “floating”
objects (text boxes, images, etc.) that can cause accessibility issues
in word processors.

However, when you are working with “floating” objects, it is

important to remember that the way objects are positioned in two
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dimensions on the screen may be completely different from how
the objects will be read by a screen reader or navigated using a
keyboard. The order that content is navigated sequentially is called
the “Tab Order” because often the “Tab” key is used to navigate from
one “floating” object to the next.

Tips for setting a logical “cab order” for “floating”

objects

e The tab order of floating objects is usually from
the “lowest” object on the slide to the “highest”

*  Because objects automatically appear “on top”
when they are inserted, the default tab order is
from the first object inserted to the last. However,
this will change if you use features such as “bring
to front” and “send to back’.

e The slide’s main heading should be first in the
tab order.

*  Headings should be placed in the tab order
immediately before the items (text, diagrams, etc.)
for which they are acting as a heading.

e Labels should be in the reading order placed
immediately before the objects that they label.

e For simple slide layouts, it may be possible to
simply insert objects in a logical tab order.

*  For more complex layouts, it may be easier to
simply to create the slide as usual and then set the
tab order (see below).
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To set the tab order

1. Select the object.
2. Go to menu item Arrange > Order > Bring to front, Bring
forward, Send backward, or Send to back.

Arrange |Tools Add-ons Help

HDrder g Bring to front
Bring forward
Send backward
Center on page . Send to back
Rotate .

Technique 5. Use Slide Notes

A useful aspect of presentation applications is the facility to add
notes to slides, which can then be read by assistive technologies.
You can use these slide notes to explain and expand on the contents
of your slides in text format. Slide notes can be created as you build
your presentation.

To add notes to your slides

1. Go to menu item: View > Show Speaker Notes
Note: Once you have selected this option, the Speaker notes
pane will appear on the right side of the window for each slide.
If you close the Speaker notes pane, you will have to perform
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the above step to access it again.
2. In the Speaker notes pane on the right, enter notes to
accompany each slide.

Technique 6. Provide Text Alternatives for
Images and Graphical Objects

Google Slides offers a mechanism for adding alternative text to
images and objects where it can be readily accessed by screen
reader users. While you can add alt text, you will need to ensure that
you provide the longer descriptions in the body of the document,
near the images and objects. While this solution is not optimal
for screen reader users and will complicate your own accessibility
testing, it is necessary until long descriptions are supported.

When using images or other graphical objects, such as charts and
graphs, it is important to ensure that the information you intend to
convey by the image is also conveyed to people who cannot see the
image. This can be accomplished by adding concise alternative text
of each image. If an image is too complicated to concisely describe
in the alternative text alone (artwork, flowcharts, etc.), provide a
short text alternative and a longer description as well.

Tips for writing alternative text

* Try to answer the question “what information is
the image conveying?”
* If the image does not convey any useful
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information, leave the alternative text blank

* If the image contains meaningful text, ensure all
of the text is replicated

e Alternative text should be fairly short, usually a
sentence or less and rarely more than two
sentences

* If more description is required (e.g., for a chart
or graph), provide a short description in the
alternative text (e.g., a summary of the trend) and
more detail in the long description, see below

e Test by having others review the document with
the images replaced by the alternative text

Tips for writing longer descriptions

*  Long descriptions should be used when text
alternatives (see above) are insufficient to answer
the question “what information is the image
conveying?”

* Insome situations, the information being
conveyed will be how an image looks (e.g., an
artwork, architectural detail, etc.). In these cases,
try to describe the image without making too
many of your own assumptions.

*  One approach is to imagine you are describing
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the image to a person over the phone

Ensure that you still provide concise alternative
text to help readers decide if they are interested
in the longer description

Alternatively, you can include the same information
conveyed by the image within the body of the
document, providing the images as an alternate to the

text. In that case, you do not have to provide alternate
text within the image.

To add alternative text to images and graphical objects

1. Right-click* on the image.
2. Select Alt Text from the contextual menu.
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3. Add your alt text to the Description field.

Alt Text X
Alt text is accessed by screen readers for people who might have trouble seeing
your content.

Title

Description

4. Press OK to saveNote: Enter a description in the Title field will
show a pop-up tooltip when users hover over the image with
their mouse. However, it is recommended to put the image
description in the Description field.

Technique 7. Use Built-In Structuring Features

7.1 Tables

At this time (December 2019), Google Slides does not offer a
mechanism that allows you to select and indicate headings for rows
and columns. Since it is not possible to create complex tables in
Google Slides that are accessible, avoid creating complex tables
since table headers cannot be designated.

If you use the Grackle Slides add-on, tables can be given structure
and table headings can be indicated. While these fixes won't be
useful for making tables more accessible in Google Slides, it does
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allow you to export the document into another format with
appropriate table tags intact. For more on Grackle Slides, see

Technique 11.

When using tables, it is important to ensure that they are clear
and appropriately structured. This helps all users to better
understand the information in the table and allows assistive
technologies (e.g., screen readers) to provide context so that the
information within the table can be conveyed in a meaningful way.

Tips for tables

*  Only use tables for tabular information, not for
formatting.

e Use “real tables” rather than text formatted to
look like tables using the TAB key or space bar.
These will not be recognized by assistive
technology.

*  Keep tables simple by avoiding merged cells and
dividing complex data sets into separate smaller
tables, where possible.

e If tables split across pages, set the header to
show at the top of each page. Also set the table to
break between rows instead of in the middle of
rOwsS.

*  Create a text summary of the essential table
contents. Any abbreviations used should be
explained in the summary.

Table captions or descriptions should answer
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quantity”).

other cells in the table.

clear.

(see Technique 4).

the question “what is the table’s purpose and how
is it organized?” (e.g., “A sample order form with
separate columns for the item name, price and

. Table cells should be marked as table headers
when they serve as labels to help interpret the

. Table header cells labels should be concise and

e Ensure the table is not “floating” on the page

7.2 Lists

When you create lists, it is important to format them as “real lists”.

Otherwise, assistive technologies will interpret your list as a series

of short separate paragraphs instead of a coherent list of related

items.

To create an ordered or unordered list

1. Select the text box or highlight the text
2. Go to the menu bar
3. Click the Numbered list or Bullet list button
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Fruit

s Apples Click to add text
e Oranges
e Bananas

7.3 Columns

Use Columns feature for placing text in columns.
Note: Because columns can be a challenge for users of some assistive
technologies, consider whether a column layout is really necessary.

7.4 Document Title

At this time (December 2019), Google Slides makes use of a single
document name. Within Google Slides, this serves well as a title, but
when exporting to ODT, the document name is used to form the file
name, and the ODT “Title” properties field is left blank, or it lists the
title used in the first slide of the presentation.

In case the document is ever converted into HTML, it should be
given a descriptive and meaningful title.

To change [hCﬁlC name Of [I’lC current document

1. Go to menu item: File > Rename
2. In the Rename Document dialog, enter a new document name
3. Click OK
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Technique 8. Create Accessible Charts

In Google Slides, you can insert data charts linked to an existing

Google Sheet file (see Google Help: Link a chart or table to Google
Slides for instructions).

Charts can be used to display data in meaningful ways for your
audience. It is important to ensure that your chart is as accessible
as possible to all members of your audience. All basic accessibility
considerations that are applied to the rest of your document must
also be applied to your charts and the elements within your charts.
For example, use shape and color, rather than color alone, to convey
information. As well, some further steps should be taken to ensure
that the contents are your chart are appropriate labeled to give
users reference points that will help to correctly interpret the

information.

To add a new Cl’laTE toa pTC‘SGHEClEiOTl

1. Go to Insert > Chart.
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Insert |Format Slide Arrange Tools Add-ons Help

M Image > e /5 = =
| Text box v
) Audio
W Video
Q1 shape >
| Table .
[1] Chart | g Bar
s Diagram [@ Column
A Word art ~ Line
*, Line . ¢ Pie
. () Special characters From Sheets
@ Animation

2. Select the type of chart you want to add.
Note: To edit a chart, see Google Help: Edit or Update Chart
Data.
Note: To learn more about how to customize the chart you
created, see BrightCarbon: Google Slides: The ULTIMATE guide
blog post).

Other Chart Considerations

* When creating line charts, use the formatting options to create
different types of dotted lines to facilitate legibility for users
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who are color blind

* When creating bar charts, it is helpful to apply textures instead
of colors to differentiate the bars

* Change the default colors to a color safe or gray-scale palette

* Use the formatting options to change predefined colors,
ensuring that they align with sufficient contrast requirements

(see Technique 9.2)

Technique 9. Make Content Easier to See

9.1 Format of Text

When formatting text, especially when the text is likely to be
printed, try to:

» Use font sizes between 12 and 18 points for body text.

* Use fonts of normal weight, rather than bold or light weight
fonts. If you do choose to use bold fonts for emphasis, use
them sparingly.

» Use standard fonts with clear spacing and easily recognized
upper and lower case characters. Sans serif fonts (e.g., Arial,
Verdana) may sometimes be easier to read than serif fonts (e.g.,
Times New Roman, Garamond).

* Avoid large amounts of text set all in caps, italic or underlined.

* Use normal or expanded character spacing, rather than
condensed spacing.

* Avoid animated or scrolling text.

But can’t users just zoom in? Office applications do typically
include accessibility features such as the ability to magnify
documents and support for high contrast modes. However, because
printing is an important aspect of many workflows and changing
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font sizes directly will change documents details such the
pagination, the layout of tables, etc., it is best practice to always
format text for a reasonable degree of accessibility.

9.2 Use Sufficient Contrast

The visual presentation of text and images of text should have a
contrast ratio of at least 4.5:1. To help you determine the contrast,
here are some examples on a white background:

* Very good contrast (Foreground=black, Background=white,
Ratio=21:1)

» Acceptable contrast (Foreground=#767676, Background=white,
Ratio=4.54:1)

* Unacceptable contrast (Foreground=#AAAAAA,
Background=white, Ratio=2.32:1)

Also, always use a single solid color for a text background rather
than a pattern.

In order to determine whether the colors in your document have
sufficient contrast, you can consult an online contrast checker, such
as:

¢ WebAIM: Contrast Checker
e Juicy Studio: Luminosity Color Contrast Ratio Analyzer

* Joe Dolson Color Contrast Spectrum Tester

» Joe Dolson Color Contrast Comparison

9.3 Avoid Using Color Alone

Color should not be used as the only visual means of conveying
information, indicating an action, prompting a response, or
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distinguishing a visual element. In order to spot where color might
be the only visual means of conveying information, you can create a
screenshot of the document and then view it with online gray-scale
converting tools, such as:

* GrayBit v2.0: Grayscale Conversion Contrast Accessibility Tool

Editor’s note: GrayBit v2.0 is no longer available.
However, multiple tools can be found online: Google
Search: gray-scale conversion tool.

9.4 Avoid Relying on Sensory Characteristics

The instructions provided for understanding and operating content
should not rely solely on sensory characteristics such as the color
or shape of content elements. Here are two examples:

* Do not track changes by simply changing the color of text you
have edited and noting the color. Instead use Google Slides’s
change tracking features to track changes, such as revision
history.

* Do not distinguish between images by referring to their
appearance (e.g. “the bigger one”). Instead, label each image
with a figure number and use that for references.

9.5 Avoid Using Images of Text

Before you use an image to control the presentation of text (e.g.,
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to ensure a certain font or color combination), consider whether
you can achieve the same result by styling “real text” If this is not
possible, as with logos containing stylized text, make sure to provide
alternative text for the image following the techniques noted above.

9.6 Avoid Transitions

Transitions between slides and elements in each slide (e.g., bullets
in a list flying onto the screen) can be distracting to users with
disabilities. It can also cause assistive technologies to read the slide
incorrectly. For these reasons, it is best to avoid transitions
altogether.

Technique 10. Make Content Easier to

Understand

10.1 Write Clearly

By taking the time to design your content in a consistent way;, it will
be easier to access, navigate and interpret for all users:

* Whenever possible, write clearly with short sentences.

* Introduce acronyms and spell out abbreviations.

* Avoid making the document too “busy” by using lots of
whitespace and by avoiding too many different colors, fonts
and images.

» If content is repeated on multiple pages within a document or
within a set of documents (e.g., headings, footings, etc.), it
should occur consistently each time it is repeated.
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10.2 Provide Context for Hyperlinks

Hyperlink text in your document should be meaningful when read
out of context. To be an effective navigation aid, the link text should
describe the destination of the link.

Consider the experience of screen reader users: Generally, screen
readers generate a list of links, and screen reader users navigate this
list alphabetically. Hyperlink text such as “click here” or “more” is
meaningless in this context.

In order to be useful to someone using a screen reader, ensure
that hyperlink text is self-describing and meaningful on its own.

To add hyperlinks with meaningful text

1. Go to menu item: Insert > Link. Alternately, you can select the
text youd like to add a link to and press Ctrl+K (or Cmd+K on
Macs).

2. Inthe pop-up box, enter descriptive text in the Text display
box.

3. Enter the link address in the Link.
4. Select Apply.

Text

Link

10.3 Accessible Presentations

It is important to consider accessibility before, during, and after
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presentations. Below is a helpful link with guidance on how to make
presentations accessible to all:

e “How to Make Presentations Accessible to All” (Source: W3C-
WAI Draft

Enable live automatic captions when presenting

In Google Slides, you can present slides with automatic captions
that displays the speaker’s words in real time at the bottom of the
screen.

Note: This feature is only available on Chrome devices in U.S.
English. Also, captions are not stored.

Step 1: Set up your microphone

1. Google Slides requires your computer’s microphone or an
external microphone paired with your computer to be turned
on and working.

2. Devices and microphones vary, so be sure to check your
computer’s settings. Typically, these settings are found under
System Preferences on a Mac or in the Control Panel on a PC.

Step 2: Present with captions

Connect to the internet.
Open your presentation.
To start presenting, click Present.

L A

To turn on captions, click CC.

As you speak, the captions (without punctuation) appear at the
bottom of the screen.

5. To turn off captions, click CC again.
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For more details on enabling live automatic captions when
presenting, see Google: Present slides with captions.

Technique 1. Check Accessibility

At this time (December 2019), Google Slides does not offer a
mechanism to check for potential accessibility errors in your
document prior to publishing. However, a third-party add-on called
Grackle Sheets can be used to check the accessibility of your
workbook (see below).

In order to get some indication of the accessibility of your
document or template (see Technique 1), then you may consider
saving the file into HTML or PDF in order to perform an accessibility
check in one of those formats, as described below.

To evaluate HTML accessibility

If you wish to check the accessibility of your document or template
(see Technique 1), one option is to save it into HTML format and use
one of the web accessibility checkers available online. Such as:

e AChecker
* WebAIM Wave Web Accessibility Evaluation Tool

To evaluate PDF accessibility

If you saved your document in tagged PDF format, you can use the
following tools and steps to evaluate the accessibility of the PDF
document:

e Adobe Acrobat Professional
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* CommonLook PDF Evaluator
* PDF Accessibility Checker (PAC) - a free alternative provided
by “Access for all”

To evaluate PDF accessibility in Adobe Acrobat Professional

Go to menu item: Advanced > Accessibility > Full Check...
2. In the Full Check dialog, select all the checking option
Select the Start Checking button

Editor’s note: For detailed instructions, see our section

on how to check accessibility using Adobe Acrobat

Professional.

Grackle Slides

Warning: Automated accessibility checkers cannot be trusted to
check for all accessibility concerns, so be sure to review the
recommended techniques in this document.

What is Grackle Slides? Grackle Slides is a third-party add-on
that runs on spreadsheets created in Google Sheets. It helps with
checking and improving the digital accessibility of your document.
Due to the nature of Google Sheets, some accessibility features,
such as tables, are only fully accessible when exporting the
document to another format, like an HTML file.

How does it work? After Grackle is launched, It scans the current
spreadsheet for accessibility issues and identifies and locates
errors. Feedback appears in a sidebar that is docked on right-side
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of the screen. By exploring the sidebar, you can immediately learn
about accessibility issues and find and fix the detected errors by
interacting with the Grackle sidebar. Due to the nature of Google
Slides, some accessibility features, such as tables, are only fully
accessible when exporting the document to another format, like a
HTML or PDF file.

Note: Grackle’s accessibility checker is free to use; however, the
ability to export and produce accessible HTML spreadsheets, and so
on, is only free for the first 30 days (as of December 2019).

At the time of testing, creating tagged PDFs in Grackle Slides is
still in beta testing. While there are some export limitations, Grackle

Slides performs accessibility checks that are valuable.
Grackle Slides performs the following 16 accessibility checks:

* Presentation

o Presentation title is required
o Document language should be specified
 Slides

o Aslide should have a title

o Slide title should be unique

o Aslide should not be empty
* Tables

o Tables should be tagged and described

o The use of merged cells is not recommended

o The use of empty cells is not recommended
* Elements

o Images should have alternative text
o Elements should have alternative text
o Text boxes should not be empty
o Lists should not be broken apart
* Content

o Fine print should be avoided
o High color contrast should be used
° In-line style changes may lack clear meaning
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o Empty trailing lines should be removed

How to install Grackle Slides

Grackle Slides can be installed from the Add-ons menu of a Google
Slides document.

. Open a Google presentation document.
2. Select Add-ons > Get Add-ons.

o Search for “Grackle” in the search field.
o Select the add-on and click Install.

3. Note: A message will appear requesting access to data that the
add-on needs to work. Review the message and click Allow.

How to launch and use Grackle Sheet

Grackle Sheets is simple to launch and is accessed from the Add-ons
menu.

1. Open a Google Slide document.

2. TFrom the Add-ons menu, select Grackle Slides, then select
Launch.
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Manage add-ons

3. Asidebar launches that identifies errors and warnings.

o Clicking on each error and warning will expand the
selection and provide guidance on how to resolve each
issue.

o Select the “Locate” button on any flagged item will take
you to that line of the document to review.

o Continue to review and address each flagged item.

4. Select the “Re-Check” button at the top of the sidebar to
update the report.
5. Continue to revise until all checks have passed.

Troubleshooting Grackle Slides

When testing the Grackle Slides, we found that the plugin would
sometimes error out. Grackle Slides would indicate that the checks
are complete, but the remediation functionality in the Grackle
sidebar is not responsive.
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Steps you can take when the Grackle Slide plugin does not
function correctly:

Export as a Microsoft PowerPoint file
Open a new presentation file.
Go to File > Import slides

W N =

Run Grackle again

Note: After exporting to PowerPoint, you can run Microsoft’s built-
in accessibility checker.

Technique 12. Use Accessibility Features when
Saving/Exporting to Other Formats

In some cases, additional steps must be taken in order to ensure
accessibility information is preserved when saving/exporting to
formats other than the default.

To save in a different format

1. Go to menu item: File > Download as
2. Select format

PDF

PDF documents are not always accessible. Accessible PDF
documents are often called “Tagged PDF” because they include
“tags” that encode structural information required for accessibility.
To evaluate the accessibility of your PDF document, see Technique
1.
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To clean up your HTML file

Remove unnecessary styles, line breaks, etc.

Remove unnecessary id, class, and attributes

Remove font tags

Remove styles in the <head> tag

Ensure the <th> tags have a scope attribute

Remove <p> tags nested inside <th> and <td> tags

Check for accessibility (see Technique 11)

Note: you may wish to use HTML editors or utilities to help

NS UL W N

with this process.

Technique 13. Consider Using Accessibility
Support Applications/Plugins

Disclaimer: This list is provided for information purposes only. It is
not exhaustive and inclusion of an application or plug-in on the list
does not constitute a recommendation or guarantee of results.

The following accessibility related plug-ins and support are
available for Google Slides:

* Grackle Slides
e Keyboard shortcuts for Google Slides
* Google Slides Section 508 Compliance

Accessibility Help

If you are interested in what features are provided to make using
Google Slides more accessible to users, documentation is provided
in online articles and Help forums:
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1. Go to menu item: Help > Google Docs Help Center

RCfCI‘Cl‘lCCS and Resources

Google Slides Help Center (a list of help topics)
Google Slides Learning Center (list of tutorials and guides)
Grackle Slides (plugin that checks for accessibility)

Google: Make your document or presentation more accessible
GAWDS Writing Better Alt Text

gl ok W N =
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Microsoft PowerPoint 2010,
2013, 2016, and 2019

Usage Notes

At the time of testing (December 2019), PowerPoint provides a set
of accessibility features that is sufficient to enable the production
of accessible digital office documents. In addition, PowerPoint
includes an accessibility checking feature.

What's an “Office Document”?

You should use these techniques when you are using PowerPoint to
create documents that are:

* Intended to be used by people (i.e., not computer code),

» Text-based (i.e., not simply images, although they may contain
images),

* Fully printable (i.e., where dynamic features are limited to
automatic page numbering, table of contents, etc., and do not
include audio, video, or embedded interactivity),

* Self-contained (i.e., without hyperlinks to other documents,
unlike web content), and

» Typical of office-style workflows (Reports, letters, memos,
budgets, presentations, etc.).

If you are creating forms, web pages, applications, or other
dynamic and/or interactive content, these techniques will still
be useful to you, but you should also consult the W3C-WAI Web

Microsoft PowerPoint 2010, 2013,
2016, and 2019 | 529


http://www.w3.org/WAI/intro/wcag.php
http://www.w3.org/WAI/intro/wcag.php

Content Accessibility Guidelines (WCAG 2.0) because these are
specifically designed to provide guidance for highly dynamic and/

or interactive content.

File Formats

The default file format for PowerPoint is Office Open XML (PPTX).

In addition, PowerPoint offers many other presentation processor
and web format saving options. Most of these have not been
checked for accessibility, but some information and/or instructions
are available for the following formats in Technique 12 (below):

* MS PowerPoint (PPT)
* PDF
« HTML

Document Conventions

We have tried to formulate these techniques so that they are useful
to all authors, regardless of whether they use a mouse. However,
for clarity there are several instances where mouse-only language
is used. Below are the mouse-only terms and their keyboard
alternatives:

» *Right-click: To right-click with the keyboard, select the
object using the Shift+Arrow keys and then press either (1) the
“Right-Click” key (some keyboard have this to the right of the
spacebar) or Shift+F10.
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Disclaimer and Testing Details:

Following these techniques will increase the accessibility of your
documents, but it does not guarantee accessibility to any specific
disability groups. In cases where more certainty is required, it is
recommended that you test the office documents with end users
with disabilities, including screen reader users. The application-
specific steps and screenshots in this document were created using
Microsoft PowerPoint 2010 (ver. 14.0.4760.1000, Windows XP, Sept.
2010) while creating a PPTX document. Files are also easily saved as
other file formats (see Technique 12, below).

Technique 1. Use Accessible Templates

All office documents start with a template, which can be as simple
as a blank standard-sized page or as complex as a nearly complete
document with text, graphics and other content. For example, a
“Meeting Minutes” template might include headings for information
relevant to a business meeting, such as “Actions” above a table
with rows to denote time and columns for actions of the meeting.
Because templates provide the starting-point for so many
documents, accessibility is critical. If you are unsure whether a
template is accessible, you should check a sample document
produced when the template is used (see Technique 11, below).

PowerPoint’s default template for new documents is a blank
presentation. If you are connected to the internet, you can access
a variety of blank business presentation templates through
Office.com. These are all accessible by virtue of being blank.

It is possible to create your own accessible templates from
scratch in PowerPoint. As well, you can edit and modify the existing
prepackaged templates, ensuring their accessibility as you do so and
saving them as a new template.
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To create an accessible template

Create a new document

2. Ensure that you follow the techniques in this document

3. When you are finished you should also check the accessibility
of the document (see Technique 11, below)

4. Go to menu item: File > Save As

5. In the Save as type list, select PowerPoint Template

6. In the File name box, type a name for the template. Using a
descriptive File name (e.g., “Accessible Sales Template”) will
increase the prominence of the accessibility status. As well,
filling in the text box labeled Tags with the term “accessibility”
will improve its searchability as an accessible file.

7. Select Save

Search Templates

Organize v New folder E- @

& Downloads i MName Date modified Type

- Recent Places
| Document Themes 27/10/201511:15 ... File folder

o I LiveContent 29/07/201510:23 ...  File folder
w4 Libraries

3 Documents
J‘r Music =
| Pictures

B videos

M Computer
£, Windews7_05 (C
ca Local Disk (D) _ i

Filename: Accessible Presentation Template -

[
1
1
1
A

Save as type:  PowerPoint Template - ]

T ¥
Authors: Admin 1 Tags [accessibid 1 |
¥

_______________

= Hide Folders Tools ~ [ Save l | Cancel |

To select an accessible template

Only use these steps if you have an accessible template available
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(e.g., that you previously saved). Otherwise, simply open a new
(blank) document.

Go to menu item: File > New
2. Under Available Templates, select My Templates

Home Insert Design Transitions Animations Skide Show Review View Add-in
H Save
"""""" - Available Templates and Themes
:‘ Bl savens P A
Ay ‘ - Home
i Open e .
H ]
[ Close ) 4 H
! " :
T o | b .
: " L H ' |
- D m AL
e e . ¥ =
Recent Blank Recent Sample Themes )| My templates i Mew from
pmmm———— presentation templates templates x . easting
L ——
Office.com Templates Search Office.com

3. Inthe New document dialog, select your accessible template
from the list
4. Select OK

AES

Preview

5. Anew document based on the template will be displayed. If
you have chosen an accessible template, the document will be
accessible at this point. As you add your content (e.g., text,
images, etc.), ensure that you consult the sections that follow
to preserve accessibility.
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Technique 2. Set Document Language

In order for assistive technologies (e.g., screen readers) to be able
to present your document accurately, it is important to indicate the
natural language of the document. If a different natural language is
used for a paragraph or selected text, this also needs to be clearly
indicated.

To change the default language

Go to menu item: File

Select Options from the list in the left window pane

Select Language from the list in the left of the Options dialog
Under Chose Editing Languages, select the editing language

W N =

you want to use
Note: to add an editing language, select the language from the
drop down list labeled [Add additional editing languages]

5. Select Set as Default

6. Close all Office programs and open them again for the changes
to take effect
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General %3: Set the Office Language Preferences.
Procfing -
Save Choose Editing Languages
(2]
Language Add additional Ianguages to edit your documents. The editing languages set language-specic festures, including
= DR e 0D TGl i P e o e st e et ot e o o o
Advanced

Editing Language Keyboard Layout  Proofing (Spelling, Grammar...) :
English (Canada) <default> Enabled 7 Instalied

English (U.5) Mot enabled 7 Instalied i]

MNot enabled 1

b

Customize Ribbon
Quick Access Toolbar

1

=]

]

1
Add-ns ?

1

Trust Center

French (Canae & Installed

Choose Display and Help Languages

Set the language priority order for the buttons, tabs and Help

Display Language Help Language

1. Match Microsoft Windows <default> - 1. Match Display Language <default> -
2. English E] 2. English E]
Set as Default Set as Default

> View display lanquages installed for each Microsoft Oftice program

@, How do1get more Display and Help Ianquages from Office.com?

Choose ScreenTip Language

Set your Screen]ip language ) | Match Display Language [=]

@, How do 1 get more ScreenTip languaqes from Office com?

To apply a language directly to selected text

Select the text

Go to menu item: Review

In the Language section, select the Language button
Select Set Proofing Language

gL 0N e

In the Mark selected text as box, select the language from the
list
6. Select OK
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Technique 3. Use Built-In Layout and Styling
Features

PowerPoint does not provide “True Headings” or “Named Styles” as
does Word.

3.1 Use Buile-In Slide Layouts

Instead of creating each slide in your presentation by starting from
a blank slide, check whether there is a suitable built-in layout.

Note: The built-in layouts can be more accessible to users of
assistive technologies because these technologies sometimes read
the floating items on the slide in the order that they were placed on
the slide. The built-in layouts have usually taken this into account
(e.g., “Title” first followed by other items, left to right and from top
to bottom). If you create slide layouts from scratch, it is sometimes
difficult to keep track of the order in which elements were placed.
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To apply “crue layout” to a slide

1. Go to menu item: Home

2. In the Slides section, select the Layout button

3. Select the layout you would like to use from the drop down

__________________________

1 -~ " R =~
Home Iinsert 9€slgn Transitions Animations Slide Show RQnew View
I A3

P —

menu
®] H9ils,
i !
)\l ’ ,’ 5 Layout ~
J y Office Theme
Paste New
v Slitle ~
Clipboard i

Slides | Outline

Title Slide

Section Header

Two Content

Comparison

Title Only

e

e e —————————

Content with
Caption

3.2 Customize Using Master Slides

Picture with !

’
Caption ’

If a layout must be customized, it is recommended that Master

Slides be used.

Every slide layout in a presentation is defined by its master slide.

A master slide determines the formatting style for various elements

of the slide layout. This includes font styles, character formatting,

and the positioning of elements. Essentially, each master slide acts

as a design template for the slide layout.

If you edit any aspect of the slide layout in the master slide,

the change will affect all slides that were created based on it. For
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this reason, it is good practice to edit the master slide and use
the slide layouts before building individual slides. It is essential
that you create and use master slides that meet the accessibility
requirements outlined in this document.

To create or customize a master slide

Go to menu item: View

2. In the Master Views section, select the Slide Master icon

3. The current slide master with its associate layouts appears
Note: If you have the Normal view open, the slide master is the
larger slide image in the slide thumbnail pane. The associated
layouts are positioned beneath the slide master.

4. Customize the existing master slide and its associated layouts

to suit your needs (e.g., apply a design, theme-based colours,

fonts, effects, backgrounds) ensuring that your changes meet

accessibility requirements

Go to menu item: File > Save As

In the File name box, type a file name

In the Save as type list, select PowerPoint template

Select Save

© ® 9o u

On the Slide Master tab, in the Close section, select Close
Master View
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Click to edit Master title style

Click to edit Master subtitle style

Technique 4. Set a Logical Tab Order

Many presentation applications create content composed almost
exclusively of “floating” objects. This means that they avoid the
transitions between in-line content and secondary “floating”
objects (text boxes, images, etc.) that can cause accessibility issues
in word processors.

However, when you are working with “floating” objects, it is
important to remember that the way objects are positioned in two
dimensions on the screen may be completely different from how
the objects will be read by a screen reader or navigated using a
keyboard. The order that content is navigated sequentially is called
the “Tab Order” because often the “Tab” key is used to navigate from
one “floating” object to the next.
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Tips for setting a logical “tab order” for “floating”
objects

*  The tab order of floating objects is usually from
the “lowest” object on the slide to the “highest”.

*  Because objects automatically appear “on top”
when they are inserted, the default tab order is
from the first object inserted to the last. However,
this will change if you use features such as “bring
to front” and “send to back”

e The slide’s main heading should be first in the
tab order.

*  Headings should be placed in the tab order
immediately before the items (text, diagrams, etc.)
for which they are acting as a heading.

e Labels should be in the reading order placed
immediately before the objects that they label.

e  For simple slide layouts, it may be possible to
simply insert objects in a logical tab order.

*  For more complex layouts, it may be easier to
simply create the slide as usual and then set the
tab order (see below).

To set the tab order using the ‘Selection Pane’

1. Go to menu item: Home
2. In the Drawing section, select Arrange > Selection Pane...
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3. In the Selection and Visibility pane, all the elements on the
slide are listed in reverse chronological order under Shapes on
this Slide

4. Elements can be re-ordered using the Re-order buttons
located at the bottom of the Selection and Visibility pane
Note: The tab order of elements begins at the bottom of the list
and tabs upwards.

Technique 5. Use Slide Notes

A useful aspect of presentation applications is the facility to add
notes to slides, which can then be read by assistive technologies.
You can use these slide notes to explain and expand on the contents
of your slides in text format. Slide notes can be created as you build
your presentation.

To add notes to your slides

Go to menu item: View

2. In the Presentation Views section, select Normal to ensure
that the notes panel is in view
Note: You can then select menu item Home, to access text
formatting options

3. The Notes Pane can be found at the bottom of the window,
below the slide

4. Type and format your notes within the Notes Pane below each
slide
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Technique 6. Provide Text Alternatives for
Images and Graphical Objects

When using images or other graphical objects, such as charts and
graphs, it is important to ensure that the information you intend
to convey by the image is also conveyed to people who cannot see
the image. This can be accomplished by adding concise alternative
text to of each image. If an image is too complicated to concisely
describe in the alternative text alone (artwork, flowcharts, etc.),
provide a short text alternative and a longer description as well.
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Tips for writing alternative text (“Title” in
PowerPoint)

e Try to answer the question “what information is
the image conveying?”

e If the image does not convey any useful
information, leave the alternative text blank

o If the image contains meaningful text, ensure all
of the text is replicated

e Alternative text should be fairly short, usually a
sentence or less and rarely more than two
sentences

e If more description is required (e.g., for a chart
or graph), provide a short description in the title
text (e.g., a summary of the trend) and more detail
in the long description, see below

*  Test by having others review the document with
the images replaced by the alternative text

Tips for writing longer descriptions (“Description”
in PowerPoint)

*  Long descriptions should be used when text
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alternatives (see above) are insufficient to answer
the question “what information is the image
conveying?”

* Insome situations, the information being
conveyed will be how an image looks (e.g., an
artwork, architectural detail, etc.). In these cases,
try to describe the image without making too
many of your own assumptions.

*  One approach is to imagine you are describing
the image to a person over the phone

*  Ensure that you still provide concise alternative
text to help readers decide if they are interested
in the longer description

Alternatively, you can include the same information
conveyed by the image within the body of the
document, providing the images as an alternate to the
text. In that case, you do not have to provide alternate
text within the image.

To add alternative text to images and graphical objects

Right-click* the object

Select Format Picture...

Select the Alt Text option from the list

Fill in the Title. If more description is required (e.g., for a chart

W N =

or graph), provide a short description in the Title (e.g., a
summary of the trend) and more detail in the Description.
Note: If the document is ever saved to HTML, the Title and
Description fields are combined into a single HTML <alt> tag.
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3-D Format
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Picture Corrections Titles and descriptions provide alternative, text-based
representations of the information contained in tables, diagrams,
Picture Color images, and other objects. This information is useful for people
- with wision or cognitive impairments who may not be able to see or
Artistic Effects understand the object.
Crop A title can be read to a person with a disability and is used to
) determine whether they wish to hear the description of the
Size content.
Position
Text Box
Alt Text

Editor’s note: For more details about adding alternative
text to your PowerPoint slides, including how to toggle
automatic alt text, see how to add alt text.

Technique 7. Use Built-In Structuring Features

7.1 Tables

When using tables, it is important to ensure that they are clear and
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appropriately structured. This helps all users to better understand
the information in the table and allows assistive technologies (e.g.,
screen readers) to provide context so that the information within
the table can be conveyed in a meaningful way.

Tips for tables

*  Only use tables for tabular information, not for
formatting.

e Use “real tables” rather than text formatted to
look like tables using the TAB key or space bar.
These will not be recognized by assistive
technology.

*  Keep tables simple by avoiding merged cells and
dividing complex data sets into separate smaller
tables, where possible.

» If tables are split across pages, set the header to
show at the top of each page. Also, set the table to
break between rows instead of in the middle of
TOwWS.

e Create a text summary of the essential table
contents. Any abbreviations used should be
explained in the summary.

*  Table captions or descriptions should answer
the question “what is the table’s purpose and how
is it organized?” (e.g., “A sample order form with
separate columns for the item name, price and
quantity”).

Table cells should be marked as table headers

546 | Microsoft PowerPoint 2010, 2013, 2016, and 2019



when they serve as labels to help interpret the
other cells in the table.

e Table header cells labels should be concise and
clear.

*  Ensure the table is not “floating” on the page

(see Technique 4).

To add a table with headings

Go to menu item: Insert

2. In the Tables section, select the Tables icon

3. Select the number of rows and columns you would like your
table to have

4. Select the table and a Table Tools menu item should appear

5. Go to menu item: Table Tools > Design

6. In the Table Style Options section, select the Header Row
check box
Note: Whenever possible, keep tables simple with just 1 row of
headings.

7.2 Lists

When you create lists, it is important to format them as “real lists”.
Otherwise, assistive technologies will interpret your list as a series
of short separate paragraphs instead of a coherent list of related
items.
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To create an ordered or unordered list

Go to menu item: Home

2. In the Paragraph section, select the Bullets icon for unordered
lists or select the Numbering icon for ordered lists

3. To select a different list format, select the arrow beside the
icon

4. Select a format from the format Library that appears in the
drop-down menu

To modify list styles

Go to menu item: Home

2. Inthe Paragraph section, select the arrow beside the Bullets
icon for unordered lists or select the arrow beside the
Numbering icon for ordered lists

3. Select Define New Bullet... to create a new unordered list
format

4. Select Define New Number Format... to create a new ordered
list format

5. In the New Bullet dialog or the New Number Format dialog,
select the list characteristics

6. Select OK

7.3 Columns

Use Columns feature for placing text in columns.
Note: Because columns can be a challenge for users of some assistive
technologies, consider whether a column layout is really necessary.
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7.4 Document Title

In case the document is ever converted into HTML, it should be
given a descriptive and meaningful title.

To change the title of the current document

Go to menu item: File

Select Info from the list in the left window pane

In the right window pane, select the Title text box

Enter the Title

Note: The Title defined in the properties is different than the
file name. It is also unrelated to the template name, discussed

W N =

above.

7.5 Slide Titles

Unique slide titles aid navigation for non-visual users.

To add a visible title to a slide

Go to menu item: Home.
2. Select Reset in the Slides section.
3. Enter a title at the top of the slide.
Note:Slide titles should be unique for clarity and ease of

navigation.
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To add an invisible title to a slide

Enter your title at the top of the slide.

2. Go to menu item: Home.
From the Drawing menu, select Arrange > Selection Pane. This
will open the Selection and Visibility pane.

4. In the Selection and Visibility pane, click on the eyeball icon
next to the slide title to change visibility settings.

Technique 8. Create Accessible Charts

Charts can be used to make data more understandable for some
audiences. However, it is important to ensure that your chart is as
accessible as possible to all members of your audience. All basic
accessibility considerations that are applied to the rest of your
document must also be applied to your charts and the elements
within your charts. For example, use shape and colour, rather than
colour alone, to convey information. As well, some further steps
should be taken to ensure that the contents are your chart are
appropriately labeled to give users reference points that will help
them to correctly interpret the information.

To create a chart

1. Select a Slide Layout that contains a placeholder for a chart
(see Technique 3.1, above)
2. Select the Insert Chart icon from the center of the placeholder
. Select a Chart Type from the Insert Chart dialog
4. Select OK
Note: This will open the Excel document titled “Chart in
Microsoft Office PowerPoint”, where you can input the data
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you would like to include in the chart. When you have done
this, simply close the Excel window and the data will appear on
the chart in the PowerPoint presentation.

To add titles and labels

1. In the Chart Tools menu section, go to menu item: Layout
2. In the Labels section, select the type of title or label you would
like to define (e.g., Chart Title, Axis Titles, Data Labels)

To apply a predefined Chart Layout

1. In the Chart Tools menu section, go to menu item: Design
2. In the Chart Layouts section, select a Quick Layout from the
scrolling Chart Layouts gallery

To change to a different predefined Chart Type

In the Chart Tools menu section, go to menu item: Design

2. Inthe Type section, select the Change Chart Type icon

3. In the Change Chart Type dialog, select a chart type from the
left pane

4. Select a Chart Design from the right pane

5. Select OK

Other Chart Considerations

* When creating line charts, use the formatting options to create
different types of dotted lines to facilitate legibility for users
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who are colour blind

* When creating bar charts, go to menu item: Chart Tools >
Format and in the Shape Styles section select Shape Fill to
apply a texture to help distinguish the bars

* Change the default colours to a colour safe or gray-scale
palette

* Use the formatting options to change predefined colours,
ensuring that they align with sufficient contrast requirements

(see Technique 9.2, below)

Technique 9. Make Content Easier to See

9.1 Format of Text

When formatting text, especially when the text is likely to be
printed, try to:

» Use font sizes between 12 and 18 points for body text.

* Use fonts of normal weight, rather than bold or light weight
fonts. If you do choose to use bold fonts for emphasis, use
them sparingly.

» Use standard fonts with clear spacing and easily recognized
upper and lower case characters. Sans serif fonts (e.g., Arial,
Verdana) may sometimes be easier to read than serif fonts (e.g.,
Times New Roman, Garamond).

* Avoid large amounts of text set all in caps, italic or underlined.

* Use normal or expanded character spacing, rather than
condensed spacing.

* Avoid animated or scrolling text.

But can’t users just zoom in? Office applications do typically
include accessibility features such as the ability to magnify
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documents and support for high contrast modes. However, because
printing is an important aspect of many workflows and changing
font sizes directly will change document details such the pagination,
the layout of tables, etc., it is best practice to always format text for
a reasonable degree of accessibility.

9.2 Use Sufficient Contrast

The visual presentation of text and images of text should have a
contrast ratio of at least 4.5:1. To help you determine the contrast,
here are some examples on a white background:

* Very good contrast (Foreground=black, Background=white,
Ratio=21:1)

* Acceptable contrast (Foreground=#767676, Background=white,
Ratio=4.54:1)

* Unacceptable contrast (Foreground=#AAAAAA,
Background=white, Ratio=2.32:1)

Also, always use a single solid colour for a text background rather
than a pattern.

In order to determine whether the colours in your document have
sufficient contrast, you can consult an online contrast checker, such
as:

e WebAIM: Contrast Checker
e Juicy Studio: Luminosity Color Contrast Ratio Analyzer

* Joe Dolson Color Contrast Spectrum Tester

* Joe Dolson Color Contrast Comparison
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9.3 Avoid Using Colour Alone

Colour should not be used as the only visual means of conveying
information, indicating an action, prompting a response, or
distinguishing a visual element. In order to spot where colour might
be the only visual means of conveying information, you can create a
screenshot of the document and then view it with online gray-scale
converting tools, such as:

* GrayBit v2.0: Grayscale Conversion Contrast Accessibility Tool

Editor’s note: GrayBit v2.0 is no longer available.
However, multiple tools can be found online: Google

Search: gray-scale conversion tool.

9.4 Avoid Relying on Sensory Characteristics

The instructions provided for understanding and operating content
should not rely solely on sensory characteristics such as the colour
or shape of content elements. Here are two examples:

* Do not track changes by simply changing the colour of text
you have edited and noting the colour. Instead use
PowerPoint’s “Track Changes” feature to track changes.

* Do not distinguish between images by referring to their
appearance (e.g., “the bigger one”). Instead, label each image

with a figure number and use that for references.
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9.5 Avoid Using Images of Text

Before you use an image to control the presentation of text (e.g.,
to ensure a certain font or colour combination), consider whether
you can achieve the same result by styling “real text” If this is not
possible, as with logos containing stylized text, make sure to provide
alternative text for the image following the techniques noted above.

9.6 Avoid Transitions

Transitions between slides and elements in each slide (e.g., bullets
in a list flying onto the screen) can be distracting to users with
disabilities. It can also cause assistive technologies to read the slide
incorrectly. For these reasons, it is best to avoid transitions
altogether.

Technique 10. Make Content Easier to
Understand

10.1 Write Clearly

By taking the time to design your content in a consistent way, it will
be easier to access, navigate and interpret for all users:

* Whenever possible, write clearly with short sentences.

* Introduce acronyms and spell out abbreviations.

* Avoid making the document too “busy” by using lots of
whitespace and by avoiding too many different colours, fonts
and images.
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» If content is repeated on multiple pages within a document or
within a set of documents (e.g., headings, footings, etc.), it
should occur consistently each time it is repeated.

10.2 Provide Context for Hyperlinks

Hyperlink text in your document should be meaningful when read
out of context. To be an effective navigation aid, the link text should
describe the destination of the link.

Consider the experience of screen reader users: Generally, screen
readers generate a list of links, and screen reader users navigate this
list alphabetically. Hyperlink text such as “click here” or “more” is
meaningless in this context.

In order to be useful to someone using a screen reader, ensure
that hyperlink text is self-describing and meaningful on its own. To
make the address of hyperlink clear when printing, you may wish to
include the address in brackets following the descriptive text of the
hyperlink.

To change link text

. Highlight the link and right-click*
2. Select Edit Hyperlink (Ctrl + K)
3. Change the text in the Text to display box to something
descriptive

10.3 Accessible Presentations

It is important to consider accessibility before, during, and after
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presentations. Below is a helpful link with guidance on how to make
presentations accessible to all:

e “How to Make Presentations Accessible to All” (Source: W3C-
WAI Draft

Technique 11. Check Accessibility

If you wish to check the accessibility of your document or template
(see Technique 1, above), PowerPoint offers an “Accessibility
Checker” to review your document against a set of possible issues
that users with disabilities may experience in your file.

The “Accessibility Checker” classifies issues as:

* Error - content that makes a file very difficult or impossible
for people with disabilities to understand

* Warning - content that in most, but not all, cases makes a file
difficult for people with disabilities to understand

» Tip - content that people with disabilities can understand, but
that might be better organized or presented in a way that
would maximize their experience

To learn more about the Accessibility Checker and the rules it uses
to identify and classify accessibility issues in your document, visit
the PowerPoint help section (see Accessibility Help, below). Use the

search term “accessibility checker rules” in the help search box.
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To use the “Accessibility Checker”

Go to menu item: File

2. Select Info in the left window pane

3. Under Prepare for Sharing, an alert will appear if a potential
accessibility issue has been detected
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Check Accessibility
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Check for features not supported by earlier
versions of Word

5. An Accessibility Checker task pane will open, showing the
inspection results
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Select a specific issue to see Additional Information
Follow the steps provided to fix or revise the content
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In order to get further indication of the accessibility of your
document or template (see Technique 1), then you may consider
saving the file into HTML or PDF in order to perform an accessibility
check in one of those formats, as described below.
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To evaluate HTML accessibility

Another option is to save the document into HTML format and use
one of the web accessibility checkers available online. Such as:

e AChecker
* WebAIM Wave Web Accessibility Evaluation Tool

To evaluate PDF accessibility

If you saved your document in tagged PDF format, you can use the
following tools and steps to evaluate the accessibility of the PDF
document:

* Adobe Acrobat Professional

e CommonLook PDF Evaluator

* PDF Accessibility Checker (PAC) - a free alternative provided
by “Access for all”

To evaluate PDF accessibility in Adobe Acrobat Professional

. Go to menu item: Advanced > Accessibility > Full Check...
2. In the Full Check dialog, select all the checking options
Select the Start Checking button

Editor’s note: For detailed instructions, see our section

on how to check accessibility using Adobe Acrobat
Professional.
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Technique 12. Use Accessibility Features when
Saving/Exporting to Other Formats

In some cases, additional steps must be taken in order to ensure
accessibility information is preserved when saving/exporting to
formats other than the default.

PDF

PDF documents are not always accessible. Accessible PDF
documents are often called “Tagged PDF” because they include
“tags” that encode structural information required for accessibility.
To evaluate the accessibility of your PDF document, see Technique
11 (above).

Go to menu item: File

Select Save As

In the File name box, type a name for the file

In the Save as type list, select PDF or XPS Document
Select the Options button

Under Include non-printing information in the Options

S Uk W~

dialog, ensure that the Document structure tags for
accessibility check box is selected
7. Select OK and Save
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HTML

Go to menu item: File

Select Save As

In the File name box, type a name for the file

In the Save as type box, select Web Page

Select Save

Check the HTML file for accessibility (see Technique 11, above)

IS O

To clean up your HTML file

* Remove unnecessary styles, line breaks, etc.
* Remove unnecessary id, class, and attributes
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* Remove font tags

* Remove styles in the <head> tag

* Ensure the <th> tags have a scope attribute

* Remove <p> tags nested inside <th> and <td> tags

* Check for accessibility (see Technique 11, above)
Note: you may wish to use HTML editors or utilities to help
with this process.

Technique 13. Consider Using Accessibility
Support Applications/ Plugins

Disclaimer: This list is provided for information purposes only. It is
not exhaustive and inclusion of an application or plug-in on the list
does not constitute a recommendation or guarantee of results.

The following accessibility related plug-ins and support are
available for PowerPoint 2007:

* PPT2HTML - offers an accessibility tool bar for adding alt-text
to charts.

» PowerTalk - an accessibility tool that provides a good
approximation of how presentations will sound with a screen
reader. [Editor’s note: Tool no longer available.]

* HiSoftware - desktop add-ins that will create a Section 508 or
WAI Fully Compliant Web pages from PowerPoint
presentations (some knowledge of HTML code is required).

» Keyboard shortcuts in PowerPoint

¢ Accessibility Tutorials for Office

Accessibility Help

If you are interested in what features are provided to make using
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PowerPoint more accessible to users, documentation is provided in

the Help system:

Go to menu item: File

Select Help from the list on the left

Under the Support section, select the Help icon

Enter “Accessibility” as your search term in the Help dialog box

W N =

RCfCI'Cl’lCCS and Resources

Microsoft PowerPoint Help
GAWDS Wrriting Better Alt Text
Microsoft PowerPoint Online Accessibility Center

Ryerson University: Microsoft PowerPoint Accessibility

Tipsheet (PDF)

5. Microsoft PowerPoint: Video Tutorials

W N =
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Microsoft PowerPoint for
Mac 2008, 2011, 2016, and 2019

Usage Notes

Overview

At the time of testing (January 17, 2011), as long as images are
avoided, PowerPoint for Mac provides a set of accessibility features
that is sufficient to enable the production of accessible digital office
documents. However, PowerPoint 2008 for Mac does not include an
accessibility checking feature.

Editor’s note: Later versions of PowerPoint for Mac
include an accessibility checking feature. For more
information, please see the following:

o Make your PowerPoint presentations accessible to
people with disabilities

o What's new in accessibility for PowerPoint for Mac
and iOS
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What's an “Office Document”?

You should use these techniques when you are using PowerPoint for
Mac to create documents that are:

* Intended to be used by people (i.e., not computer code),

» Text-based (i.e., not simply images, although they may contain
images),

* Fully printable (i.e., where dynamic features are limited to
automatic page numbering, table of contents, etc. and do not
include audio, video, or embedded interactivity),

* Self-contained (i.e., without hyperlinks to other documents,
unlike web content), and

* Typical of office-style workflows (Reports, letters, memos,
budgets, presentations, etc.).

If you are creating forms, web pages, applications, or other
dynamic and/or interactive content, these techniques will still
be useful to you, but you should also consult the W3C-WAI Web
Content Accessibility Guidelines (WCAG 2.0) because these are
specifically designed to provide guidance for highly dynamic and/

or interactive content.

File Formats

The default file format for PowerPoint for Mac is Office Open XML
(PPTX).

In addition, PowerPoint for Mac offers many other presentation
processor and web format saving options. Most of these have not
been checked for accessibility, but some information and/or
instructions are available for the following formats in Technique 12
(below):
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* PPT (MS PowerPoint 97-2004)

* POTX (PowerPoint Template)

* PDF

* ODP (OpenDocument Presentation)
e HTML

Document Conventions

We have tried to formulate these techniques so that they are useful
to all authors, regardless of whether they use a mouse. However,
for clarity there are several instances where mouse-only language
is used. Below are the mouse-only terms and their keyboard
alternatives:

*Right-click: To right-click with the keyboard, select the object
using the Shift+Arrow keys and then press either (1) the “Right-
Click” key (some keyboard have this to the right of the spacebar) or
Shift+F10.

Disclaimer and Testing Details:

Following these techniques will increase the accessibility of your
documents, but it does not guarantee accessibility to any specific
disability groups. In cases where more certainty is required, it is
recommended that you test the office documents with end users
with disabilities, including screen reader users.
The application-specific steps and screenshots in this document
were created using Microsoft PowerPoint 2008 for Mac (ver. 12.0
(071130), Mac OS X, Jan. 2011) and Microsoft PowerPoint for Mac
(version 16.16.17) while creating a PPTX document. Files are also
easily saved as other file formats (see Technique 12, below).

This document is provided for information purposes only and is
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neither a recommendation nor a guarantee of results. If errors are
found, please report them to: adod-comments@idrc.ocad.ca.

Technique 1. Use Accessible Templates

All office documents start with a template, which can be as simple
as a blank standard-sized page or as complex as a nearly complete
document with text, graphics and other content. For example, a
“Meeting Minutes” template might include headings for information
relevant to a business meeting, such as “Actions” above a table with
rows to denote time and columns for actions of the meeting.

Because templates provide the starting-point for so many
documents, accessibility is critical. If you are unsure whether a
template is accessible, you should check a sample document
produced when the template is used (see Technique 11, below).

PowerPoint for Mac’s default template for new documents is a
blank presentation. If you are connected to the internet, you can
access a variety of blank business presentation templates through
Office.com. These are all accessible by virtue of being blank.

It is possible to create your own accessible templates from
scratch in PowerPoint for Mac. As well, you can edit and modify the
existing prepackaged templates, ensuring their accessibility as you
do so and saving them as a new template.

To create an ClCCCSSinC tCTan&l[G

Create a new document

2. Ensure that you follow the techniques in this document

3. When you are finished you should also check the accessibility
of the document (see Technique 11, below)

4. Go to menu item: File > Save As

5. Inthe Save As box, type a name for the template. Using a
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descriptive File name (e.g., “Accessible Sales Template”) will
increase the prominence of the accessibility status.

In the Format list, select PowerPoint 97-2004 (.pot)

Select Save

— .

\
o N 1
Save As:  Accessible Sales Presentation.pot !L’ !

Where: | (] My Templates & ]

—_——

Format: | PowerPoint 97-2004 Template (.pot) |+ ]

——

Description

Saves the presentation as a template that you can use to start new presentations. Compatible with
PowerPoint 97 through PowerPoint 2004.

Learn more about file formats

_ Options... ) [ Compatibility Report... Compatibility check recommended

Cancel ) ( Save )

To SCZCCI an accessible template

Note: Only use these steps if you have an accessible template
available (e.g. that you previously saved). Otherwise, simply open a
new (blank) document.

Go to menu item: File > Project Gallery...
2. Under Category, select My Templates (or select where you
saved the template)
3. Select your accessible template from the template gallery
4. Select Open
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Project Gallery

New  Recent Project Center  Settings

Category | / 0N

ZBlamcDoziments

! My Templates |

~-Brochures----/
Calendars
CD Labels

» Coordinated Forms

> Events
Flyers

» Home Essentials
Labels

» Ledger Sheets

» Marketing
Newsletters
Office Themes
Presentations
Programs
Resumes

i
i
i
I
I
i
i
I
I
i
1
I
I
I
i
I
\
\,

Accessible ..Presentation
/

Stationery
Show: ' PowerPoint Documents ﬂ
7 S ~—rem— ( Cancel ) (0Open>
Open Other... Cancel Open

5. A new document based on the template will be displayed. If
you have chosen an accessible template, the document will be
accessible at this point. As you add your content (e.g., text,
images, etc.), ensure that you consult the sections that follow
to preserve accessibility.

Technique 2. Set Document Language

In order for assistive technologies (e.g., screen readers) to be able
to present your document accurately, it is important to indicate the
natural language of the document. If a different natural language is
used for a paragraph or selected text, this also needs to be clearly
indicated.

To change the default language

1. Go to menu item: Tools > Language
2. In the Mark select text as box, select the language from the
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list
3. Select Default...
4. Select OK

Mark selected text as:

English (United States) " Cancel

Arabic (Saudi Arabia) = r—————— .
Basque (Basque) : i
Catalan (Catalan) A —— _

Chinese (People's Republic of China)
Chinese (Taiwan)
Czech (Czech Renuhlic)

>

The speller automatically uses dictionaries of the selected
language, if available.

["] Do not check spelling

To apply a language directly to selected text

Select the text

2. Go to menu item: Tools > Language...

3. Inthe Mark selected text as box, select the language from the
list

4. Select OK
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Language

-

4 ~
# Mark selected text as: “
I
Ml English (United States) m CCancel
E Arabic (Saudi Arabia) —ance”
i Basque (Basque) ( Default... )
! Catalan (Catalan)
1 | Chinese (People's Republic of China)
E Chinese (Taiwan)
1}

Czech (Czech Renuhlic) Yl

P

language, if available.

"] Do not check spelling

Technique 3. Use Built-In Layout and Styling
Features

PowerPoint does not provide “True Headings” or “Named Styles” as
does Word.

3.1 Use Buile-In Slide Layouts

Instead of creating each slide in your presentation by starting from
a blank slide, check whether there is a suitable built-in layout.

Note: The built-in layouts can be more accessible to users of
assistive technologies because these technologies sometimes read
the floating items on the slide in the order that they were placed on
the slide. The built-in layouts have usually taken this into account
(e.g., “Title” first followed by other items, left to right and from top
to bottom). If you create slide layouts from scratch, it is sometimes
difficult to keep track of the order elements were placed.

574 | Microsoft PowerPoint for Mac 2008, 2011, 2016, and 2019



To apply “crue layout” to a slide

Go to menu item: Format > Slide Layout
2. Inthe Slide Layout section that opens, select the layout you
would like to use

®00 Accessible Sales Presentation.pot ),
Pl Eli= Comets el @ B D s B o @)
New Open Save Print Undo Text Box Picture Shapes Table Media New Slide Slide Show Gallery Toolbox Zoom  Help

| __slide Themes _ | __slide Lavouts __|_ Transitions__ |__ Table stvies _ | _ chans _ | __smartast Graphics _ | _ worgart _ |

{@EIETS [ Office Theme
‘ ‘ ‘ | :
. alfas | 5

i
i Blank
i
i
i

@ Apply to slide
O Insert new slide

\,

1

Click to add notes

]
#
a

slide 1 of 1

3.2 Customize Using Master Slides

If a layout must be customized, it is recommended that Master
Slides be used.

Every slide layout in a presentation is defined by its master slide.
A master slide determines the formatting style for various elements
of the slide layout. This includes font styles, character formatting,
and the positioning of elements. Essentially, each master slide acts
as a design template for the slide layout.
If you edit any aspect of the slide layout in the master slide, the
change will affect all slides that were created based on it. For this
reason, it is good practice to edit the master slide and use the
slide layouts before building individual slides. It is essential that
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you create and use master slides that meet the accessibility
requirements outlined in this document.

To create or customize a master slide

Go to menu item: View > Master > Slide Master

2. The current slide master with its associate layouts appears
Note: If you have the Normal view open, the slide master is the
larger slide image in the slide thumbnail pane. The associated
layouts are positioned beneath the slide master.

3. Customize the existing master slide and its associated layouts
to suit your needs (e.g., apply a design, theme-based colors,
fonts, effects, backgrounds) ensuring that your changes meet
accessibility requirements

4. To create a new master slide, select the Insert New Master

icon
5. On the Slide Master toolbar, select Close Master
‘®00 - Presentation2 =)
Pl Hi= el M =@ G- uo g (s B
New Open Save Pring._J Text Box Picture Shapes Table Media Slide Show  Gallery Toolbox  Zoom

{ o :
OCIoseMasml&27 ®mm e e e

[‘ SIideThemz;-! Slide Layouts [ Transitions [ Table Styles ] Charts [ SmartArt Graphics. } WordArt \

0
Click to edit Master title style
* Click to edit Master text styles
—Second level
* Third level
— Fourth level
» Fifth level
@== Master Vie Slide Master: Office Theme
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Technique 4. Set a Logical Tab Order

Many presentation applications create content composed almost
exclusively of “floating” objects. This means that they avoid the
transitions between in-line content and secondary “floating”
objects (text boxes, images, etc.) that can cause accessibility issues
in word processors.

However, when you are working with “floating” objects, it is
important to remember that the way objects are positioned in two
dimensions on the screen may be completely different from how
the objects will be read by a screen reader or navigated using a
keyboard. The order that content is navigated sequentially is called
the “Tab Order” because often the “Tab” key is used to navigate from
one “floating” object to the next.

Tips for setting a Zogical “tab order” for “ﬂoating”

objects

e The tab order of floating objects is usually from
the “lowest” object on the slide to the “highest”

*  Because objects automatically appear “on top”
when they are inserted, the default tab order is
from the first object inserted to the last. However,
this will change if you use features such as “bring
to front” and “send to back”

e The slide’s main heading should be first in the
tab order.

*  Headings should be placed in the tab order
immediately before the items (text, diagrams, etc.)
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for which they are acting as a heading.

e Labels should be in the reading order placed
immediately before the objects that they label.

e For simple slide layouts, it may be possible to
simply insert objects in a logical tab order.

e For more complex layouts, it may be easier to
simply to create the slide as usual and then set the
tab order (see below).

To set the tab order

Right-click* the image or object
2. Select Order > Bring to Front, Send to back, Bring Forward or
Send Backward

Technique 5. Use Slide Notes

A useful aspect of presentation applications is the facility to add
notes to slides, which can then be read by assistive technologies.
You can use these slide notes to explain and expand on the contents
of your slides in text format. Slide notes can be created as you build
your presentation.
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To add notes to your slides

1. To ensure the notes panel is in view, go to menu item: View >
Normal

2. The Notes Pane can be found at the bottom of the window,
below the slide

3. Type and format your notes within the Notes Pane below each

slide
‘@00 — Presentation2 =)
Y o B v v v 0~ ¥ o> A -
Pl = o < T [~ - [ O ) 0 [y eex »
New Open Save Print _Undo Text Box Picture Shapes Table Media New Slide Slide Show Gallery Toolbox _Zoom
| siide Themes | slide Layouts | Transitions | Tablestyles | chans | smartart Graphics | wordant
(o=
1
i 3
| Clickto add notes H
1 i
' i
L J
B8 &« View Slide 1 of 1

Technique 6. Provide Text Alternatives for
Images and Graphical Objects

When using images or other graphical objects, such as charts and
graphs, it is important to ensure that the information you intend
to convey by the image is also conveyed to people who cannot see
the image. This can be accomplished by adding concise alternative
text to of each image. If an image is too complicated to concisely
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describe in the alternative text alone (artwork, flowcharts, etc.),
provide a short text alternative and a longer description as well.

Tips for writing alternative text

*  Try to answer the question “what information is
the image conveying?”

» If the image does not convey any useful
information, leave the alternative text blank

» If the image contains meaningful text, ensure all
of the text is replicated

e Alternative text should be fairly short, usually a
sentence or less and rarely more than two
sentences

e If more description is required (e.g., for a chart
or graph), provide a short description in the
alternative text (e.g., a summary of the trend) and
more detail in the long description, see below

e  Test by having others review the document with
the images replaced by the alternative text

Tips for writing longer descriptions

*  Long descriptions should be used when text
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alternatives (see above) are insufficient to answer
the question “what information is the image
conveying?”

* Insome situations, the information being
conveyed will be how an image looks (e.g., an
artwork, architectural detail, etc.). In these cases,
try to describe the image without making too
many of your own assumptions.

*  One approach is to imagine you are describing
the image to a person over the phone

*  Ensure that you still provide concise alternative
text to help readers decide if they are interested
in the longer description

Alternatively, you can include the same information
conveyed by the image within the body of the
document, providing the images as an alternate to the
text. In that case, you do not have to provide alternate
text within the image.

To add alternative text to images and graphical objects

1. Select the object, then choose one of the options below:

o Right-click the object and select Edit Alt Text.... The Alt
Text pane opens.
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Cut 38X

Copy #C
Paste kv
Group [
Bring to Front 2
Send to Back [

Save as Picture...

Edit Alt Text...

Size and Position...
Format Object... {+381

m Note: If the Edit Alt Text... option is not visible, select
Format Object/Picture.
o Alternately, select an object. In the menu, select the
object’s Format tab. Then, select Alt Text.

2. In the Alt Text pane, add the alternative text to the
Description field.
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Format Picture

~E B

» Size
» Properties

p Text Box

v Alt Text

Title &

Description

Technique 7. Use Built-In Structuring Features

7.1 Tables

When using tables, it is important to ensure that they are clear and
appropriately structured. This helps all users to better understand
the information in the table and allows assistive technologies (e.g.,
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screen readers) to provide context so that the information within
the table can be conveyed in a meaningful way.

Tips for tables

e  Only use tables for tabular information, not for
formatting.

e Use “real tables” rather than text formatted to
look like tables using the TAB key or space bar.
These will not be recognized by assistive
technology.

*  Keep tables simple by avoiding merged cells and
dividing complex data sets into separate smaller
tables, where possible. Whenever possible, use
just one row of headings.

e If tables split across pages, set the header to
show at the top of each page. Also set the table to
break between rows instead of in the middle of
rOwS.

*  Create a text summary of the essential table
contents. Any abbreviations used should be
explained in the summary.

e Table captions or descriptions should answer
the question “what is the table’s purpose and how
is it organized?” (e.g., “A sample order form with
separate columns for the item name, price and
quantity”).

e Table cells should be marked as table headers
when they serve as labels to help interpret the
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other cells in the table.

e  Table header cells labels should be concise and
clear.

*  Ensure the table is not “floating” on the page

(see Technique 4).

To insert a table with header rows:

Go to menu item: Insert > Table...

Select the number of columns and rows

Select OK

In the Table Styles section that opens above the document

W N =

pane, select the Options drop-down menu
5. Select Header Row
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7.2 Lists

When you create lists, it is important to format them as “real lists”
Otherwise, assistive technologies will interpret your list as a series

of short separate paragraphs instead of a coherent list of related
items.

To create an or: L’TCGZ or LlTlOVdCV(’d liS[

Select the text

2. If the Formatting Palette is not in view, go to menu item: View
> Toolbox, Formatting Palette

3. In the Formatting Palette, select Bullets and Numbering if it is
not already open

4. In the Bullets and Numbering section, select Type, Bullets for
bulleted lists or Type, Numbering for numbered lists

5. To change the style, select a list style from the Style drop-
down list
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8 ® Formatting Palette
IR - IRY é
> Font

L r_Alignment and Spacing - - - - - =
¥ Bullets and Numbering

Type: | := |i= | Indent: D=

Style: None |® Color: ke

— -Gurick-Stytes and £ffects—————----- -
p Size, Rotation, and Ordering

p Table

Borders and Shading
Shadow

________-
- N
—————————

rd

>

I

» Reflection

» Hyperlink

p» Document Theme
p Slide Background

At this time, it is not possible to modify pre-formatted list styles or
to create your own list styles. [Tested: January 26, 2011]

7.3 Columns

Use Columns feature for placing text in columns. However, because
columns can be a challenge for users of some assistive technologies,
consider whether a column layout is really necessary.
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7.4 Document Title

In case the document is ever converted into HTML, it should be
given a descriptive and meaningful title.

To change the title of the current document

Go to menu item: File > Properties

2. Enter the Title in the Title text box
Select OK
Note: The title defined in the properties is different than the
file name. It is also unrelated to the template name, discussed
above.
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Presentation2 Properties

[ General Summary = Statistics ~ Contents  Custom |

Subject:

Author:

Manager:

Company:

Category:

Keywords:

Comments:

Hyperlink base:

121 Save preview picture with this document

K‘Cancel'\ ( OK )

Technique 8. Create Accessible Charts

Charts can be used to make data more understandable for some
audiences. However, it is important to ensure that your chart is as
accessible as possible to all members of your audience. All basic
accessibility considerations that are applied to the rest of your
document must also be applied to your charts and the elements
within your charts. For example, use shape and color, rather than
color alone, to convey information. As well, some further steps
should be taken to ensure that the contents are your chart are
appropriate labeled to give users reference points that will help
them to correctly interpret the information.
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To create a chart

1. Select a Slide Layout that contains a placeholder for a chart
(see Technique 3.1, above)

2. Select the Insert Chart icon from the center of the placeholder
Select a Chart Type from the Charts section above the
document pane
Note: This will open the Excel document titled “Chart in
Microsoft Office PowerPoint”, where you can input the data
you would like to include in the chart. When you have done
this, simply close the Excel window and the data will appear on
the chart in the PowerPoint presentation.

Note: This applies a predefined Chart Layout, which can be
changed at any time simply by selecting the chart and
following Steps 2 and 3 above.

To add titles and labels

Select the chart

2. If the Formatting Palette is not open, go to menu item: View >
Toolbox, Formatting Palette

3. Select Chart Options to open the Chart Options section, if it is
not already open

4. Under Titles, select the title from the Chart Title drop-down
list or enter a title in the text box below the drop-down list

5. Under Other options, select the Labels and Legends you
would like to include from their respective drop-down lists

6. Under Chart Data, select Data Table with Legend Keys from
the Data Table drop-down list to include a data table to help
further support the chart
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Other Chart Considerations

* When creating line charts, use the formatting options to create
different types of dotted lines to facilitate legibility for users
who are color blind

* When creating bar charts, go to menu item: Chart Tools >
Format and in the Shape Styles section select Shape Fill to
apply a texture to help distinguish the bars

* Change the default colors to a color safe or gray-scale palette

» Use the formatting options to change predefined colors,
ensuring that they align with sufficient contrast requirements

(see Technique 9.2, below)

Technique 9. Make Content Easier to See

9.1 Format of Text

When formatting text, especially when the text is likely to printed,
try to:

» Use font sizes between 12 and 18 points for body text.

* Use fonts of normal weight, rather than bold or light weight
fonts. If you do choose to use bold fonts for emphasis, use
them sparingly.

» Use standard fonts with clear spacing and easily recognized
upper and lower case characters. Sans serif fonts (e.g., Arial,
Verdana) may sometimes be easier to read than serif fonts (e.g.,
Times New Roman, Garamond).

* Avoid large amounts of text set all in caps, italic or underlined.

* Use normal or expanded character spacing, rather than
condensed spacing.
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* Avoid animated or scrolling text.

But can't users just zoom in? Office applications do typically
include accessibility features such as the ability to magnify
documents and support for high contrast modes. However, because
printing is an important aspect of many workflows and changing
font sizes directly will change documents details such the
pagination, the layout of tables, etc., it is best practice to always
format text for a reasonable degree of accessibility.

9.2 Use Sufficient Contrast

The visual presentation of text and images of text should have a
contrast ration of at least 4.5:1. To help you determine the contrast,
here are some examples on a white background:

* Very good contrast (Foreground=black, Background=white,
Ratio=21:1)

* Acceptable contrast (Foreground=#767676, Background=white,
Ratio=4.54:1)

* Unacceptable contrast (Foreground=#AAAAAA,
Background=white, Ratio=2.32:1)

Also, always use a single solid color for a text background rather
than a pattern.

In order to determine whether the colors in your document have
sufficient contrast, you can consult an online contrast checker, such
as:

¢ WebAIM: Contrast Checker
e Juicy Studio: Luminosity Color Contrast Ratio Analyzer

* Joe Dolson Color Contrast Spectrum Tester

* Joe Dolson Color Contrast Comparison
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9.3 Avoid Using Color Alone

Color should not be used as the only visual means of conveying
information, indicating an action, prompting a response, or
distinguishing a visual element. In order to spot where color might
be the only visual means of conveying information, you can create a
screenshot of the document and then view it with online gray-scale
converting tools, such as:

* GrayBit v2.0: Grayscale Conversion Contrast Accessibility Tool

Editor’s note: GrayBit v2.0 is no longer available.
However, multiple tools can be found online: Google
Search: gray-scale conversion tool.

9.4 Avoid Relying on Sensory Characteristics

The instructions provided for understanding and operating content
should not rely solely on sensory characteristics such as the color
or shape of content elements. Here are two examples:

* Do not track changes by simply changing the color of text you
have edited and noting the color. Instead use PowerPoint for

Track Changes” feature to track changes.

* Do not distinguish between images by referring to their

I,

Mac’s

appearance (e.g. “the bigger one”). Instead, label each image
with a figure number and use that for references.
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9.5 Avoid Using Images of Text

Before you use an image to control the presentation of text (e.g.,
to ensure a certain font or color combination), consider whether
you can achieve the same result by styling “real text” If this is not
possible, as with logos containing stylized text, make sure to provide
alternative text for the image following the techniques noted above.

9.6 Avoid Transitions

Transitions between slides and elements in each slide (e.g., bullets
in a list flying onto the screen) can be distracting to users with
disabilities. It can also cause assistive technologies to read the slide
incorrectly. For these reasons, it is best to avoid transitions
altogether.

Technique 10. Make Content Easier to
Understand

10.1 Write Clearly

By taking the time to design your content in a consistent way, it will
be easier to access, navigate and interpret for all users:

* Whenever possible, write clearly with short sentences.

* Introduce acronyms and spell out abbreviations.

* Avoid making the document too “busy” by using lots of
whitespace and by avoiding too many different colors, fonts
and images.
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» If content is repeated on multiple pages within a document or
within a set of documents (e.g., headings, footings, etc.), it
should occur consistently each time it is repeated.

10.2 Provide Context for Hyperlinks

Hyperlink text in your document should be meaningful when read
out of context. To be an effective navigation aid, the link text should
describe the destination of the link.

Consider the experience of screen reader users: Generally, screen
readers generate a list of links, and screen reader users navigate this
list alphabetically. Hyperlink text such as “click here” or “more” is
meaningless in this context.

In order to be useful to someone using a screen reader, ensure
that hyperlink text is self-describing and meaningful on its own. To
make the address of hyperlink clear when printing, you may wish to
include the address in brackets following the descriptive text of the
hyperlink.

To change link text

i

1. Type (or paste in) a web address and press spacebar or “Enter’
to convert into a hyperlink

Highlight the link

Go to menu item: Insert > Hyperlink...

Edit the text in the Display box

Select OK

U
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Edit Hyperlink

Link to: | @

1
Display: i
J

e

. ScreenTip... >

Web Page  Document  E-mail Address |

‘) In the Link to box, enter the address (URL) of the Web page that
L] you want to link to.

‘“ Anchor:

If you want to link to a specific location (anchor) within the Web
page, enter the name of the anchor above or click Locate to find it.

(" Remove Link ) Cancel

10.3 Accessible Presentations

It is important to consider accessibility before, during, and after
presentations. Below is a helpful link with guidance on how to make
presentations accessible to all:

¢ “How to Make Presentations Accessible to All” (Source: W3C-
WAI Draft)

Technique 11. Check Accessibility

At this time, PowerPoint 2008 for Mac does not offer a mechanism
to check for potential accessibility errors in your document prior to
publishing. [Tested: January 17, 2011]

In order to get some indication of your document or template (see
Technique 1), then you may consider saving the file into HTML in

596 | Microsoft PowerPoint for Mac 2008, 2011, 2016, and 2019


http://www.w3.org/WAI/training/accessible
http://www.w3.org/WAI/training/accessible

order to perform an accessibility check in one of those formats, as
described below.

Editor’s note: In later versions of PowerPoint for Mac,
users can check the accessibility of their presentations. For

more information, see how to use the accessibility checker

in PowerPoint.

To evaluate HTML accessibility

Another option is to save the document into HTML format and use
one of the web accessibility checkers available online. Such as:

* AChecker
¢ WebAIM Wave Web Accessibility Evaluation Tool

To evaluate PDF accessibility

If you saved your document in tagged PDF format, you can use the
following tools and steps to evaluate the accessibility of the PDF
document:

* Adobe Acrobat Professional

* CommonLook PDF Evaluator
» PDF Accessibility Checker (PAC) - a free alternative provided
by “Access for all”
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To evaluate PDF accessibiliry in Adobe Acrobat Professional

Go to menu item: Advanced > Accessibility > Full Check...
2. In the Full Check dialog, select all the checking option.
3. Select the Start Checking button.

Editor’s note: For detailed instructions, see our section

on how to check accessibility using Adobe Acrobat

Professional.

Technique 12. Use Accessibility Features when
Saving/Exporting to Other Formats

In some cases, additional steps must be taken in order to ensure
accessibility information is preserved when saving/exporting to
formats other than the default.

In some cases, additional steps must be taken in order to ensure
accessibility information is preserved when saving/exporting to
formats other than the default.

Note: Before saving in other formats, you may want to run the
Compatibility Report feature by selecting Compatibility Report...
from the Save As dialog. This checks the compatibility of your
existing document with the format you have selected save your
document as. The results of this check are revealed in the
Compatibility Report dialog, where you have explanations of errors
and options to fix them. To run this check at any time, go to menu
item: View > Toolbox, Compatibility Report.
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PPT

Go to menu item: File > Save As...

2. Inthe Save As box, type a name for the file
In the Format box, select PowerPoint 97-2004 Presentation
(ppt)

4. Select Save

HTML
1. Go to menu item: File > Save as Web Page...
2. Inthe Save As box, type a name for the file
3. Select Save
4. Check the HTML file for accessibility (see Technique 11, above)

To clean up your HTML file

* Remove unnecessary styles, line breaks, etc.

* Remove unnecessary id, class, and attributes

* Remove font tags

* Remove styles in the <head> tag

* Ensure the <th> tags have a scope attribute

* Remove <p> tags nested inside <th> and <td> tags

» Check for accessibility (see Technique 11, above)
Note: you may wish to use HTML editors or utilities to help
with this process.
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Technique 13. Consider Using Accessibility
Support Applications/Plugins

Disclaimer: This list is provided for information purposes only. It is
not exhaustive and inclusion of an application or plug-in on the list
does not constitute a recommendation or guarantee of results by
the IDRC.

The following accessibility related plug-ins and support are
available for PowerPoint for Mac:

* PPT2HTML - offers an accessibility tool bar for adding alt-text
to charts.

» PowerTalk - an accessibility tool that provides a good
approximation of how presentations will sound with a screen
reader. [Editor’s note: Tool no longer available.]

Accessibility Help

If you are interested in what features are provided to make using
PowerPoint for Mac more accessible to users, documentation is
provided in the Help system:

1. Go to menu item: Help
2. Enter “Accessibility” as your search term in the Search box

References and Resources

1. Microsoft PowerPoint for Mac Help
2. GAWDS Writing Better Alt Text

3. Ryerson University: Microsoft PowerPoint Accessibility
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Microsoft PowerPoint 2007

Usage Notes

At the time of testing (January 10, 2011), PowerPoint 2007 provides
a set of accessibility features that is sufficient to enable the
production of accessible digital office documents. However,
PowerPoint 2007 does not include an accessibility checking feature.

What's an “Office Document”?

You should use these techniques when you are using PowerPoint
2007 to create documents that are:

* Intended to be used by people (i.e., not computer code),

» Text-based (i.e., not simply images, although they may contain
images),

* Fully printable (i.e., where dynamic features are limited to
automatic page numbering, table of contents, etc. and do not
include audio, video, or embedded interactivity),

* Self-contained (i.e., without hyperlinks to other documents,
unlike web content), and

» Typical of office-style workflows (Reports, letters, memos,
budgets, presentations, etc.).

If you are creating forms, web pages, applications, or other
dynamic and/or interactive content, these techniques will still
be useful to you, but you should also consult the W3C-WAI Web
Content Accessibility Guidelines (WCAG 2.0) because these are
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specifically designed to provide guidance for highly dynamic and/
or interactive content.

File Formats

The default file format for PowerPoint 2007 is Office Open XML
(PPTX).

In addition, PowerPoint 2007 offers many other presentation
processor and web format saving options. Most of these have not
been checked for accessibility, but some information and/or
instructions are available for the following formats in Technique 12
(below):

* MS PowerPoint (PPT)
* PDF
e HTML

Document Conventions

We have tried to formulate these techniques so that they are useful
to all authors, regardless of whether they use a mouse. However,
for clarity there are several instances where mouse-only language
is used. Below are the mouse-only terms and their keyboard
alternatives:

» *Right-click: To right-click with the keyboard, select the
object using the Shift+Arrow keys and then press either (1) the
“Right-Click” key (some keyboard have this to the right of the
spacebar) or Shift+F10.
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Disclaimer and Testing Details:

Following these techniques will increase the accessibility of your
documents, but it does not guarantee accessibility to any specific
disability groups. In cases where more certainty is required, it is
recommended that you test the office documents with end users
with disabilities, including screen reader users.

The application-specific steps and screenshots in this document
were created using Microsoft PowerPoint 2007 (ver. 12.0.6535.5002,
Windows 7, Jan. 2011) while creating a PPTX document. Files are also
easily saved as other file formats (see Technique 12, below).

This document is provided for information purposes only and is
neither a recommendation nor a guarantee of results. If errors are
found, please report them to: adod-comments@idrc.ocad.ca.

Technique 1. Use Accessible Templates

All office documents start with a template, which can be as simple
as a blank standard-sized page or as complex as a nearly complete
document with text, graphics and other content. For example, a
“Meeting Minutes” template might include headings for information
relevant to a business meeting, such as “Actions” above a table with
rows to denote time and columns for actions of the meeting.

Because templates provide the starting-point for so many
documents, accessibility is critical. If you are unsure whether a
template is accessible, you should check a sample document
produced when the template is used (see Technique 11, below).

PowerPoint 2007's default template for new documents is a blank
presentation. If you are connected to the internet, you can access
a variety of blank business presentation templates through
Office.com. These are all accessible by virtue of being blank.

It is possible to create your own accessible templates from
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scratch in PowerPoint 2007. As well, you can edit and modify the
existing prepackaged templates, ensuring their accessibility as you
do so and saving them as a new template.

To create an accessible template

Create a new document

2. Ensure that you follow the techniques in this document
When you are finished you should also check the accessibility
of the document (see Technique 11, below)

4. Go to menu item: Office > Save As > Other Formats

5. Inthe Save as type list, select PowerPoint Template

6. In the File name box, type a name for the template. Using a
descriptive File name (e.g., “Accessible Sales Template”) will
increase the prominence of the accessibility status. As well,
filling in the text box labeled Tags with the term “accessibility”
will improve its searchability as an accessible file.

7. Select Save

To select an accessible template

Only use these steps if you have an accessible template available
(e.g., that you previously saved). Otherwise, simply open a new
(blank) document.

1. Go to menu item: Office > New
2. Under Templates, select My templates...
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New Presentation

1 1
[‘ Templates ’ ISearch Microsoft Office Online for a template
T Blank and recent ]

Installed Templates Blank and recent

New from existing...

Installed Themes
P R .
I My templates... |
e J

Blank
Microsoft Office Online Presentation
Featured
Agendas

Award certificates
Calendars

Content slides

Design slides

3. In the New Presentation dialog, select your accessible
template from the list

4. Select OK
ﬁ
PersondTen'dalBl
{[ZRccessie ok Tempiate gizgl
i 1] Pitchbook ' o
! ; -

e P

5. A new document based on the template will be displayed. If
you have chosen an accessible template, the document will be
accessible at this point. As you add your content (e.g., text,
images, etc.), ensure that you consult the sections that follow
to preserve accessibility.
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Technique 2. Set Document Language

In order for assistive technologies (e.g., screen readers) to be able

to present your document accurately, it is important to indicate the

natural language of the document. If a different natural language is

used for a paragraph or selected text, this also needs to be clearly

indicated.

To change the default language

1. In the operating system, activate the keyboard layout for the

language in which you want to create and edit text
2. Right-click* the status bar at the bottom of the window,
ensure that Language is selected, this displays a reminder of

the active keyboard layout in the status bar

o\ d9-0 )+ - Microsoft = =
Home Insert Design Animations Slide Show Review View @
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- side~ %3 ||| A - Aa-[A" a7|[2))] = 2 - v Styles~ = -
Clipboard Slides Font . Paragraph Drawing
[ G x|
E |
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Click to add notes

-
Slide1 of1 | "Office Theme"™ d = English (Canada) :
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To apply a language directly to selected text

Select the text

Go to menu item: Review

In the Proofing section, select the Language button

In the Mark selected text as box, select the language from the
list

5. Select OK

W N =

Technique 3. Use Built-In Layout and Styling

Features

PowerPoint 2007 does not provide “True Headings” or “Named
Styles” as does Word 2007.

3.1 Use Built-In Slide Layouts

Instead of creating each slide in your presentation by starting from
a blank slide, check whether there is a suitable built-in layout.

Note: The built-in layouts can be more accessible to users of
assistive technologies because technologies sometimes read the
floating items on the slide in the order that they were placed on
the slide. The built-in layouts have usually taken this into account
(e.g., “Title” first followed by other items, left to right and from top
to bottom). If you create slide layouts from scratch, it is sometimes
difficult to keep track of the order elements were placed.
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To apply “true layout” to a slide

Go to menu item: Home
2. In the Slides section, select the Layout button
3. Select the layout you would like to use from the drop down

menu
Do) H9- 0 )¢ Pres
HY oo e
A | Home | |insert  Designm” " Animations  shdeshow  Review  View >«
...... __
< g [ - Ky i
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Paste Ngw IE = §|
- JFormat Painter | sjide~ ; : ==
Clipboard & i
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‘b Title Slide ‘ Title and Content Section Header
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=6 s g

Two Content Comparison Title Only

e ey O S S

Content with Picture with
Caption Caption Ut

S

3.2 Customize Using Master Slides

If a layout must be customized, it is recommended that Master
Slides be used.

Every slide layout in a presentation is defined by its master slide.
A master slide determines the formatting style for various elements
of the slide layout. This includes font styles, character formatting,
and the positioning of elements. Essentially, each master slide acts
as a design template for the slide layout.

If you edit any aspect of the slide layout in the master slide,
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the change will affect all slides that were created based on it. For
this reason, it is good practice to edit the master slide and use
the slide layouts before building individual slides. It is essential
that you create and use master slides that meet the accessibility
requirements outlined in this document.

To create or customize a master SlidC

Go to menu item: View

2. In the Presentation Views section, select the Slide Master
icon

3. The current slide master with its associate layouts appears
Note: If you have the Normal view open, the slide master is the
larger slide image in the slide thumbnail pane. The associated
layouts are positioned beneath the slide master.

4. Customize the existing master slide and its associated layouts

to suit your needs (e.g., apply a design, theme-based colors,

fonts, effects, backgrounds) ensuring that your changes meet

accessibility requirements

Go to menu item: Office > Save As > Other Formats

In the Filename box, type a file name

In the Save as type list, select PowerPoint template

Select Save

© ® 9o u

On the Slide Master tab, in the Close section, select Close
Master View

Technique 4. Set a Logical Tab Order

Many presentation applications create content composed almost
exclusively of “floating” objects. This means that they avoid the
transitions between in-line content and secondary “floating”
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objects (text boxes, images, etc.) that can cause accessibility issues
in word processors.

However, when you are working with “floating” objects, it is
important to remember that the way objects are positioned in two
dimensions on the screen may be completely different from how
the objects will be read by a screen reader or navigated using a
keyboard. The order that content is navigated sequentially is called
the “Tab Order” because often the “Tab” key is used to navigate from
one “floating” object to the next.

Tips for setting a logical “tab order” for “floating”
objects

*  The tab order of floating objects is usually from
the “lowest” object on the slide to the “highest”

*  Because objects automatically appear “on top”
when they are inserted, the default tab order is
from the first object inserted to the last. However,
this will change if you use features such as “bring
to front” and “send to back”

e The slide’s main heading should be first in the
tab order.

*  Headings should be placed in the tab order
immediately before the items (text, diagrams, etc.)
for which they are acting as a heading.

e Labels should be in the reading order placed
immediately before the objects that they label.

*  For simple slide layouts, it may be possible to
simply insert objects in a logical tab order.
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e For more complex layouts, it may be easier to
simply to create the slide as usual and then set the
tab order (see below).

To set the tab order using the ‘Selection Pane’

Go to menu item: Home

In the Drawing section, select Arrange > Selection Pane...

In the Selection and Visibility pane, all the elements on the
slide are listed in reverse chronological order under Shapes on
this Slide

Elements can be re-ordered using the Re-order buttons
located at the bottom of the Selection and Visibility pane
Note: The tab order of elements begins at the bottom of the list
and tabs upwards.
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Technique 5. Use Slide Notes

A useful aspect of presentation applications is the facility to add
notes to slides, which can then be read by assistive technologies.
You can use these slide notes to explain and expand on the contents
of your slides in text format. Slide notes can be created as you build
your presentation.

To add notes to your slides

Go to menu item: View

2. In the Presentation Views section, select Normal to ensure
that the notes panel is in view
Note: You can then select menu item Home, to access text
formatting options

3. The Notes Pane can be found at the bottom of the window,
below the slide

4. Type and format your notes within the Notes Pane below each
slide
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Technique 6. Provide Text Alternatives for

Images and Graphical Objects

When using images or other graphical objects, such as charts and
graphs, it is important to ensure that the information you intend
to convey by the image is also conveyed to people who cannot see
the image. This can be accomplished by adding concise alternative
text to of each image. If an image is too complicated to concisely
describe in the alternative text alone (artwork, flowcharts, etc.),
provide a short text alternative and a longer description as well.
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Tips for writing alternative text

* Try to answer the question “what information is
the image conveying?”

e If the image does not convey any useful
information, leave the alternative text blank

»  Ifthe image contains meaningful text, ensure all
of the text is replicated

e Alternative text should be fairly short, usually a
sentence or less and rarely more than two
sentences

e If more description is required (e.g., for a chart
or graph), provide a short description in the
alternative text (e.g., a summary of the trend) and
more detail in the long description, see below

»  Test by having others review the document with
the images replaced by the alternative text

Tips for writing longer descriptions

*  Long descriptions should be used when text
alternatives (see above) are insufficient to answer
the question “what information is the image
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conveying?”

* Insome situations, the information being
conveyed will be how an image looks (e.g., an
artwork, architectural detail, etc.). In these cases,
try to describe the image without making too
many of your own assumptions.

*  One approach is to imagine you are describing
the image to a person over the phone

*  Ensure that you still provide concise alternative
text to help readers decide if they are interested
in the longer description

Alternatively, you can include the same information
conveyed by the image within the body of the
document, providing the images as an alternate to the
text. In that case, you do not have to provide alternate
text within the image.

To add alternative text to images and graphical objects

Right-click* the object

Select Size and Position...
Select the Alt Text tab

Fill in the Alternative text box

B W N =
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Web browsers display alternative text while pictures are loading
or if they are missing. Web search engines use alternative text
to help find Web pages. Alternative Text is also used to assist
users with disabilities.

Technique 7. Use Built-In Structuring Features

7.1 Tables

When using tables, it is important to ensure that they are clear and
appropriately structured. This helps all users to better understand
the information in the table and allows assistive technologies (e.g.,
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screen readers) to provide context so that the information within
the table can be conveyed in a meaningful way.

Tips for tables

e  Only use tables for tabular information, not for
formatting.

e Use “real tables” rather than text formatted to
look like tables using the TAB key or space bar.
These will not be recognized by assistive
technology.

*  Keep tables simple by avoiding merged cells and
dividing complex data sets into separate smaller
tables, where possible. Whenever possible, use
just one row of headings.

e If tables split across pages, set the header to
show at the top of each page. Also set the table to
break between rows instead of in the middle of
rOwS.

*  Create a text summary of the essential table
contents. Any abbreviations used should be
explained in the summary.

e Table captions or descriptions should answer
the question “what is the table’s purpose and how
is it organized?” (e.g., “A sample order form with
separate columns for the item name, price and
quantity”).

e Table cells should be marked as table headers
when they serve as labels to help interpret the
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other cells in the table.

e  Table header cells labels should be concise and
clear.

e  Ensure the table is not “floating” on the page

(see Technique 5).

To add a table with headings

Go to menu item: Insert
2. In the Tables section, select the Tables icon
3. Select the number of rows and columns you would like your
table to have
4. Select the table and a Table Tools menu item should appear
5. Go to menu item: Table Tools > Design
In the Table Style Options section, select the Header Row
check box

7.2 Lists

When you create lists, it is important to format them as “real lists”
Otherwise, assistive technologies will interpret your list as a series
of short separate paragraphs instead of a coherent list of related
items.
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To create an ordered or unordered list

Go to menu item: Home

2. In the Paragraph section, select the Bullets icon for unordered
lists or select the Numbering icon for ordered lists

3. To select a different list format, select the arrow beside the
icon

4. Select a format from the format Library that appears in the
drop-down menu

To modify list styles

Go to menu item: Home

2. Inthe Paragraph section, select the arrow beside the Bullets
icon for unordered lists or select the arrow beside the
Numbering icon for ordered lists

3. Select Define New Bullet... to create a new unordered list
format

4. Select Define New Number Format... to create a new ordered
list format

5. In the New Bullet dialog or the New Number Format dialog,
select the list characteristics

6. Select OK

7.3 Columns

Use Columns feature for placing text in columns. However, because
columns can be a challenge for users of some assistive technologies,
you should consider whether a column layout is really necessary.
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7.4 Document Title

In case the document is ever converted into HTML, it should be
given a descriptive and meaningful title.

To change the title of the current document

1. Go to menu item: Office > Prepare > Properties

2. In the Document Properties section that appears, select the
Title text box

3. Enter the Title
Note: The Title defined in the properties is different than the
file name. It is also unrelated to the template name, discussed

above.
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Technique 8. Create Accessible Charts

Charts can be used to display data in meaningful ways for your
audience. It is important to ensure that your chart is as accessible
as possible to all members of your audience. All basic accessibility
considerations that are applied to the rest of your document must
also be applied to your charts and the elements within your charts.
For example, use shape and color, rather than color alone, to convey
information. As well, some further steps should be taken to ensure
that the contents are your chart are appropriate labeled to give
users reference points that will help to correctly interpret the
information.

To create a chart

1. Select a Slide Layout that contains a placeholder for a chart
(see Technique 3.1, above)

2. Select the Insert Chart icon from the center of the placeholder

. Select a Chart Type from the Chart Gallery

4. Select OK
Note: This will open the Excel document titled “Chart in
Microsoft Office PowerPoint”, where you can input the data
you would like to include in the chart. When you have done
this, simply close the Excel window and the data will appear on
the chart in the PowerPoint presentation.

To add titles and labels

1. In the Chart Tools menu section, go to menu item: Layout
2. In the Labels section, select the type of title or label you would
like to define (e.g., Chart Title, Axis Titles, Data Labels)
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To apply a predefined Chart Layout

1. In the Chart Tools menu section, go to menu item: Design
2. In the Chart Layouts section, select a Quick Layout from the
scrolling Chart Layouts gallery

To change to a different predefined Chart Type

In the Chart Tools menu section, go to menu item: Design

2. In the Type section, select the Change Chart Type icon

3. Inthe Change Chart Type dialog, select a chart type from the
left pane

4. Select a Chart Design from the right pane

5. Select OK

Other Chart Considerations

* When creating line charts, use the formatting options to create
different types of dotted lines to facilitate legibility for users
who are color blind

* When creating bar charts, go to menu item: Chart Tools >
Format and in the Shape Styles section select Shape Fill to
apply a texture to help distinguish the bars

* Change the default colors to a color safe or gray-scale palette

» Use the formatting options to change predefined colors,
ensuring that they align with sufficient contrast requirements
(see Technique 9.2, below)

Technique 9. Make Content Easier to See
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9.1 Format of Text

When formatting text, especially when the text is likely to printed,
try to:

» Use font sizes between 12 and 18 points for body text.

* Use fonts of normal weight, rather than bold or light weight
fonts. If you do choose to use bold fonts for emphasis, use
them sparingly.

» Use standard fonts with clear spacing and easily recognized
upper and lower case characters. Sans serif fonts (e.g., Arial,
Verdana) may sometimes be easier to read than serif fonts (e.g.,
Times New Roman, Garamond).

* Avoid large amounts of text set all in caps, italic or underlined.

* Use normal or expanded character spacing, rather than
condensed spacing.

* Avoid animated or scrolling text.

But can’t users just zoom in? Office applications do typically
include accessibility features such as the ability to magnify
documents and support for high contrast modes. However, because
printing is an important aspect of many workflows and changing
font sizes directly will change documents details such the
pagination, the layout of tables, etc., it is best practice to always
format text for a reasonable degree of accessibility.

9.2 Use Sufficient Contrast

The visual presentation of text and images of text should have a
contrast ration of at least 4.5:1. To help you determine the contrast,
here are some examples on a white background:

* Very good contrast (Foreground=black, Background=white,
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Ratio=21:1)

* Acceptable contrast (Foreground=#767676, Background=white,
Ratio=4.54:1)

* Unacceptable contrast (Foreground=#AAAAAA,
Background=white, Ratio=2.32:1)

Also, always use a single solid color for a text background rather
than a pattern.

In order to determine whether the colors in your document have
sufficient contrast, you can consult an online contrast checker, such
as:

e WebAIM: Contrast Checker
e Juicy Studio: Luminosity Color Contrast Ratio Analyzer

* Joe Dolson Color Contrast Spectrum Tester

* Joe Dolson Color Contrast Comparison

9.3 Avoid Using Color Alone

Color should not be used as the only visual means of conveying
information, indicating an action, prompting a response, or
distinguishing a visual element. In order to spot where color might
be the only visual means of conveying information, you can create a
screenshot of the document and then view it with online gray-scale
converting tools, such as:

* GrayBit v2.0: Grayscale Conversion Contrast Accessibility Tool

Editor’s note: GrayBit v2.0 is no longer available.
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However, multiple tools can be found online: Google

Search: gray-scale conversion tool.

9.4 Avoid Relying on Sensory Characteristics

The instructions provided for understanding and operating content
should not rely solely on sensory characteristics such as the color
or shape of content elements. Here are two examples:

* Do not track changes by simply changing the color of text you
have edited and noting the color. Instead use PowerPoint
2007's “Track Changes” feature to track changes.

* Do not distinguish between images by referring to their
appearance (e.g., “the bigger one”). Instead, label each image
with a figure number and use that for references.

9.5 Avoid Using Images of Text

Before you use an image to control the presentation of text (e.g.,
to ensure a certain font or color combination), consider whether
you can achieve the same result by styling “real text” If this is not
possible, as with logos containing stylized text, make sure to provide
alternative text for the image following the techniques noted above.
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9.6 Avoid Transitions

Transitions between slides and elements in each slide (e.g., bullets
in a list flying onto the screen) can be distracting to users with
disabilities. It can also cause assistive technologies to read the slide
incorrectly. For these reasons, it is best to avoid transitions
altogether.

Technique 10. Make Content Easier to
Understand

10.1 Write Clearly

By taking the time to design your content in a consistent way;, it will
be easier to access, navigate and interpret for all users:

* Whenever possible, write clearly with short sentences.

* Introduce acronyms and spell out abbreviations.

* Avoid making the document too “busy” by using lots of
whitespace and by avoiding too many different colors, fonts
and images.

» If content is repeated on multiple pages within a document or
within a set of documents (e.g., headings, footings, etc.), it
should occur consistently each time it is repeated.

10.2 Provide Context for Hyperlinks

Hyperlink text in your document should be meaningful when read
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out of context. To be an effective navigation aid, the link text should
describe the destination of the link.

Consider the experience of screen reader users: Generally, screen
readers generate a list of links, and screen reader users navigate this
list alphabetically. Hyperlink text such as “click here” or “more” is
meaningless in this context.

In order to be useful to someone using a screen reader, ensure
that hyperlink text is self-describing and meaningful on its own. To
make the address of hyperlink clear when printing, you may wish to
include the address in brackets following the descriptive text of the
hyperlink.

To change link text

. Highlight the link and right-click*
2. Select Edit Hyperlink (Ctrl + K)
Change the text in the Text to display box to something
descriptive

10.3 Accessible Presentations

It is important to consider accessibility before, during, and after
presentations. Below is a helpful link with guidance on how to make
presentations accessible to all:

e “How to Make Presentations Accessible to All” (Source: W3C-
WAI Draft
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Technique 11. Check Accessibility

At this time, Powerpoint 2007 does not offer a mechanism to check
for potential accessibility errors in your document prior to
publishing. [Tested: January 10th, 2011]

In order to get some indication of the accessibility of your
document or template (see Technique 1), then you may consider
saving the file into HTML or PDF in order to perform an accessibility
check in one of those formats, as described below.

To evaluate HTML accessibility

Another option is to save the document into HTML format and use
one of the web accessibility checkers available online. Such as:

e AChecker
 WebAIM Wave Web Accessibility Evaluation Tool

To evaluate PDF accessibility

If you saved your document in tagged PDF format, you can use the
following tools and steps to evaluate the accessibility of the PDF
document:

e Adobe Acrobat Professional

e CommonLook PDF Evaluator

» PDF Accessibility Checker (PAC) - a free alternative provided

by “Access for all”
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To evaluate PDF accessibiliry in Adobe Acrobat Professional

Go to menu item: Advanced > Accessibility > Full Check...
2. In the Full Check dialog, select all the checking option
3. Select the Start Checking button

Editor’s note: For detailed instructions, see our section

on how to check accessibility using Adobe Acrobat

Professional.

Technique 12. Use Accessibility Features when
Saving/Exporting to Other Formats

In some cases, additional steps must be taken in order to ensure
accessibility information is preserved when saving/exporting to
formats other than the default.

PDF

PDF documents are not always accessible. Accessible PDF
documents are often called “Tagged PDF’ because they include
“tags” that encode structural information required for accessibility.
To evaluate the accessibility of your PDF document, see Technique
11 (above).

1. Go to menu item: Office > Save As > PDF or XPS
2. In the File name box, type a name for the file

630 | Microsoft PowerPoint 2007



3. Select the Options button
4. Under Include non-printing information in the Options
dialog, ensure that the Document structure tags for
accessibility check box is selected
5. Under PDF options, ensure that Bitmap text when fonts may
not be embedded check box is de-selected
6. Select OK and Save
ovors 21
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HTML

Go to menu item: Office > Save As > Other Formats

In the File name box, type a name for the file

In the Save as type box, select Web Page

Select Save

Check the HTML file for accessibility (see Technique 11, above)

gLk W N =
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To clean up your HTML file

* Remove unnecessary styles, line breaks, etc.

* Remove unnecessary id, class, and attributes

* Remove font tags

* Remove styles in the <head> tag

* Ensure the <th> tags have a scope attribute

* Remove <p> tags nested inside <th> and <td> tags

* Check for accessibility (see Technique 11, above)
Note: you may wish to use HTML editors or utilities to help
with this process.

Technique 13. Consider Using Accessibility
Support Applications/Plugins

Disclaimer: This list is provided for information purposes only. It is
not exhaustive and inclusion of an application or plug-in on the list
does not constitute a recommendation or guarantee of results.

The following accessibility related plug-ins and support are
available for PowerPoint 2007:

* PPT2HTML - offers an accessibility tool bar for adding alt-text
to charts.

» PowerTalk - an accessibility tool that provides a good
approximation of how presentations will sound with a screen
reader. [Editor’s note: Tool no longer available.]

* HiSoftware - desktop add-ins that will create a Section 508 or
WAI Fully Compliant Web pages from PowerPoint
presentations (some knowledge of HTML code is required).
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Accessibility Help

If you are interested in what features are provided to make using
PowerPoint 2007 more accessible to users, documentation is
provided in the Help system:

1. Select Help icon in the right corner of the application window
or select F1
2. Enter “Accessibility” as your search term in the Help dialog box

References and Resources

Microsoft PowerPoint: Video Tutorials

2. Ryerson University: Microsoft PowerPoint Accessibility
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Keynote for Mac

Usage Notes

At the time of testing (September 30, 2010), Keynote '09 lacks
several features that enable accessible office document authoring,
most notably: the ability to add alternative text to images and
objects, indicating natural language, quick styles or named styles,
and change tracking. As a result, some of the other features that
might otherwise support accessibility, such as its extensive
templates are not as effective. In addition, Keynote ‘09 does not
include an accessibility checking feature, which is a more advanced
accessibility feature.

Editor’s note: In later versions of Keynote, users can add
alt text to images and objects. Apple has added significant
accessibility improvements to its iWork applications, but an
accessibility checker is not a feature yet.

What's an “Office Document”?

You should use these techniques when you are using Keynote '09 to
create documents that are:

* Intended to be used by people (i.e., not computer code),

* Text-based (i.e., not simply images, although they may contain
images),
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* Fully printable (i.e., where dynamic features are limited to
automatic page numbering, table of contents, etc. and do not
include audio, video, or embedded interactivity),

* Self-contained (i.e., without hyperlinks to other documents,
unlike web content), and

» Typical of office-style workflows (Reports, letters, memos,
budgets, presentations, etc.).

If you are creating forms, web pages, applications, or other
dynamic and/or interactive content, these techniques will still
be useful to you, but you should also consult the W3C-WAI Web
Content Accessibility Guidelines (WCAG 2.0) because these are
specifically designed to provide guidance for highly dynamic and/

or interactive content.

File Formats

The default file format for Keynote ‘09 is the native iWork format. In
addition, Keynote ‘09 offers many other presentation processor and
web format saving options. Most of these have not been checked
for accessibility, but some information and/or instructions are
available for the following formats in Technique 12:

* MS PowerPoint (PPT)
* PDF
e HTML

Document Conventions

We have tried to formulate these techniques so that they are useful
to all authors, regardless of whether they use a mouse. However,
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for clarity there are several instances where mouse-only language
is used. Below are the mouse-only terms and their keyboard
alternatives:

* *Right-click: To right-click with the keyboard, select the
object using the Shift+Arrow keys and then press either (1) the
“Right-Click” key (some keyboard have this to the right of the
spacebar) or Shift+F10.

Disclaimer and Testing Details:

Following these techniques will increase the accessibility of your
documents, but it does not guarantee accessibility to any specific
disability groups. In cases where more certainty is required, it is
recommended that you test the office documents with end users
with disabilities, including screen reader users. The application-
specific steps and screenshots in this document were created using
iWork Keynote ‘09 (ver.5.0.3(791), Mac OS X, Sept. 2010) and
Keynote, version 9.1 (December 2019) while producing a document
in the proprietary file format. Files are also easily saved as other file
formats (see Technique 12).

Technique 1. Use Accessible Templates

All office documents start with a template, which can be as simple
as a blank standard-sized page or as complex as a nearly complete
document with text, graphics and other content. For example, a
“Meeting Minutes” template might include headings for information
relevant to a business meeting, such as “Actions” above a table
with rows to denote time and columns for actions of the meeting.
Because templates provide the starting-point for so many
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documents, accessibility is critical. If you are unsure whether a
template is accessible, you should check a sample document
produced when the template is used (see Technique 11). The default
template for new documents in Keynote ‘09 is a blank presentation.
If you are connected to the internet, you can access a variety of
blank business presentation templates. These are all accessible by
virtue of being blank. As well, you may create your own templates.

To create an accessible template

1. Go to menu item: File > New or File > New from Theme
Chooser...

2. In the Theme Chooser dialog, select the White theme or select
one of the other existing template designs

3. Anew document in your selected template style will open

4. Ensure that you follow the techniques in this document

5. When you are finished you should also check the accessibility
of the document (see Technique 11)

Go to menu item: File > Save Theme...

7. In the Save As box, type a name for the template. Using a
descriptive template name (e.g. “Accessible Memo Template”)
will increase the prominence of the accessibility status.

8. Specify a folder in which to save your template. Note: By
default, it will be saved in your home folder in Library/
Application Support/iWork/Keynote/Templates/My
Templates pane of the Template Chooser. To save the template
in a different location than the default, create a new folder in
the Templates folder. The folder name is then used as a
template category in the Template Chooser.
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To select an accessible template

Note: Only use these steps if you have an accessible template
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new (blank) document.
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Technique 2. Set Document Language

At this time, it is not possible to manually indicate the natural
language for specific slides or sections of text in Keynote ‘09. As
well, it is not possible to change the natural language of the
document itself from the default language. [Tested: September
30th, 2010]

Editor’s note: In later versions of Keynote, users are able
to set a presentation’s language.

1. Choose File > Advanced > Language & Region (from
the File menu at the top of your screen).

2. Inthe dialog that appears, click the pop-up menus
and choose a language and a region.
Note: You can't change this setting for a shared
presentation.

3. Click OK.

For more details, see how to change a presentation’s

language and formatting.

In order for assistive technologies (e.g., screen readers) to be able
to present your document accurately, it is important to indicate the
natural language of the document. If a different natural language is
used for a paragraph or selected text, this also needs to be clearly
indicated.

Technique 3. Use Built-In Layout and Styling
Features
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3.1 Use Buile-In Slide Layouts

Instead of creating each slide in your presentation by starting from
a blank slide, check whether there is a suitable built-in layout. Note:
The built-in layouts can be more accessible to users of assistive
technologies because they technologies sometimes read the
floating items on the slide in the order that they were placed on
the slide. The built-in layouts have usually taken this into account
(e.g., “Title” first followed by other items, left to right and from top
to bottom). If you create slide layouts from scratch, it is sometimes
difficult to keep track of the order elements were placed. Note: Each
slide in Keynote '09 is derived from a Master Slide (Technique 3.2)
applying “true layouts” requires that you use Master Slides that are
accessible and appropriately designed for your purposes.

3.2 Customize Using Master Slides

If a layout must be customized, it is recommended that Master
Slides be used. Every slide layout in a presentation is defined by
its master slide. A master slide determines the formatting style
for various elements of the slide layout. This includes font styles,
character formatting, and the positioning of elements. Essentially,
each master slide acts as a design template for the slide layout.
If you edit any aspect of the slide layout in the master slide, the
change will affect all slides that were created based on it. For this
reason, it is good practice to edit the master slide and use the
slide layouts before building individual slides. It is essential that
you create and use master slides that meet the accessibility
requirements outlined in this document.
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To create or customize a master slide

1. Select the slide Note: To design a master slide from scratch,
select a blank slide to start with. Otherwise, select a slide that
resembles how you would like your slide to look and be sure to
modify the slide characteristics to align with accessibility
guidelines in this document.

2. Go to menu item: View > Show Master Slides
In the Master Slide Navigator in the left pane, select the
Master Slide Layout you would like to modify
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4. Customize the master slide to suit your needs (e.g., define
placeholders for text, change background elements, add
alignment guides, and more) ensuring that your changes meet
accessibility requirements
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To define default attributes of text and objects

1. Select the slide Note: To design a master slide from scratch,
select a blank slide to start with. Otherwise, select a slide that
resembles how you would like your slide to look and be sure to
modify the slide characteristics to align with accessibility
guidelines in this document.

2. Go to menu item: View > Show Master Slides
In the Master Slide Navigator in the left pane, select the
Master Slide Layout you would like to define default attributes

for
&00
I:- ILI Ll E *® ﬁ- E -
New  Play View  Cuides Themes
- A EE— . .
i Maiter Slded I
' !
Ly 0
e |
| Tithe & Subtitle E
' - i
i !
| |
1 Title & Bullets !
: : !
! !
1 | S— 4
| Title & Bullets -2+ |
T — =

4. In the Toolbar, click the element type (e.g., text box, shapes,
table, charts)

G2, O all. [
Text Box Shapes Table Charts Comment

5. In the Formatting bar, format the element ensuring that it
meets accessibility guidelines outlined in this document
6. To make the element a default for your current master slide,
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go to menu item: Format > Advanced > Define (element type)
for Current Master Note: To make the element a default for all
master slides, go to menu item: Format > Advanced > Define
(element type) for All Masters

Technique 4. Set a Logical Tab Order

Many presentation applications create content composed almost
exclusively of “floating” objects. This means that they avoid the
transitions between in-line content and secondary “floating”
objects (text boxes, images, etc.) that can cause accessibility issues
in word processors. However, when you are working with “floating”
objects, it is important to remember that the way objects are
positioned in two dimensions on the screen may be completely
different from how the objects will be read by a screen reader or
navigated using a keyboard. The order that content is navigated
sequentially is called the “Tab Order” because often the “Tab” key is
used to navigate from one “floating” object to the next.

Tips for setting a logical “tab order” for “ﬂoating”
objects

e The tab order of floating objects is usually from
the “lowest” object on the slide to the “highest”

*  Because objects automatically appear “on top”
when they are inserted, the default tab order is
from the first object inserted to the last. However,

644 | Keynote for Mac



this will change if you use features such as “bring
to front” and “send to back’.

e The slide’s main heading should be first in the
tab order.

*  Headings should be placed in the tab order
immediately before the items (text, diagrams, etc.)
for which they are acting as a heading.

e Labels should be in the reading order placed
immediately before the objects that they label.

e For simple slide layouts, it may be possible to
simply insert objects in a logical tab order.

e For more complex layouts, it may be easier to
simply to create the slide as usual and then set the
tab order (see below).

To set the tab order

1. Select the object
2. Go to menu item: Arrange > Bring Forward, Bring to Front,
Send Backward or Send to Back

Technique 5. Use Slide Notes

A useful aspect of presentation applications is the facility to add
notes to slides, which can then be read by assistive technologies.
You can use these slide notes to explain and expand on the contents
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of your slides in text format. Slide notes can be created as you build
your presentation.

To add notes to your slides

1. Go to menu item: View > Show Presenter Notes
2. In the pane at the bottom of the window (below the slide),
enter notes to accompany each slide

Technique 6. Provide Text Alternatives for
Images and Graphical Objects

At this time, Keynote '09 does not offer a mechanism which enables
the user to add alternative text descriptions to images or objects.
[Tested: September 28, 2010]

Editor’s note: For later versions of Keynote, users can
add alternative text descriptions for images and objects.

1. Select the image and go to the Format side bar.
Click on the image tab.

2. Click the Description text box, then enter your
text.

For more details, see the section on how to add an image
description on the Keynote User Guide for Mac.

When using images or other graphical objects, such as charts and
graphs, it is important to ensure that the information you intend to
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convey by the image is also conveyed to people who cannot see the
image. This can be accomplished by adding concise alternative text
of each image. If an image is too complicated to concisely describe
in the alternative text alone (artwork, flowcharts, etc.), provide a
short text alternative and a longer description as well.

Tips for writing alternative text

*  Try to answer the question “what information is
the image conveying?”

» If the image does not convey any useful
information, leave the alternative text blank

» If the image contains meaningful text, ensure all
of the text is replicated

e Alternative text should be fairly short, usually a
sentence or less and rarely more than two
sentences

e If more description is required (e.g., for a chart
or graph), provide a short description in the
alternative text (e.g., a summary of the trend) and
more detail in the long description, see below

*  Test by having others review the document with
the images replaced by the alternative text
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Tips for writing longer descriptions

*  Long descriptions should be used when text
alternatives (see above) are insufficient to answer
the question “what information is the image
conveying?”

* In some situations, the information being
conveyed will be how an image looks (e.g., an
artwork, architectural detail, etc.). In these cases,
try to describe the image without making too
many of your own assumptions.

*  One approach is to imagine you are describing
the image to a person over the phone

*  Ensure that you still provide concise alternative
text to help readers decide if they are interested
in the longer description

Alternatively, you can include the same information
conveyed by the image within the body of the
document, providing the images as an alternate to the
text. In that case, you do not have to provide alternate
text within the image.

Technique 7. Use Built-In Structuring Features
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7.1 Tables

When using tables, it is important to ensure that they are clear and
appropriately structured. This helps all users to better understand
the information in the table and allows assistive technologies (e.g.,
screen readers) to provide context so that the information within
the table can be conveyed in a meaningful way.

Tips for tables

*  Only use tables for tabular information, not for
formatting.

e Use “real tables” rather than text formatted to
look like tables using the TAB key or space bar.
These will not be recognized by assistive
technology.

*  Keep tables simple by avoiding merged cells and
dividing complex data sets into separate smaller
tables, where possible.

e If tables split across pages, set the header to
show at the top of each page. Also set the table to
break between rows instead of in the middle of
rows.

*  Create a text summary of the essential table
contents. Any abbreviations used should be
explained in the summary.

e  Table captions or descriptions should answer
the question “what is the table’s purpose and how
is it organized?” (e.g., “A sample order form with
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separate columns for the item name, price and
quantity”).

e Table cells should be marked as table headers
when they serve as labels to help interpret the
other cells in the table.

e Table header cells labels should be concise and
clear.

*  Ensure the table is not “floating” on the page

(see Technique 4).

To set default table attributes

1. Go to menu item: View > Show Master Slides
2. Select a master slide from the Master Slides Navigator in
the left pane
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In the Toolbar, click Table

Select the table
Go to menu item: View > Show Inspector

In the Inspector dialog, select Table inspector

Click the Table tab

In the Headers & Footers section, select Choose the
number of header columns or Choose the number of
header rows drop-down menus

Select the number of headers

Note: Limiting your table to one row or column of header
will ensure your table remains clear and easy to interpret
by assistive technologies.
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10. Customize the other characteristics of your table through
the other sections of the Table inspector dialog

11. To make the table a default for your current master slide,
go to menu item: Format > Advanced > Define Table for
Current Master
Note: To make the table a default for all master slides, go to
menu item: Format > Advanced > Define Table for All
Masters Note: Defining the table as a default for all
masters means that when you insert a Table element into
any slide, it will display your preformatted characteristics
(including appropriate headers)

7.2 Lists

When you create lists, it is important to format them as “real lists”.
Otherwise, assistive technologies will interpret your list as a series
of short separate paragraphs instead of a coherent list of related
items.

To create an ordered or unordered list
1. Select the text box or highlight the text
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Go to menu item: View > Show Inspector

In the Inspector dialog, click Text inspector

Click the Bullets tab

In the Bullets & Numbering section, click the drop-down

U

menu and choose a bullet or numbering option
6. Customize the list style accordingly, ensuring your selections
align with the guidelines in this document

N =

-
Indent Level

o

| Bullets & Numbering

I

I -

i Text Bullets |
~

7.3 Columns

Use Columns feature for placing text in columns. Note: Because
columns can be a challenge for users of some assistive technologies,
consider whether a column layout is really necessary.

7.4 Document Title

In case the document is ever converted into HTML, it should be
given a descriptive and meaningful title.

To change the title of the current document

1. In the Toolbar, select Inspector
2. In the Inspector dialog, select the Document inspector button
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3. Click the Spotlight tab

4. In the Title box, type a descriptive name for the document
Note: The Title defined in the properties is different than the
file name. It is also unrelated to the template name, discussed

above.
- - Dogument
] - -
I | IR - i
iOpeTdc. LA A
1
Degumrent Audﬁi Spatiight !
__________ r
Author
e ]
1 Tithe :
‘______'-------'-'”'“'“'--'I
Keywords
Comments

Technique 8. Create Accessible Charts

Charts can be used to make data more understandable for some
audiences. However, it is important to ensure that your chart is as
accessible as possible to all members of your audience. All basic
accessibility considerations that are applied to the rest of your
document must also be applied to your charts and the elements
within your charts. For example, use shape and color, rather than
color alone, to convey information. As well, some further steps
should be taken to ensure that the contents are your chart are
appropriate labeled to give users reference points that will help
them to correctly interpret the information.
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To create a chart

1. Go to menu item: Insert > Chart
2. Select the type of chart you want to use
3. Update the Chart Data Editor with the data you would like to
display
4. Close the Chart Data Editor
To add titles and labels
1. Select the chart
2. Go to menu item: View > Show Inspector
3. In the Chart Inspector, select Chart
4. Ensure the Show Title and Show Legend check boxes are
selected
5. Select Axis
6. Under Value Axis (Y) and Category Axis (X), select Show Title

and Show Value Labels from their respective drop-down

menus

To change to a different predefined Chart Type

Select the chart
Go to menu item: View > Show Inspector
Select a chart type from the Choose a chart type drop-down

menu

Other Chart Considerations

» When creating line charts, use the formatting options to create
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different types of dotted lines to facilitate legibility for users
who are color blind

* When creating bar charts, it is helpful to apply texture instead
of color to differentiate the bars

* Change the default colors to a color safe or gray-scale palette

» Use the formatting options to change predefined colors,
ensuring that they align with sufficient contrast requirements

(see Technique 9.2)

Technique 9. Make Content Easier to See

9.1 Format of Text

When formatting text, especially when the text is likely to be
printed, try to:

» Use font sizes between 12 and 18 points for body text.

» Use fonts of normal weight, rather than bold or light weight
fonts. If you do choose to use bold fonts for emphasis, use
them sparingly.

» Use standard fonts with clear spacing and easily recognized
upper and lower case characters. Sans serif fonts (e.g., Arial,
Verdana) may sometimes be easier to read than serif fonts (e.g.,
Times New Roman, Garamond).

* Avoid large amounts of text set all in caps, italic or underlined.

» Use normal or expanded character spacing, rather than
condensed spacing.

* Avoid animated or scrolling text.

But can’t users just zoom in? Office applications do typically
include accessibility features such as the ability to magnify
documents and support for high contrast modes. However, because
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printing is an important aspect of many workflows and changing
font sizes directly will change documents details such the
pagination, the layout of tables, etc., it is best practice to always
format text for a reasonable degree of accessibility.

9.2 Use Sufficient Contrast

The visual presentation of text and images of text should have a
contrast ration of at least 4.5:1. To help you determine the contrast,
here are some examples on a white background:

* Very good contrast (Foreground=black, Background=white,
Ratio=21:1)

* Acceptable contrast (Foreground=#767676, Background=white,
Ratio=4.54:1)

* Unacceptable contrast (Foreground=#AAAAAA,
Background=white, Ratio=2.32:1)

Also, always use a single solid color for a text background rather
than a pattern. In order to determine whether the colors in your
document have sufficient contrast, you can consult an online
contrast checker, such as:

¢ WebAIM: Contrast Checker
e Juicy Studio: Luminosity Color Contrast Ratio Analyzer

* Joe Dolson Color Contrast Spectrum Tester

» Joe Dolson Color Contrast Comparison

9.3 Avoid Using Color Alone

Color should not be used as the only visual means of conveying
information, indicating an action, prompting a response, or
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distinguishing a visual element. In order to spot where color might
be the only visual means of conveying information, you can create a
screenshot of the document and then view it with online gray-scale
converting tools, such as:

* GrayBit v2.0: Grayscale Conversion Contrast Accessibility Tool

Editor’s note: GrayBit v2.0 is no longer available.
However, multiple tools can be found online: Google
Search: gray-scale conversion tool.

9.4 Avoid Relying on Sensory Characteristics

The instructions provided for understanding and operating content
should not rely solely on sensory characteristics such as the color
or shape of content elements. Here are two examples:

* Do not track changes by simply changing the color of text you
have edited and noting the color. Instead use PowerPoint
2010’s “Track Changes” feature to track changes.

* Do not distinguish between images by referring to their
appearance (e.g., “the bigger one”). Instead, label each image
with a figure number and use that for references.

9.5 Avoid Using Images of Text

Before you use an image to control the presentation of text (e.g.,
to ensure a certain font or color combination), consider whether
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you can achieve the same result by styling “real text”. If this is not
possible, as with logos containing stylized text, make sure to provide
alternative text for the image following the techniques noted above.

9.6 Avoid Transitions

Transitions between slides and elements in each slide (e.g., bullets
in a list flying onto the screen) can be distracting to users with
disabilities. It can also cause assistive technologies to read the slide
incorrectly. For these reasons, it is best to avoid transitions
altogether.

Technique 10. Make Content Easier to
Understand

10.1 Write Clearly

By taking the time to design your content in a consistent way, it will
be easier to access, navigate and interpret for all users:

* Whenever possible, write clearly with short sentences.

* Introduce acronyms and spell out abbreviations.

* Avoid making the document too “busy” by using lots of
whitespace and by avoiding too many different colors, fonts
and images.

» If content is repeated on multiple pages within a document or
within a set of documents (e.g., headings, footings, etc.), it
should occur consistently each time it is repeated.
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10.2 Provide Context for Hyperlinks

Hyperlink text in your document should be meaningful when read
out of context. To be an effective navigation aid, the link text should
describe the destination of the link.

Consider the experience of screen reader users: Generally, screen
readers generate a list of links, and screen reader users navigate this
list alphabetically. Hyperlink text such as “click here” or “more” is
meaningless in this context.

In order to be useful to someone using a screen reader, ensure
that hyperlink text is self-describing and meaningful on its own. To
make the address of hyperlink clear when printing, you may wish to
include the address in brackets following the descriptive text of the

hyperlink.
To edit hyperlink text
1. Enter the hyperlink
2. Go to menu item: View > Show Inspector
3. In the Inspector dialog, click Hyperlink inspector
4. In the Display box, enter the text you would like to display
(o 2 Hyperlink g
d s 1
LEeT& < EAa
# Enable as a hyperlink
Link Te: | Webpage T| I
URL:  hitp: f fowe
o ee———— 3
! Display |
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10.3 Accessible Presentations

It is important to consider accessibility before, during, and after
presentations. Below is a helpful link with guidance on how to make
presentations accessible to all:

¢ “How to Make Presentations Accessible to All” (Source: W3C-
WAI Draft)

Technique 11. Check Accessibility

At this time, Keynote '09 does not offer a mechanism to check for
potential accessibility errors in your document prior to publishing.
[Tested: September 30th, 2010] In order to get some indication of
the accessibility of your document or template (see Technique 1),
then you may consider saving the file into HTML or PDF in order to
perform an accessibility check in one of those formats, as described
below.

To evaluate HTML accessibility

If you wish to check the accessibility of your document or template
(see Technique 1), one option is to save it into HTML format and use
one of the web accessibility checkers available online. Such as:

e AChecker
* WebAIM Wave Web Accessibility Evaluation Tool
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To evaluate PDF accessibility

If you saved your document in tagged PDF format, you can use the
following tools and steps to evaluate the accessibility of the PDF

document:

* Adobe Acrobat Professional

* CommonLook PDF Evaluator

» PDF Accessibility Checker (PAC) - a free alternative provided
by “Access for all”

To evaluate PDF accessibility in Adobe Acrobat Professionai

. Go to menu item: Advanced > Accessibility > Full Check...
2. In the Full Check dialog, select all the checking option
3. Select the Start Checking button

Editor’s note: For detailed instructions, see our section
on how heck ibili ing A Acr
Professional.

Technique 12. Use Accessibility Features when
Saving/Exporting to Other Formats

In some cases, additional steps must be taken in order to ensure
accessibility information is preserved when saving/exporting to
formats other than the default.
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To export to a different format

S

Go to menu item: Share > Export

Select the file format you would like to export

Customize the settings relevant to the selected file format
Click Next

In the Save As box, enter a descriptive file name

In the Where drop-down menu, specify the location you would
like the exported file to be saved

Click Export

PDF

PDF documents are not always accessible. Accessible PDF
documents are often called “Tagged PDF” because they include
“tags” that encode structural information required for accessibility.
To evaluate the accessibility of your PDF document, see Technique
11 (above).

To clean up your HTML file

Remove unnecessary styles, line breaks, etc.

Remove unnecessary id, class, and attributes

Remove font tags

Remove styles in the <head> tag

Ensure the <th> tags have a scope attribute

Remove <p> tags nested inside <th> and <td> tags

Check for accessibility (see Technique 11) Note: you may wish to
use HTML editors or utilities to help with this process.
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Technique 13. Consider Using Accessibility
Support Applications/Plugins

Disclaimer: This list is provided for information purposes only. It is
not exhaustive and inclusion of an application or plug-in on the list
does not constitute a recommendation or guarantee of results. The
following accessibility related plug-ins and support are available for
Keynote ‘09:

» PowerTalk - an accessibility tool that provides a good

approximation of how presentations will sound with a screen
reader. [Editor’s note: Tool no longer available.]

* Keynote Support

Accessibility Help

If you are interested in what features are provided to make using
Keynote ‘09 more accessible to users, documentation is provided in
the Help system:

1. Go to menu item: Help
2. Enter your search term in the Search box

RCfCI‘Cl’lCCS and Resources

1. Keynote User Guide for Mac

2. Apple: Create accessible presentations with Keynote
3. GAWDS Writing Better Alt Text
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OpenOftice Impress

Usage Notes

At the time of testing (December 2019), OpenOffice Impress
provides a set of accessibility features that is sufficient to enable
the production of accessible digital office documents. However,
OpenOffice Impress does not include an accessibility checking
feature.

What's an “Office Document”?

You should use these techniques when you are using Impress to
create documents that are:

* Intended to be used by people (i.e., not computer code),

* Text-based (i.e., not simply images, although they may contain
images),

* Fully printable (i.e., where dynamic features are limited to
automatic page numbering, table of contents, etc. and do not
include audio, video, or embedded interactivity),

* Self-contained (i.e., without hyperlinks to other documents,
unlike web content), and

* Typical of office-style workflows (Reports, letters, memos,
budgets, presentations, etc.).

If you are creating forms, web pages, applications, or other
dynamic and/or interactive content, these techniques will still
be useful to you, but you should also consult the W3C-WAI Web
Content Accessibility Guidelines (WCAG 2.0) because these are
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specifically designed to provide guidance for highly dynamic and/
or interactive content.

File Formats

The default file format for Impress is ODF Presentation (ODP).

In addition, Impress offers many other presentation processor
and web format saving options. Most of these have not been
checked for accessibility, but some information and/or instructions
are available for the following formats in Technique 12:

* MS PowerPoint (PPT and PPTX)
* PDF
e HTML

Document Conventions

We have tried to formulate these techniques so that they are useful
to all authors, regardless of whether they use a mouse. However,
for clarity there are several instances where mouse-only language
is used. Below are the mouse-only terms and their keyboard
alternatives:

* *Right-click: To right-click with the keyboard, select the
object using the Shift+Arrow keys and then press either (1) the
“Right-Click” key (some keyboard have this to the right of the
spacebar) or Shift+F10.
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Disclaimer and Testing Details:

Following these techniques will increase the accessibility of your
documents, but it does not guarantee accessibility to any specific
disability groups. In cases where more certainty is required, it is
recommended that you test the office documents with end users
with disabilities, including screen reader users.

The application-specific steps and screenshots in this document
were created using OpenOffice Impress (ver. 3.2.1, Windows XP,
Aug. 2010 and Apache OpenOffice 4.1.7)) while creating an ODT
document. Files can also be easily saved as other file formats (see

Technique 12).

Technique 1. Use Accessible Templates

All office documents start with a template, which can be as simple
as a blank standard-sized page or as complex as a nearly complete
document with text, graphics and other content. For example, a
“Meeting Minutes” template might include headings for information
relevant to a business meeting, such as “Actions” above a table with
rows to denote time and columns for actions of the meeting.

Because templates provide the starting-point for so many
documents, accessibility is critical. If you are unsure whether a
template is accessible, you should check a sample document
produced when the template is used (see Technique 11).

OpenOffice Impress’s default template for new documents is a
blank presentation. The basic installation also includes blank
business card and blank label templates. These are all accessible by
virtue of being blank. As well, you may create your own templates.
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To create an accessible template

Create a new document

2. Ensure that you follow the techniques in this document

3. When you are finished you should also check the accessibility
of the document (see Technique 11)

4. Go to menu item: File > Properties

5. Use the Title and/or Comments to indicate the accessibility
status of the template. Using Title (e.g., “Accessible Memo
Template”) will increase the prominence of the accessibility
status because this is used in place of the template’s file name.
Comments can be used to add more information if necessary
(e.g., “This memo template has been checked for accessibility.).

6. Close the dialog with OK
5I

Genersl Description | Custom Properties | Internet | Statistics |

P P —— =
-

Title q IAccessibIe Memo Template

" S rrryrryr Iy yr Ty

Subject ‘]

o [T N

Comments : This memo template has been checked for accessibility.] : -
- *

[ o | canel | b | e

Go to menu item: File > Templates > Save (Shift+F11)
In the New Template box, type a name for the template
9. Select the category you would like to save it in, under

Categories
Note: the category is simply the folder into which you are
saving the template
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10. Close the dialog with OK

Templates x|
-
[ —
cancel_|
Templates
: wo |
1]
.
+ |Presentation Backgrounds » Edit
.. Presentations ,'
L e ——— - Organizer

To 5€Z€CE an accessible template

Note: Only use these steps if you have an accessible template
available (e.g., that you previously saved). Otherwise, simply open a
new (blank) document.

1. Go to menu item: File > New > Templates and Documents

2. Select the Templates icon

3. Select a template document from the list
Note: A properties pane appears on the right side of the
window, where you can read the document properties (Title,
By, Date, Modified by, Modified on, Description, and Size). If
you placed information about the accessibility of the template
in the Title and/or Comments when you created the template
(see above), this will be displayed in the Title and/or
Description, respectively.

4. Select Open
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Modified by:
Indusive Design

Modified on:
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Description: H
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accessibility, H

Samples Size:
7134 Bytes

Get more templates online...

Organize... | Edit | Open I Cancel | Help |

5. Anew document based on the template will be displayed. If
you have chosen an accessible template, the document will be
accessible at this point. As you add your content (e.g., text,
images, etc.), ensure that you consult the sections that follow
to preserve accessibility.

Technique 2. Set Document Language

In order for assistive technologies (e.g., screen readers) to be able
to present your document accurately, it is important to indicate the
natural language of the document. If a different natural language is
used for a paragraph or selected text, this also needs to be clearly
indicated.

To S€ZCCC a languagefor L']’lC whole document

1. Go to menu item: Tools > Options
2. Select Language Settings > Languages
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3. Under Default languages for documents, select the
document language for all newly created documents

Note: If you mark For the current document only, your

choice will only apply to the current document.
4. Close the dialog with OK

x
¥ OpenOffice.org .
B Load/Save Language of
5] Lani“ie Settings User interface |pefauit - Engish (USa) =l
Writing Aids Locale setting IDefault - English (Canad. -
[ OpenOffice.org Writer I ngish (Canadz) —I
B OpenOffice.crg Writer/Web Decimal separator key [+ Same as locale setting (. )
# OpenOffice.org Base
[ Charts Default currency [pefauit - cap =
[ Internet
P e
. .
s rrrerrrrrrrreved [ Defedt Engheh Ca2c), - eenaee 2]
Asian [ Defauit - Chinese =
cn L Fault - Hind =
h support
I” |Enabled for Asian languages
I™ Enabled for complex text layout (CTL)
oK | cad | b Back

To apply a language directly to selected text

Select the text to which you want to apply a language
Go to menu item: Format > Character

Select the Font tab

Select the Language and click OK

B W N =
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The same font will be used on both your printer and your screen.

Arial

| oK I Cancel Help Reset

Technique 3. Use Built-In Layout and Styling
Features

3.1 Use Builce-In Slide Layouts

Instead of creating each slide in your presentation by starting from
a blank slide, check whether there is a suitable built-in layout.

Note: The built-in layouts can be more accessible to users of
assistive technologies because they technologies sometimes read
the floating items on the slide in the order that they were placed on
the slide. The built-in layouts have usually taken this into account
(e.g., “Title” first followed by other items, left to right and from top
to bottom). If you create slide layouts from scratch, it is sometimes
difficult to keep track of the order elements were placed.
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To apply “true layout” to a slide

1. Select the slide in the Slides pane on the left
2. Go to menu item: Format > Slide Layout...
3. Go to Tasks pane on the right
4. Select layout under the Layouts section
rem--,
', Tasks | View * X
L
"F Layouts A
. F

allo ol

il
f ]
= =]
=
il
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3.2 Use Quick Styles

You should make use of the quick styles that are included with the
office application (e.g., pre-defined heading fonts and characters)
before creating your own styles or using the character formatting
tools directly. Quick styles help your readers understand why
something was formatted in a given way, which is especially helpful
when there are multiple reasons for the same formatting (e.g., it is
common to use italics for emphasis, Latin terms and species names).

Note: While office application suites support headings in much
the same way, the named styles often differ.

Impress provides quick styles for theme fonts, but applying these
directly to text does not define the text as a heading or body font. To
define the font for headings and body text, you need to apply these
characteristics to the presentation theme.

Impress provides named styles for “Heading”, “Title”, etc., but not
for strong and emphasis.

To use default named SfleS

Go to menu item: Format > Styles and Formatting (F11)
Select the Graphic Styles icon
Select the named style

B W N -

Click the Bucket icon in the element to which you would like
to apply the named style
5. Close the Styles and Formatting dialog
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To change the text size for a default named style

Go to menu item: Format > Styles and Formatting (F11)
Select the style to modify from the list

Right click and select: Modify...

Select the Font tab

Select a font size under Size

Exit with OK

I N
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The same font will be used on both your printer and your screen.

Arial

3.3 Customize Using Master Slides

If a layout must be customized, it is recommended that Master
Slides be used.

Every slide layout in a presentation is defined by its master slide.
A master slide determines the formatting style for various elements
of the slide layout. This includes font styles, character formatting,
and the positioning of elements. Essentially, each master slide acts
as a design template for the slide layout.

If you edit any aspect of the slide layout in the master slide,
the change will affect all slides that were created based on it. For
this reason, it is good practice to edit the master slide and use
the slide layouts before building individual slides. It is essential
that you create and use master slides that meet the accessibility
requirements outlined in this document.
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To modify a Master Slide

1. Go to menu item: View > Master > Slide Master
2. Edit the master slide, ensuring it aligns with the guidelines in
this document

Technique 4. Set a Logical Tab Order

Many presentation applications create content composed almost
exclusively of “floating” objects. This means that they avoid the
transitions between in-line content and secondary “floating”
objects (text boxes, images, etc.) that can cause accessibility issues
in word processors.

However, when you are working with “floating” objects, it is
important to remember that the way objects are positioned in two
dimensions on the screen may be completely different from how
the objects will be read by a screen reader or navigated using a
keyboard. The order that content is navigated sequentially is called
the “Tab Order” because often the “Tab” key is used to navigate from
one “floating” object to the next.

)

Tips for setting a logical “tab order” for “floating’
objects

*  The tab order of floating objects is usually from
the “lowest” object on the slide to the “highest”
*  Because objects automatically appear “on top”
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when they are inserted, the default tab order is
from the first object inserted to the last. However,
this will change if you use features such as “bring
to front” and “send to back”

The slide’s main heading should be first in the
tab order.

Headings should be placed in the tab order
immediately before the items (text, diagrams, etc.)
for which they are acting as a heading.

Labels should be in the reading order placed
immediately before the objects that they label.

For simple slide layouts, it may be possible to
simply insert objects in a logical tab order.

For more complex layouts, it may be easier to
simply to create the slide as usual and then set the
tab order (see below).

To set the tab order

Right-click* the object
2. Select Arrange > Bring to Front, Bring Forward, Send

Backward, or Send to Back

Technique 5. Use Slide Notes

A useful aspect of presentation applications is the facility to add

notes to slides, which can then be read by assistive technologies.

You can use these slide notes to explain and expand on the contents
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of your slides in text format. Slide notes can be created as you build
your presentation.

To add notes to your slides

Go to menu item: View > Notes Page

2. In the text box positioned at the bottom of the page, select
Click to add notes

3. Enter notes to accompany the slide

Technique 6. Provide Text Alternatives for
Images and Graphical Objects

When using images or other graphical objects, such as charts and
graphs, it is important to ensure that the information you intend
to convey by the image is also conveyed to people who cannot see
the image. This can be accomplished by adding concise alternative
text to of each image. If an image is too complicated to concisely
describe in the alternative text alone (artwork, flowcharts, etc.),
provide a short text alternative and a longer description as well.

Tips for writing alternative text

* Try to answer the question “what information is
the image conveying?”
» If the image does not convey any useful
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information, leave the alternative text blank

* If the image contains meaningful text, ensure all
of the text is replicated

e Alternative text should be fairly short, usually a
sentence or less and rarely more than two
sentences

* If more description is required (e.g., for a chart
or graph), provide a short description in the
alternative text (e.g., a summary of the trend) and
more detail in the long description, see below

e Test by having others review the document with
the images replaced by the alternative text

Tips for writing longer descriptions

*  Long descriptions should be used when text
alternatives (see above) are insufficient to answer
the question “what information is the image
conveying?”

* Insome situations, the information being
conveyed will be how an image looks (e.g., an
artwork, architectural detail, etc.). In these cases,
try to describe the image without making too
many of your own assumptions.

*  One approach is to imagine you are describing
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the image to a person over the phone

Ensure that you still provide concise alternative
text to help readers decide if they are interested
in the longer description

Alternatively, you can include the same information
conveyed by the image within the body of the
document, providing the images as an alternate to the

text. In that case, you do not have to provide alternate
text within the image.

To add alternative text to images

1. Right-click on object
2. Select Description... option
3. Enter alternative text in the Title box

x

ML L LT T T

 Tite i

: ITwu men shaking hands
L]

----_--_----------'

To add long descriptions to images

1. Right-click on object
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2. Select Description... option
3. Enter description in Description box

x

Title

ITwu men shaking hands

PE ST FTFIFFFITTETSIFTSITITSIFTSISITESITIETET

: Enter longer textual description here - :

‘ '

. |
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Hep | oK | Cancel

Technique 7. Use Built-In Structuring Features

7.1 Tables

When using tables, it is important to ensure that they are clear and
appropriately structured. This helps all users to better understand
the information in the table and allows assistive technologies (e.g.,
screen readers) to provide context so that the information within
the table can be conveyed in a meaningful way.
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Tips for tables

*  Only use tables for tabular information, not for
formatting.

*  Use “real tables” rather than text formatted to
look like tables using the TAB key or space bar.
These will not be recognized by assistive
technology.

*  Keep tables simple by avoiding merged cells and
dividing complex data sets into separate smaller
tables, where possible.

»  If tables split across pages, set the header to
show at the top of each page. Also set the table to
break between rows instead of in the middle of
rows.

*  Create a text summary of the essential table
contents. Any abbreviations used should be
explained in the summary.

e Table captions or descriptions should answer
the question “what is the table’s purpose and how
is it organized?” (e.g., “A sample order form with
separate columns for the item name, price and
quantity”).

e Table cells should be marked as table headers
when they serve as labels to help interpret the
other cells in the table.

e Table header cells labels should be concise and
clear.

*  Ensure the table is not “floating” on the page
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(see Technique 4).

To add a table with headings

Go to menu item: Insert > Table...
Specify the number of columns and rows in the new table

Insert Table x|

L L]

(] - [

Mumber of columns: ' B = :
i

Mumber of rows: B =

. ¥

AT T T T T T

Help | | oK I Cancel

Double-click anywhere within the table to open the Table
menu

Select the Table Design icon to open the Table Design menu in
the Tasks window pane on the right

Tabe v X
B-l=- ."'||:|"'|Culur jI-Blueﬁ j

...... -
# -

RN )

*

Select the Header row check box

7.2 Lists

When you create lists, it is important to format them as “real lists”
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Otherwise, assistive technologies will interpret your list as a series
of short separate paragraphs instead of a coherent list of related
items.

To create an ordered or unordered list

Go to menu item: Format > Bullets and Numbering

2. For unordered lists, select an option from the Bullets tab
For ordered lists, select an option from the Numbering Type
tab

To modify list styles

Go to menu item: Format > Bullets and Numbering
2. In the Bullets and Numbering dialog, select the Customize tab
3. Modify the list style by making selections from the available
formatting options
4. Select OK
Note: This only modifies that instance of the list style.

7.3 Columns

Use Columns feature for placing text in columns.

Note: Because columns can be a challenge for users of some
assistive technologies, consider whether a column layout is really
necessary.

686 | OpenOffice Impress



7.4 Document Title

In case the document is ever converted into HTML, it should be
given a descriptive and meaningful title.

To change the title of the current document

Go to menu item: File > Properties

2. Select the Description tab
Type the new title in the Title box and click OK
Note: The Title defined in the properties is different than
the file name. It is also unrelated to the template name,
discussed above.

Technique 8. Create Accessible Charts

Charts can be used to make data more understandable for some
audiences. However, it is important to ensure that your chart is as
accessible as possible to all members of your audience. All basic
accessibility considerations that are applied to the rest of your
document must also be applied to your charts and the elements
within your charts. For example, use shape and color, rather than
color alone, to convey information. As well, some further steps
should be taken to ensure that the contents are your chart are
appropriate labeled to give users reference points that will help
them to correctly interpret the information.

To create a chart

1. Select a slide layout with a placeholder for data charts (see
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Technique 3.1)
2. Double-click* the center of the placeholder to insert the data

chart
3. Right-click* the chart and select Chart Data Table...
4. Update the data table with the data you would like to display
5. Close the data table

To add titles and labels

Double-click* the chart to access the chart menus
Go to menu item: Insert > Titles

Update the relevant fields and select OK

Go to menu item: Insert > Data Labels

Configure your data label selections and select OK

Ul ok W N =

To change to a different predefined Chart Type

Double-click* the chart to access the chart menus

2. Go to menu item: Format > Chart Type
In the Chart Type dialog, select a predefined chart type and
style

4. Select OK

Other Chart Considerations

* When creating line charts, use the formatting options to create
different types of dotted lines to facilitate legibility for users
who are color blind

* When creating bar charts, it is helpful to apply textures instead
of color to differentiate the bars
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* Change the default colors to a color safe or gray-scale palette
* Use the formatting options to change predefined colors,
ensuring that they align with sufficient contrast requirements

(see Technique 9.2)

Technique 9. Make Content Easier to See

9.1 Format of Text

When formatting text, especially when the text is likely to be
printed, try to:

» Use font sizes between 12 and 18 points for body text.

» Use fonts of normal weight, rather than bold or light weight
fonts. If you do choose to use bold fonts for emphasis, use
them sparingly.

» Use standard fonts with clear spacing and easily recognized
upper and lower case characters. Sans serif fonts (e.g., Arial,
Verdana) may sometimes be easier to read than serif fonts (e.g.,
Times New Roman, Garamond).

* Avoid large amounts of text set all in caps, italic or underlined.

* Use normal or expanded character spacing, rather than
condensed spacing.

* Avoid animated or scrolling text.

But can’t users just zoom in? Office applications do typically
include accessibility features such as the ability to magnify
documents and support for high contrast modes. However, because
printing is an important aspect of many workflows and changing
font sizes directly will change documents details such the
pagination, the layout of tables, etc., it is best practice to always
format text for a reasonable degree of accessibility.
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9.2 Use Sufficient Contrast

The visual presentation of text and images of text should have a
contrast ration of at least 4.5:1. To help you determine the contrast,
here are some examples on a white background:

* Very good contrast (Foreground=black, Background=white,
Ratio=21:1)

* Acceptable contrast (Foreground=#767676, Background=white,
Ratio=4.54:1)

» Unacceptable contrast (Foreground=#AAAAAA,
Background=white, Ratio=2.32:1)

Also, always use a single solid color for a text background rather
than a pattern.

In order to determine whether the colors in your document have
sufficient contrast, you can consult an online contrast checker, such
as:

e WebAIM: Contrast Checker
e Juicy Studio: Luminosity Color Contrast Ratio Analyzer

* Joe Dolson Color Contrast Spectrum Tester

* Joe Dolson Color Contrast Comparison

9.3 Avoid Using Color Alone

Color should not be used as the only visual means of conveying
information, indicating an action, prompting a response, or
distinguishing a visual element. In order to spot where color might
be the only visual means of conveying information, you can create a
screenshot of the document and then view it with online gray-scale
converting tools, such as:
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https://webaim.org/resources/contrastchecker/
http://juicystudio.com/services/luminositycontrastratio.php
http://www.joedolson.com/color-contrast-tester.php
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* GrayBit v2.0: Grayscale Conversion Contrast Accessibility Tool

Editor’s note: GrayBit v2.0 is no longer available.
However, multiple tools can be found online: Google

Search: gray-scale conversion tool.

9.4 Avoid Relying on Sensory Characteristics

The instructions provided for understanding and operating content
should not rely solely on sensory characteristics such as the color
or shape of content elements. Here are two examples:

* Do not track changes by simply changing the color of text you
have edited and noting the color. Instead use PowerPoint’s
“Track Changes” feature to track changes.

* Do not distinguish between images by referring to their
appearance (e.g. “the bigger one”). Instead, label each image
with a figure number and use that for references.

9.5 Avoid Using Images of Text

Before you use an image to control the presentation of text (e.g.,
to ensure a certain font or color combination), consider whether
you can achieve the same result by styling “real text” If this is not
possible, as with logos containing stylized text, make sure to provide
alternative text for the image following the techniques noted, above.
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9.6 Avoid Transitions

Transitions between slides and elements in each slide (e.g., bullets
in a list flying onto the screen) can be distracting to users with
disabilities. It can also cause assistive technologies to read the slide
incorrectly. For these reasons, it is best to avoid transitions
altogether.

Technique 10. Make Content Easier to
Understand

10.1 Write Clearly

By taking the time to design your content in a consistent way;, it will
be easier to access, navigate and interpret for all users:

* Whenever possible, write clearly with short sentences.

* Introduce acronyms and spell out abbreviations.

* Avoid making the document too “busy” by using lots of
whitespace and by avoiding too many different colors, fonts
and images.

» If content is repeated on multiple pages within a document or
within a set of documents (e.g., headings, footings, etc.), it
should occur consistently each time it is repeated.

10.2 Provide Context for Hyperlinks

Hyperlink text in your document should be meaningful when read
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out of context. To be an effective navigation aid, the link text should
describe the destination of the link.

Consider the experience of screen reader users: Generally, screen
readers generate a list of links, and screen reader users navigate this
list alphabetically. Hyperlink text such as “click here” or “more” is
meaningless in this context.

In order to be useful to someone using a screen reader, ensure
that hyperlink text is self-describing and meaningful on its own. To
make the address of hyperlink clear when printing, you may wish to
include the address in brackets following the descriptive text of the
hyperlink.

To change link text

Type the link address and Enter
Highlight the link
Go to menu item: Edit > Hyperlink...

L A

In the Hyperlink dialog, type meaningful descriptive text of
the hyperlink in the field labeled Text

Select Apply

6. Select Close

o

10.3 Accessible Presentations

It is important to consider accessibility before, during, and after
presentations. Below is a helpful link with guidance on how to make
presentations accessible to all:

* “How to Make Presentations Accessible to All” (Source: W3C-
WAI Draft)
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Technique 11. Check Accessibility

At this time (December 2019), OpenOffice Impress does not offer
a mechanism to identify potential accessibility errors in your
document prior to publishing.

In order to get some indication of the accessibility of your
document or template (see Technique 1), then you may consider
saving the file into HTML or PDF in order to perform an accessibility
check in one of those formats, as described below.

To evaluate HTML accessibility

If you wish to check the accessibility of your document or template
(see Technique 1), one option is to save it into HTML format and use
one of the web accessibility checkers available online. Such as:

¢ AChecker
* WebAIM Wave Web Accessibility Evaluation Tool

To evaluate PDF accessibility

If you saved your document in tagged PDF format, you can use the
following tools and steps to evaluate the accessibility of the PDF
document:

e Adobe Acrobat Professional

* CommonLook PDF Evaluator
» PDF Accessibility Checker (PAC) - a free alternative provided
by “Access for all”
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To evaluate PDF accessibiliry in Adobe Acrobat Professional

Go to menu item: Advanced > Accessibility > Full Check...
2. In the Full Check dialog, select all the checking option
3. Select the Start Checking button

Editor’s note: For detailed instructions, see our section

on how to check accessibility using Adobe Acrobat

Professional.

Technique 12. Use Accessibility Features when
Saving/Exporting to Other Formats

In some cases, additional steps must be taken in order to ensure
accessibility information is preserved when saving/exporting to
formats other than the default.

PDF

PDF documents are not always accessible. Accessible PDF
documents are often called “Tagged PDF’ because they include
“tags” that encode structural information required for accessibility.
To evaluate the accessibility of your PDF document, see Technique
1

1. Go to menu item: File > Export as PDF
2. Check box labeled Tagged PDF
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3. Click Export
4. Enter name and save location
5. Select Save

Note: You must ensure this option is selected in the PDF Options
window dialog box before using PDF icon on menu bar.

HTML

Open the presentation that you want to save in HTML format.
2. Go to menu item: File > Export
Set the File type to HTML Document (OpenOffice.org
Impress) (-html;.htm).

w

Enter a File name

Click Export

Follow the instructions in the HTML Export Wizard
Check the HTML file for accessibility (see Technique 11)

N9 g

To clean up your HTML file

* Remove unnecessary styles, line breaks, etc.

* Remove unnecessary id, class, and attributes

* Remove font tags

* Remove styles in the <head> tag

* Ensure the <th> tags have a scope attribute

* Remove <p> tags nested inside <th> and <td> tags

* Check for accessibility (see Technique 11)
Note: you may wish to use HTML editors or utilities to help
with this process.
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Technique 13. Consider Using Accessibility
Support Applications/Plugins

Disclaimer: This list is provided for information purposes only. It is
not exhaustive and inclusion of an application or plug-in on the list
does not constitute a recommendation or guarantee of results.

The following accessibility related plug-ins and support are
available for OpenOffice Impress:

» PowerTalk - an accessibility tool that provides a good
approximation of how presentations will sound with a screen
reader.

* 0002GD - an extension that allows you to export, update and
import documents, spreadsheets and presentations between
OpenOffice.org applications and Google docs.

Accessibility Help

If you are interested in what features are provided to make using
OpenOffice Impress more accessible to users, documentation is
provided in the Help system:

1. Go to menu item: Help > OpenOffice.org Help (F1)
2. Enter “accessibility” as the Search Term

References and Resources

1. OpenOffice Impress Help

2. WebAim: OpenOffice.org and Accessibility
3. GAWDS Writing Better Alt Text
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Adobe InDesign CS6 and CC

Usage Notes

At the time of testing, Adobe InDesign CS6 (April 2013) and Adobe
InDesign Creative Cloud 2019 (December 2019) provide a set of
accessibility features that are sufficient to enable the production of
accessible digital documents.

What is “InDesign”?

You should use the technique below when you are using InDesign to
create documents that are:

* Intended to be used by people (i.e., not computer code),

» Text and Image based (intended for design)

* Fully printable and can be digitized

* Creative design (layout, e.g., books, packages, poster, interactive
web)

Note: InDesign is best for print design, but there are also options
of doing web and digital publishing. If you are creating forms, web
pages, applications, or other dynamic and/or interactive content,
the techniques below will be useful, but consult the W3C-WAI Web
Content Accessibility Guidelines (WCAG 2.0) because these are
specifically designed to provide guidance for highly dynamic and/
or interactive content.
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File Formats

The default file format for InDesign is (.indd).
In addition, InDesign offers many other web format saving
options. Most of these have not been checked for accessibility.

* ePub

» PDF (print and interactive)

* Flash Player SWF (for interactive)
* HTML, XHTML

« XML

Document Conventions

We have tried to formulate these techniques so that they are useful
to all authors, regardless if they use a mouse. However, there are
several instances where mouse-only language is used for clarity
purposes . Below are the mouse-only terms and their keyboard
alternatives:

» *Right-click: To right-click with the keyboard, select the object
using the Shift+Arrow keys and then press either (1) the “Right-
Click” key (some keyboard have this to the right of the spacebar)
or Shift+F10.

Disclaimer and Testing Details:

Following these techniques will increase the accessibility of your
documents, but it does not guarantee accessibility to any specific
disability groups. In cases where more certainty is required, it is
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recommended that you test the documents with end users with
disabilities, including screen reader users.

Technique 1. Use Accessible Templates

InDesign starts with a simple blank page that can be adjusted to any
size. There are no build-in templates for InDesign. However, you can
create your own templates from scratch or download already made
templates from Adobe.

Templates provide the starting point for documents, so
accessibility is critical. If you are unsure whether a template is
accessible, check the document using Acrobat Pro. Export the file
and use the Accessibility Checker in Acrobat Pro.

To create an accessible template

¢ Select File > New > New Document

Keyboard shortcut: Ctrl + N (on Windows) and Cmd +
N (on Mac)

Select print, web, or mobile and Page Size

2. Uncheck the Facing Pages box if your document is NOT
intended to be in book format

3. Select OK
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Document Preset: [Default]

| ntent: print

vI

MNumber of Pages: |

Fa[ing Pageil

Start Page #:

Primary Text Frame

Page See: Letter

wicth: [2][51p0

&

Orientation: =

Columns

Number:

Margins

To: [0
sotom: [Z350 |0

Bleed and Slug
Top Bottom

Inside; EI
Dutside: EI

Inside Outside

Bleed: |Up0 HUpU

| |opo |[opo

Slug: |Up0 HUDU

oo |ow

[ cancel |
Fewer Options

Editor’s note: Adobe InDesign CC users will see a

different version of the dialog box with the same menu

items.
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Untitled-1

51p0

66p0

‘-

To Saving File as a Template

¢ Select file > Save

Keyboard shortcut: Ctrl + S (on Windows) and Cmd + S
(on Mac)

1. Insert file name and under Save as type select CS6 InDesign

template
2. Select Save

Editor’s note: InDesign CC, users will see the following

dialog box.
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Save As flyer.indt] |

mv B I Fillable ¢~ Q
Favorites
#; Applications
0 Desktop
[§ Documents
© Downloads
@ Creative Cloud... J

InDesign CC 2019 document
v InDesign CC 2019 template
InDesign CS4 or later (IDML)

Form:

Always Save Preview Imag

New Folder cancel | (ERECTNN

Technique 2. Specify Document Language

The language setting in InDesign will set language within the
program only. This language setting in InDesign will not carry over
to the exported PDF. Be sure to set the document language in Adobe
Acrobat after exporting to PDF.

To specify the document language for an exported PDF

Choose File > Export.

2. Specify a name and location for the file. For Compatibility,
choose the lowest PDF version necessary to open the files you
create.

3. For Save As Type (Windows) or Format (Mac OS), choose Adobe
PDF (Print), and then click Save.

4. Find the Advanced tab, and go to Accessibility Options.
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5. Under Language, choose the document language for the PDF.

This determines the default language for the exported PDF.
Export Adobe PDF

Adobe PDF Preset: [Smallest File Size]
Standard: None v Compatibility: Acrobat 6 (PDF 1.5}

General Advanced
Compression
Fonts

Marks and Bleeds N

Subset fonts when percent of characters used is less than: 100%
‘Output
@ All fonts with appropriate embedding bits will be embedded.
Advanced
Security oPl

Summary . Omit for OPI: (] EPS ] PDF [ Bitmap Images.

rency Flattener

Preser: [Medium Resolution]

Accessibility Options
Display Title: |File Name

Language: English: USA

Description
Hover aver an option to view description.

Ty oy
|_Save Preset... ) | Cancel )

Technique 3. Creating Artifacts for Objects

The artifact tag allows users to hide items on the page, such as page
numbers or unimportant objects, when viewing the exported PDF
file in Reflow view, which displays only tagged items. This is also
useful when viewing PDF files on a mobile device or in other PDF
readers.

There are two options to creating artifacts:

» Option 1 uses Object Export Options Dialog box where the user
select the images in the document individually and add
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artifact.

* Option 2 uses Tag pane where the users individually select the
object and add the required tagging.

Artifact Option 1

1. Select the image or object
2. Select Object > Object Export Options
Id Fie Edit Layout Type [[Object] Table View Window Help
: T E W E':HM Transform 3
0, Ei ”’Ell“"m Transform Again 3
A m 1@ 300% < | Arrange ¥
Iz Group Ctrl+G
a Ungroup Shift+ Ctrl+G
|4_;| Lock Ctrl+L
Unlock All on Spread Alt+Crl+L
Hide Ctrl+3
Show All on Spread Alt+Ctrl+3
Insert HTML...
Text Frame Optiens.. Ctrl+B

Anchored Object

Fitting
Content

Effects

Corner Options...

Object Layer Options...

I Object Export Options...

N LENT| DAY Y DRSNS B

3. Select Tagged PDF >

Captions
Clipping Path
Image Color Settings...

Apply Tag

4. Choose either Artifact or Based on Object

5. Select Done
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o e &

| Att Text| Tagged POF | EpuB and HTML|

Apply Tag: | From Structure

Actuzl Text Source: Artiact

[Selection has cont

Artifact Option 2

1. Select the object or artifact
2. In Tag pane select Artifact
Note: to view Tags Panel: (Window > Utilities > Tags)
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{F) Add Tag (@) Retag

M Article -
O Artifact l_l
M Figur=

OH

EHL

WHz

EHz

W H4

EHE

EHs

EF

[E Rt

[0 Stony ==

Note: for more detail information on tagging and structure
pane see Technique 7.

Technique 4. Alternative Text for Images and
Graphical Objects

When using images or other graphical objects, such as graphs,
shapes, and background, it is important to ensure that the
information you intend to convey using the image is also conveyed
to people who cannot see the image. This can be accomplished by
adding concise alternative text to each image.
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Tips for Writing Alternative Text

* Try to answer the question “what information is
the image conveying?”

e If the image does not convey any useful
information, leave the alternative text blank and
create an artifact (e.g., background images should
generally have no alt text, other decorative images
should only have alt text if they form a crucial part
of the content, message, and purpose of the
document).

* If the image contains meaningful text, ensure all
of the text is replicated.

*  Forlogos, the alternative text should be the
organization’s name.

*  For groups of logos, one logo can be chosen to
represent the group.

e Sometimes text is included as part of a logo or
footer image (e.g. the image might contain a
phone number), this text should be set as the
alternative text of the image.

»  Alternative text should be fairly short, usually a
sentence or less and rarely more than two
sentences.

»  Test by having others review the document with
the images replaced by the alternative text.
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Tips for writing longer descriptions

*  Long descriptions should be used when text
alternatives (see above) are insufficient to answer
the question “what information is the image
conveying?”

* Insome situations, the information being
conveyed will be how an image looks (e.g., an
artwork, architectural detail, etc.). In these cases,
try to describe the image without making too
many of your own assumptions.

*  One approach is to imagine you are describing
the image to a person over the phone

*  Ensure that you still provide concise alternative
text to help readers decide if they are interested
in the longer description.

There are two options to add Alternative Text to images Option one
uses the Object Export Options dialog box where the user select the
images in the document individually and add the alternative text.
Option two uses Structure panel that create attribute to individual
images.

When you export the document, the alt text you've assigned will
travel with the image.

1. Select the image or object
2. Select Object > Object Export Options
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To add alternative text to images (Option 1)

1. Select Alt Text > Alt Text Source drop down menu
2. Choose Custom

Object Export Options. @

Ak Text | Tagged POF [ EPUB and HTML |

IAIt Text §ource:| Customn -

Here....

|From Structure

From XMP:Tide

From XMP:Description
From XMP:Headline
From Other XMP

Done

3. Type the description in the box below
4. Select Done

To add alternative text to images (Option 2 — Using Structure
Panel)

1. Structure Panel (View > Structure > Show Structure)
2. Select the Figure in the panel.
3. Select "= or
4. Select New Attribute
*Untitled-1 @ 75% * | | T
¢ e & B
@ 1 Rt EA Mew Parent Element... |
Ik = P I Mew Attribute...
I}n EV,LSWY Mew Comment...
I?I EL story Mew Processing Instruction...
e [EL story Delete
T, = Edit
/ @ heef = filey/f/CifUsars/Publig
.@’ Untag Element
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5. Insert Alt (case sensitive) under Name (Note: You must use
a capital “A” and lowercase “It” to be valid)
6. Place the descriptions under Value

,
MNew Attribute

Attrbute
Mame: Al

Cancel
Value: A light house at evening| -

Technique 5. Creating Paragraph Styles

Any document that is longer than a few paragraphs require
structure to make them more straightforward for readers to
understand. Creating Paragraph styles will set the headings and
style for the document. It will also help in creating a Table of
Contents. The structural elements that indicate order and level
provide a meaningful sequence to users of assistive technologies.

» Select Paragraph Styles (in typography workspace)

Keyboard shortcut: F11 (on Windows) Cmd + F11 (on
Mac)

1. Select E or E in the top right corner for more
options.
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2. Select New Paragraph Style...
— 3
£ Pages
& Layes

EH swatches

Aa Glyphs

585 Textwrap

= swoke [~ New Paragraph Style |
Duplicate Style...
[l Gradient
Delete Style...
Shey, Redefine Style
e Hyperlinks Style Options..
Jx Effects Clear Overrides
e Convert Style's Bullets and Numbering to Text
£ Paragraph Styles. 'y 9
9] paragraph (No Seyles) Pl Break Link to Style
| [Bask Parzgraph] =

Load Paragraph Styles.
Load All Text Styles...

A| Character

Select All Unused
Edit All Export Tags..

A\ Character stytes

B %W B 3 New Style Group...
Open All Style Groups
Close All Style Groups

3. Select General > Style Name and insert a title for the style
(e.g., header, body text, caption .etc)

= — [t e T |

Basic Chararter Farmats :
Advanced Characier Formats

General

FEngh ks Based On: [No Paragraph Style] =
Hyphenstion Next Style: [Same style] T

Drop Caps nd Nesied Styles

GREP o7k Style Settings: Reset To Base

e st [No Paragraph Styks] + next: [Same styks] - OT contextual shernates X

] Apply Style to Selection

Preview

4. Select Basic Character Formats located in the left side
pane
5. Choose the font, font style and the size
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Technique 6. Creating Accessible Tables

When using tables, it is important to ensure that they are clear and
appropriately structured. This helps all users to better understand
the information in the table and allows assistive technologies (e.g.,
screen readers) to provide context so that the information within the
table can be conveyed in a meaningful way.

When creating accessible tables in InDesign, there are some
things to keep in mind:

* Be sure to add alternative text to facilitate understanding of
the table (see Technique 3).

» After converting your InDesign document to PDF, be sure to
review the document in Adobe Acrobat and ensure that the
table is properly tagged.

Tips for tables

*  Only use tables for tabular information, not for
formatting, such as to position columns.

e Use “real tables” rather than text formatted to
look like tables using the TAB key or space bar.
These will not be recognized by assistive
technology.

*  Keep tables simple by avoiding merged cells and
dividing complex data sets into separate smaller
tables, where possible.

e If tables split across pages, set the header to
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show at the top of each page. Also set the table to
break between rows instead of in the middle of
rOws.

*  Create a text summary of the essential table
contents. Any abbreviations used should be
explained in the summary.

e  Table captions or descriptions should answer
the question “what is the table’s purpose and how
is it organized?” (e.g., “A sample order form with
separate columns for the item name, price and
quantity”).

*  Table header cell labels should be concise and
clear.

To create tables

Keyboard short cut: Ctrl + Alt + Shift + T (on Windows),
Cmd + Shift + Option + T (on Mac)

1. Create a table, go to Table > Create Table
2. Insert Body Rows and Columns
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Table Dimensions

mdyfons 0|
Colurnns: E

Header Rows: ED
Footer Rows: El:l

Table Style: [Basic Table]

3. Select OK

To convert Text (with tabs) to a Table

If you have created text with tabs. To convert the text to a table:

Select all the text

Table > Convert To Table
Column Separator > Tab
Select OK

e

Colurnn Separator: JE

W N =

Row Separator: Paragraph

Mumber of Columns: :|

Table Style: [Basic Table]
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Removing Table Lines

1. Place the Type cursor on top of the table until the cursor
changes to an upside down black arrow.

2. Click and drag the cursor to select all of the chart (or part of
the chart)

3. In the top navigation. It'll show a line box where you can
choose which side you would like to remove the line from.

4. Once selected. Click on the “None” outline button

A | B om v| 0.
=] — B.

= T T ren .=
B (Regisvration] 2 ¢
[ ] [Paper]
W (B

[] c=18 M=0v=0K=18
B C=0M=100 ¥=0 K=0
[] ©=0M=0Y=100 K=0
I C=15M=100 Y=100 K=0

B c=75 M=5 ¥=100 K=0

Repeat table header

If you have a table that spans more than one page or spread, it’s
important to ensure that table headers are repeated to facilitate
understanding of the content.

1. Go to Table > Table Options > Table Setup...
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2. The Table Options dialog box appears.

3. Under the Table Setup tab, indicate the number of Header
Rows, under Table Dimensions.

4. Next, go to the Headers and Footers tab. Here you can
indicate if you would like your table header repeated on every
page, column, or frame.

Table Setup = Row Strokes = Column Strokes | Fills

Table Dimensions
Header Rows: = 1 Footer Rows: O 0

Header

Repeat Header: Once per Page [Tl Skip First
Every Text Column

Footer Once per Frame

Repeat Footer: v

[ Preview ( cancel )
| Laneel

Technique 7. Tagging Items

Tagging items will help assistive technologies (e.g., screen readers)
to locate the logical order of the assigned headings. Also, when
exporting the document to a PDF, the tagging will automatically be
embedded, therefore, the user does not need to apply tagging in
Acrobat.
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To quickly tag the items in the file

Note: This does not tag all content correctly. To correctly tag all

content, you would have to assign the tags manually (see To Assign
Tags Manually).

1. Structure Panel (View > Structure > Show Structure)
keyboard shortcut Alt + Ctrl + 1 (on Window), Cmd + Option +1
(on Mac)

View | Window Help

Owverprint Preview

Proof Setup

Proof Colors

Zoom In

Zoom Out

Fit Page in Window
Fit Spread in Window
Actual Size

Entire Pasteboard

Rotate Spread

Screen Mode

Display Performance
Hide Rulers

Extras
Grids & Guides

Structure

Story Editor

Bl  125% ~

Alt+Shift+Ctrl+Y

Ctrl+=

Ctrl+-

Ctrl+0
Alt+Ctrl+0
Ctrl+1
Alt+Shift+Ctrl+0

Ctrl+R

w A
B, & [ | B e - B @ M~
o (B | — . [ [100% »

|..9?.|..|9—3..|..|9€.‘.|..99.\|.

Show Structure Alt+Ctrl+1

Show Tag Markers

Show Tagged Frames

2. Inthe structure pane click the three line button and choose
Add Untagged Items
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*Untitled-1 @ 125% |

Mew Element...
Structure f @ R @ E 75
Mew Parent Element...
[ Root -
MNew Attribute..,

Mew Comment...

Mew Processing Instruction...
Delete

Edit

Untag Elernent
Go to Item

Validate from Root Element
Validate from Selected Element

View List of Errors...

Load DTD...
Delete DTD
DTD Options...
Yiew DTD...

Import XML...
Export XML...

Hide Attributes
Hide Comments
Hide Processing Instructions

Show Text Snippets

I Add Untagged Items I

To view which items have been tagged

1. View > Structure > Show Tagged Frames
2. The boxes will be coloured according to the tagging in the
Tags Panel. (Window > Utilities > Tags)
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Em To sus dtia i Qmom quianditas altate cusdae conseauat re nis |
nollupfur sandercia nensequ renda volupiate yoluatur, As he went foj

a. |tate sim aute volo od uf quaerchilif, teme veligeniet eaguo con-

/3m, ius et int, autenis doluptag nonsed qui con nonsequam est
em inficns equundio. Namet, nem res aut ut erum repro que QL!D'C!&[['L
=n'0_y_|; andis es de as eiur, atum faceatis nos ma nobis r

10l ogiant quistionsed quia quis autaepe ntatus di derum

A year later after the accident he return to be Quis re, nimeni:
‘estibusam non pos am inumau upial. Axim ﬂﬂ.ﬂgﬂ ERHEUL
psanim iliqui derfero venim mumquntgm =
dicia qui omme quiandiias cusdag consequat re iz malluptur
sandercia nonsequi rendae voluptate voluptur. As he went ta meei with
he girl he realize that he could not approace her

TV |

5a. ltate sim aute volo od ut quaerchilit, temo veligeniet eaguo con-
sequam, ius et int, autenis doluptae nonsed qui con nensequam gsti |
lem intions equundio. Namet, nem res aut ut erum repro que cupictem
2rroyit andis es de as eiur, atum facealis nos ma nobis magnaque ma
Jui odiant quistionsed quia quis autaspe ruptatus di derum

Note: You must be in preview mode (keyboard shortcut W) to
view the tagged items.

To Assign Tags Manually (and correctly)

1. Tag pane (Window > Utilities > Tags)
2. Click Lﬁ > Map Style to Tags...
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cTag_s - New Tag...

fii=y @ o Delete Taqg...
Ll il Autotag
[ Artifact
W Fioure Tag Options...
I Map Tags to Styles...
EHL
= | Map Styles to Tags... |
. Tagging Preset Options...
s DTD Options...
EHs Load Tags...
O+e Save Tags...
ar Load DTD...
[ Rloot
[ Story Select All Unused Tags

i Small Panel Rows
Bh Bl @ I

3. Select the style and change [Not Mapped] to a heading
title (e.g. H, H1, H2 etc.).

Style (=

9] [No Paragraph Style] [Mot Mapped]
9] [Basic Paragraph] [Mot Mapped]
9 T0C [Not Mapped]
4 SubHead [Not Mapped]
9] Body [Not Mapped]
9] Head [Not Mappsd]

A [Mone] [Not Mapped]
Mo Table Style] Arick

5 [Basic Table]
E[Mone]

Incude

Master Page Stories
Pasteboard Stories
Empty Stories

Mapping styles to tags completely restructures
the text in your document.
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Option 2: Export Tagging (manually assign tagging)

Double click on the paragraph style (e.g., “heading”).

2. In the dialog box Paragraph Style Options choose Export
tagging.

3. Under PDF > Tag: select the appropriate heading title (e.g. style
name: heading & Tag: H).

Genasal R Style Name: [SubHead
Basic Character Formats. Location:
Advanced Character Formsts i
P Export Tagging
Tabs
Paragiaph Ruls EPUB and HTML
Kesp Opions —_—_—,.._
ey Tag: [Automatic] -
o G ]
Span Columns
D3cp, Cops aad Nesied b/ [T spli: Document (EPUB anly)
GREP Style
Bullets and Numbsring Export Details:
Character Golor
OpenTyps Festures =
Underline Options "Arial Rounded MT Bold”, sans-serif- u
Strikethrough Options 4
Export Tagging font-sze : 18px
taxtdgurm none i

Tag: | [Automatic] :

[Autormatic]
P

Preview

Note: To make the reading order and tags easier to manage
make thread text boxes. If possible make one text box per

page.

Technique 8. Creating Table of Contents

1. Create a paragraph style (see Technique 5)
2. For all the contents in the table of contents assign the title to
the style “TOC”
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M Hypertinks

Jx Effects

jﬂﬂ £ Paragraph Styles

Toc 9| Paragraph

Avyear later after the ac [Basic Paragraph] 7 I W] Paragraph Styles I
i, pearim o certors oS

aquam, ipsanim iliqui derfero qug LoC

tem re sus dicia qui ommo quian Body A] Character
molluptur sandercia nonsaqui rer| Hesd

meet with the girl he realize that ﬁ\ Character Styles

Ga. ltate sim aute volo od ut qua
sequam, ius &t int, autenis dolup @ 9% R @

tem intions . Namet, nefrresaororeromreproqussopTeTeT T
errovit andis es de as eiur, atum faceatis nos ma nobis magnaque ma

Optional: creating another style for the body of the table of
content once all the contents are in the style of “TOC”

Select Layout > Table of Contents...

2. Under Other Styles select the style

3. Select the << Add button to transfer the style to Include
Paragraph Styles:

Table of Contents

TOC Sivk: [Defut] -
Title: | Table of Contents Style: [Basic Paragraph] -
Styles in Table of Contents
Save Style...
Include Paragraph Styles: Other Styles:
- (e Ogtons )

Style: [Basic Paragraph]
Entry Style: [Same style] -

Options
Create PDF Bookmarks

Replace Existing Table of Contents
[[Jinclude Book Dacuments

Numbered Paragraphs:  Include Full Paragraph -

Optional: to change the body of the table of contents to a different
style than the header of the table of contents. Select entry style
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and change same style to another style.

5
Table of Contents

Tocsyier Demd v
Title: | Table of Contents Style: [Basic Paragraph] b4
Styles in Table of Contents
Save Style...
Include Paragraph Styles: Other Styles:
[Basic Paragraph] - [No Paragraph Style] | - More Options
b |
— B
Hesd |
e e |
Sub test |
- -
Style: TOC
Entry Style: | [Same styla] i
[Same style]
Options [Mo Paragraph Style]

] Create PDF Bookm  [Basic Paragraph]

[¥]Replace Bxisting T Head

[Jinclude Book Docl  TOC

Numbered Parz Sub text -
Text

TOC Body

S Head White
White Text

Graph numbers
TOC Body Text

Mew Paragraph Style...

» Drag the cursor to create a large box for the table of content.
Note: The table of contents will automatically create the title,
contents and page numbers.

&.1 Columns

Use Columns feature for placing text in columns instead of creating
multiple text boxes.

8.2 Use Page Numbering
Numbering the pages of your document helps those reading and
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editing your document effectively navigate and reference its
content. For users of assistive technologies, it provides a valuable
point of reference within the document.

8.3 Naming PDF before exporting

1. File > File Info
keyboard shortcut: Ctrl + Alt + Shift + I (on Window), Cmd +
Shift + Option + I (on Mac)

2. Descriptions > Document title: Insert the file title
| 0] File Informatien for Untitled-1

Basic Document Title:
Camera Data Author:

Origin Semicolons or commas can be used to separate multiple
values

IPTC

IPTC Extension Author Title:

GPS Data Description:
Audio Data
Video Data
Photoshop Rating:
DICOM

— i _

Description Writer:

Raw Data

Semicolons or commas can be used to separate multiple
values

Copyright Status: Unknown

o _

Copyright Info URL:

Creation Date: Dec 4, 2019 at 10:58:01 AM
Modification Date: Dec 4, 2019 at 10:58:01 AM
Application: Adobe InDesign CC 14.0 (Macintosh)
Format: application/x-indesign

Powered By

E::Preferen(es:] Template... Cancel

Note: You can also fill in the author’s name and description.
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Technique 9. Make Content Easier to See

Here are some other things to keep in mind:

9.1 Format of Text

When formatting text, especially when the text is likely to printed,
try to:

» Use font sizes between 12 and 15 points for body text.

* Use fonts of normal weight, rather than bold or light weight
fonts. If you do choose to use bold fonts for emphasis, use
them sparingly.

* Use standard fonts with clear spacing and easily recognized
upper and lower case characters. Sans serif fonts (e.g., Arial,
Verdana) may sometimes be easier to read than serif fonts (e.g.,
Times New Roman, Garamond).

* Avoid large amounts of text set all in caps, italic or underlined.

* Use normal or expanded character spacing, rather than
condensed spacing.

* Avoid animated or scrolling text.

But can’t users just zoom in? Because printing is an important
aspect of many workflows and changing font sizes directly will
change documents details such the pagination, the layout of tables,
etc., it is best practice to always format text for a reasonable degree
of accessibility.

9.2 Use Sufficient Contrast

The visual presentation of text and images of text should have a
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contrast ration of at least 4.5:1. To help you determine the contrast,
here are some examples on a white background:

* Very good contrast (Foreground=black, Background=white,
Ratio=21:1)

» Acceptable contrast (Foreground=#767676, Background=white,
Ratio=4.54:1)

* Unacceptable contrast (Foreground=#AAAAAA,
Background=white, Ratio=2.32:1)

Also, always use a single solid color for a text background rather
than a pattern.

In order to determine whether the colors in your document have
sufficient contrast, you can consult an online contrast checker, such
as:

¢ WebAIM: Contrast Checker
e Juicy Studio: Luminosity Color Contrast Ratio Analyzer

* Joe Dolson Color Contrast Spectrum Tester

» Joe Dolson Color Contrast Comparison

9.3 Avoid Using Color Alone

Color should not be used as the only visual means of conveying
information, indicating an action, prompting a response, or
distinguishing a visual element. In order to spot where color might
be the only visual means of conveying information, you can create a
screenshot of the document and then view it with online gray-scale
converting tools, such as:

* GrayBit v2.0: Grayscale Conversion Contrast Accessibility Tool
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https://webaim.org/resources/contrastchecker/
http://juicystudio.com/services/luminositycontrastratio.php
http://www.joedolson.com/color-contrast-tester.php
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Editor’s note: GrayBit v2.0 is no longer available.
However, multiple tools can be found online: Google
Search: gray-scale conversion tool.

9.4 Avoid Relying on Sensory Characteristics

The instructions provided for understanding and operating content
should not rely solely on sensory characteristics such as the color
or shape of content elements. Here are two examples:

* Do not track changes by simply changing the color of text you
have edited and noting the color. Instead use InDesign’s “Track
Changes” feature to track changes.

* Do not distinguish between images by referring to their
appearance (e.g., “the bigger one”). Instead, label each image
with a figure number and use that for references.

9.5 Avoid Using Images of Text

Before you use an image to control the presentation of text (e.g.,
to ensure a certain font or color combination), consider whether
you can achieve the same result by styling “real text” If this is not
possible, as with logos containing stylized text, make sure to provide
alternative text for the image following the techniques noted above.

Technique 10. Make Content Easier to
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Understand

Write Clearly

By taking the time to design your content in a consistent way;, it will
be easier to access, navigate and interpret for all users:

* Whenever possible, write clearly with short sentences.

* Introduce acronyms and spell out abbreviations.

* Avoid making the document too “busy” by using lots of
whitespace and by avoiding too many different colors, fonts
and images.

» If content is repeated on multiple pages within a document or
within a set of documents (e.g., headings, footings, etc.), it
should occur consistently each time it is repeated.

Accessibility Checker

To check for accessibility, first, the InDesign file must be exported
to a PDF and viewed in Acrobat Pro.

1. File > Export (keyboard shortcut: Windows: Ctrl + E; Mac: Cmd
+E)

2. Save as: PDF (Interactive or Print)
Select Save
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Savein: | F| My Documents - @7 o
(2= Mame = Date modified Type
iy }| ADOD project 22/03/201310:36 ...  Filefolder
Recent Places 1) g etooth Exchange Folder 05/03/201310:15 .. Filefolder
_'| 1. SpryAssets 05/03/2013 2:05 PM  File folder
! m Flash 15/03/201311:44 ...  Adobe Acrobat D...
Desktop Fxml 15/03/201311:42 ...  Adobe Acrobat D...
Libraries
ﬂ;‘i.'
Computer
@
MNetwork af L | L
File name: Untitled-1 Save
Save as type Adobe PDF (Interactive)

be PD active
e POF (Prirt)
EPS

Cancel |

EFUB

Flash CS6 Professional (FLA)
Flash Player (SWF)

HTML

InDesign Markup {DML)
JPEG

PNG

XML

To evaluate PDF accessibility in Adobe Acrobat Professional

Go to menu item: Advanced > Accessibility > Full Check...
2. In the Full Check dialog, select all the checking option
Select the Start Checking button

Editor’s note: For detailed instructions, see our section

on how heck
Professional.

ibili ing A Acr
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Using the Acrobat 10 Action Wizard

In Acrobat 10 Pro, there is a special accessibility Action Wizard for
InDesign CS6 where the user can follow to make the file accessible.

* To Follow the Action Wizard in Acrobat 10: select Tools >
Action Wizard> InDesign (CS6) Accessibility Touch up.

Editor’s note: At the time of testing (December 2019), we
were not able to download and use the Acrobat 10 Action
Wizard. If you do already have the required application, see

how to use the Action Wizard for InDesign for more details.

Accessibility Help

If you are interested in what features are provided to make using
InDesign more accessible to users, documentation is provided in the
Help button or the search bar.

* Adobe InDesign Accessibility
e Creating accessible PDF documents with Adobe InDesign CS6
PDF

References and Resources

¢ Adobe InDesign Tutorials
* Adobe InDesign Accessibility
¢ Adobe InDesign CS6 tutorials
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* Adobe InDesign: Export to PDF
e Creating Accessible PDFs from Adobe InDesign (University of

Washington)
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Adobe Acrobat 11 Pro and
DC

Usage Notes

At the time of testing (December 2019), Acrobat 11 Pro and Acrobat
Pro DC enables the production of accessible digital documents.
Both Acrobat 11 Pro and DC include an accessibility checking
feature.

Note: While PDF accessibility has improved over the years,
accessibility support for PDF by authoring tools, viewers, and
assistive technologies (e.g., screen readers) is not as widespread as
for HTML documents.

We recommend considering HTML instead of or in addition to
PDF where appropriate.

Should T use ADOD or WCAG 2.0?

These techniques can help you to use Acrobat 11 Pro to create
documents that are:

* Intended to be used by people (i.e. not computer code),

* Text-based (i.e. not simply images, although they may contain
images),

* Fully printable (i.e. where dynamic features are limited to
automatic page numbering, table of contents, etc. and do not
include audio, video, or embedded interactivity),

* Self-contained (i.e. without hyperlinks to other documents,
unlike web content), and
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» Typical of office-style workflows (Reports, letters, memos,
budgets, presentations, etc.)

Note: If you are creating forms, web pages, applications, or other
dynamic and/or interactive content, these you should also consult
the W3C-WAI Web Content Accessibility Guidelines (WCAG 2.0).
The WCAG working group has provided PDF Techniques for WCAG
2.0.

File Formats

The default file format for Acrobat 11 Pro and DC is Adobe Portable
Document Format (PDF). In addition, Acrobat 11 Pro offers several
other word processor and web format saving options. These have
not been checked for accessibility.

Document Conventions

We have tried to write these techniques so that they are useful
to all authors, regardless of whether they use a mouse. However,
for clarity there are several instances where mouse-only language
is used. Below are the mouse-only terms and their keyboard
alternatives:

» *Right-click: To right-click with the keyboard, select the
object using the Shift+Arrow keys and then press either (1) the
“Right-Click” key (some keyboard have this to the right of the
spacebar) or (2) Shift+F10.

* *Drag: Unfortunately, there is no keyboard alternative for
several operations in Acrobat 11 Pro that require dragging.
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Disclaimer and Testing Details:

Following these techniques will increase the accessibility of
your documents, but it does not guarantee accessibility to
any specific disability groups. In cases where more certainty
is required, it is recommended that you test the office
documents with end users with disabilities, including screen
reader users.

The application-specific steps and screenshots in this
document were created using Adobe Acrobat 11 Pro (ver.11.0,
Windows 7, April. 2013) and Adobe Acrobat Pro DC (version
2019.021.20056, macOS Mojave version 10.14.6, December
2019).

Unfortunately, tasks completed in Technique 3, Technique 4,

and Technique 5 cannot be undone. It is recommended that
you save your PDF document often under different names,
especially before you make significant changes.

This document is provided for information purposes only and
is neither a recommendation nor a guarantee of results

Technique 1. Use Accessible Source Documents

In the Adobe Acrobat 11 Pro workflow, all PDF documents start
with a source document created in an office document authoring

application, such as Microsoft Word or OpenOffice.org Writer.

Because source documents provide the starting-point for the PDF

documents, accessibility is very important.

To create an accessible source document

1.

Create a new document in the authoring application (from the
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default blank template or from one of the pre-packaged
templates).

2. Ensure that you follow the ADOD Authoring Techniques
provided for the authoring application (an updated version
available at Understanding Document Accessibility).

3. When you are finished, you should also check the accessibility
of the document (see “Accessibility Checking” in the Authoring
Techniques for the authoring application).

Once you have completed the above steps, you are ready to convert
your document to PDF using Adobe Acrobat 11 or Acrobat DC.

To convert single source documents to PDF

1. Go to the menu item: File > Create > PDF From file...
2. Locate and select your source document and select the Open
button, Acrobat will then proceed to convert the file.

A batch conversion process is also available from the menu item:
File > Create PDF > Batch Create Multiple Files.

Scanned Content

If you created a PDF from a scanned document, then it will be
inherently inaccessible to screen readers and other assistive
technologies. The document will be less useful because graphic
representations of text cannot be selected, edited or searched.

In this case, it is necessary that you convert the scanned images
of text to searchable content using Acrobat’s optical character
recognition (OCR) feature before addressing the accessibility
features of the document.
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Technique 2. Check Accessibility

“Make Accessible Action Wizard

The “Make Accessible” Action Wizard can help you
create accessible PDFs by leading you through the
techniques in this guide (e.g., setting alternative text,
setting document properties, etc.).
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ACTIONS LIST

1< |

Make Accessible

&

Prepare for Distribution

&

Optimize for Web and M...

1< |

Optimize Scanned Docu... .

&

Archive Documents

1< |

Publish Sensitive Informa...

You can complete the wizard in its entirety by
pressing Start or you can follow the the instructions
below:

1. Select Add Document Description

Adobe Acrobat 11 Pro and DC | 743



€«— Make Accessible

Files to be processed:
SampleDocument. pdf

I}b Add Files... -

1. Prepare

Set a title and ensure it displays in the
window title bar.

..@ Add Document Description

Set Open Options

Recognize Text using OCR

g& Detect Form Fields

(=] set Tab Order Property

2. Set Language & Tags

Set Reading Language
I} Autotag Document

744 | Adobe 2B Sebatamase Text
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o U1k

Fill in the Title (author, subject and keywords
can also be filled in). See also Technique 6.

Description

Title: | Sample Document

~| Leave As Is

Subject:

Leave As Is

Author: | Author Name

| Leave As Is

Keywords:
Leave As Is

Select Set Open Options

Select Set Tabs Order Property

Select Set Reading Language

In the drop down menu, select the language for
the file). See also Technique 6.

P
Set Reading Language w

Language: | English .
[ OK  English with Arabic support
English with Hebrew support

S Ectonian

Finnizh

Select Add Tags to Document
Note: This will automatically add tags to the file.
Unfortunately, this process sometimes
misinterprets the structure and reading order of
complex page elements. Therefore, you should
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still manually check the tags (see Technique 3).

8.  Select Set Alternative Text. See also Technique
4.
The wizard automatically searches for” figures” in
the file. You must then fill in the alternate text in
the pop up box.
Note: The wizard might not tag all the images as
figures, so check if tags are correct.

set anermste Toc

4 Image 2 of 4

Alternate text: [7] Decorative figure

Vellow tulips against the blue sky|

Save & Close ] ‘ Cancel

9.  Select Run Accessibility Full Check. See also
Technique 2.
10.  Recognize Text using OCR.
11.  Detect Form Fields. This is only required if the
file is intended to be a fillable form.

See also Creating Accessible PDF Documents in Adobe

Acrobat by the National Center on Disability and Access
to Education for a video walkthrough and handout on
the “Make Accessible” Wizard.

The most basic requirement for a PDF document to be accessible
is for it to be “tagged” with hidden labels (“tags”) that describe the
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structure of the document (e.g. that text should be interpreted as
a header, paragraph, table cell, etc.). Screen readers can use these
tags to convey the document’s information effectively to people
with visual disabilities.

The other requirements for a PDF document to be accessible (e.g.
alternate text, logical reading order, etc.) can only all apply once the
document is tagged.

Caution!: The “Quick Check” feature is not
recommended because it misses some important
accessibility issues. Always perform a “Full Check”
instead.

To perform a “Full Check”

Note: If “Accessibility” is not visible under tools, go to menu item:
View > Tools > Accessibility

1. Select Tools > Accessibility > Full Check Up
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T

Autotag Document

Autotag Form Fields

Wl 8 &)

Reading Options

Full Check

o7

Accessibility Report "

Identify Form Fields

Set Alternate Text

b

Setup Assistant

B/ B A0 @0

7%

2. Once the file is fully run through the checker, a panel will show
which parts of the files are correct and which parts need to be
fixed.

=

Reading Order O
[

(+)
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Accessibility

(&

@ & =4O

&

Accessibility Checker x

=] ~

S Document (2 issues)

o¥ Accessibility permission flag - Passed

¥ Image-only PDF - Passed

«y® Tagged PDF - Passed

@ Logical Reading Order - Needs manual check
¥ Primary language - Passed

4 Title - Passed

oy¥ Bookmarks - Passed

@ Color contrast - Needs manual check

h Page Content
h Forms
[ Alternate Text

4 Figures alternate text - Passed
¥ MNested alternate text - Passed
w# Associated with content - Passed
oy Hides annotation - Passed

o Other elements alternate text - Passed

[ Tables

¥ Rows - Passed
%# TH and TD - Passed
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If you have a large document, it may be more efficient to run a full
check one page or a page range at a time.

Technique 3. Add and Edit Tags

Caution!: Actions taken using the TouchUp Reading
Order tool and Order Panel cannot be undone and in
some cases Acrobat may misinterpret your intentions.
Remember to save your work frequently! If you
frequently create PDF files you might consider using

one of these accessible PDF support tools.

If tags are missing, then they must be added. When
tags are present, they should still be checked for
correctness and edited as needed.

Touch Up Reading Order Tags

The TouchUp Reading Order dialog box offers some basic
document tag options. Acrobat’s Help text describes the tags as
follows:
Text

Tags the selection as text.

Figure
Tags the selection as a figure. Text contained within a figure tag
is defined as part of the image and is not read by screen readers,
though alternate text defined for the figure is read out.Note: An
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effective way of handling very complex text constructs (e.g.
flow charts) is to group it all as a figure and then provide a
unified alt text description for the entire group.

Form Field
Tags the selection as a form field.

Figure/Caption
Tags a selected figure and caption as a single tag. Any text
contained in the tag is defined as a caption. Useful for tagging
photos and captions and preventing caption text from being
incorrectly added to adjacent text blocks. Note: Unless the
caption actually describes the image, the figures will still
require alternate text.

Heading 1, Heading 2, Heading 3
Tags the selection as a first, second, third, fourth, fifth, or sixth
level heading tag. You can convert heading tags to bookmarks
to help users navigate the document.

Table
Tags the selection as a table. When this selection is made,
Acrobat analyzes the selection to determine the location of
headings, columns, and rows.
Note: Table editing can be especially challenging. Try to keep
them as simple as possible in the source document.

Cell
Tags the selection as a table or header cell. Use this option to
merge cells that are incorrectly split.
Note: Table editing can be especially challenging. Try to keep
them as simple as possible in the source document.

Formula
Tags the selection as a formula. Note: Because speech software
may handle formula tags differently from normal text, you
should still add alternate text.
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Background
Tags the selection as a background element, or artifact,
removing the item from the tag tree so that it does not appear
in the reflowed document and is not read by screen readers.

Additional Tags

Not all tags are available using the TouchUp Reading order dialog
window. Additional tags can be accessed from the Tags pane. See

the Editing tags using the Tags pane section for more information.

Document Section Tags

There are additional tags that help define semantic and structural
file elements in more detail. The Adobe Acrobat website categorizes
and defines all standard tags as follows (some appear in the section
above):
Container elements
Container elements are the highest level of element and
provide hierarchical grouping for other block-level elements.

Document
Document element. The root element of a document’s tag tree.

Part
Part element. A large division of a document; may group
smaller units of content together, such as division elements,
article elements, or section elements.

Div
Division element. A generic block-level element or group of
block-level elements.
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Art
Article element. A self-contained body of text considered to be
a single narrative.

Sect
Section element. A general container element type,
comparable to Division (DIV Class="Sect”) in HTML, which is
usually a component of a part element or an article element.

Heading and Paragraph Elements

Heading and paragraph elements are paragraph-like, block-level
elements that include specific level heading and generic paragraph
(P) tags. A heading (H) element should appear as the first child of any
higher-level division. Six levels of headings (H1 to H6) are available
for applications that don’t hierarchically nest sections (See TouchUp
Reading Order Tags section above for more).

Label and List Elements

Label and list elements are block-level elements used for

structuring lists.

L
List element. Any sequence of items of similar meaning or
other relevance; immediate child elements should be list item
elements.

LI
List item element. Any one member of a list; may have a label
element (optional) and a list body element (required) as a child.

LBL
Label element. A bullet, name, or number that identifies and
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distinguishes an element from others in the same list.

LBody
List item body element. The descriptive content of a list item.

Special Text Elements

Special text elements identify text that isn't used as a generic

paragraph (P).

BlockQuote
Block quote element. One or more paragraphs of text
attributed to someone other than the author of the immediate
surrounding text.

Caption
Caption element. A brief portion of text that describes a table
or a figure.

Index
Index element. A sequence of entries that contain identifying
text and reference elements that point out the occurrence of
the text in the main body of the document.

TOC
Table of contents element. An element that contains a
structured list of items and labels identifying those items; has
its own discrete hierarchy.

TOCI
Table of contents item element. An item contained in a list
associated with a table of contents element.
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Table Elements

Table elements are special elements for structuring tables.

Table
Table element. A two-dimensional arrangement of data or text
cells that contains table row elements as child elements and
may have a caption element as its first or last child element.

TR
Table row element. One row of headings or data in a table; may
contain table header cell elements and table data cell elements.

TD
Table data cell element. A table cell that contains non-header
data.

TH
Table header cell element. A table cell that contains header
text or data describing one or more rows or columns of a table.

Inline-Level Elements

Inline-level elements identify a span of text that has specific
formatting or behavior. They are differentiated from block-level
elements. Inline-level elements may be contained in or contain
block-level elements.
BibEntry
Bibliography entry element. A description of where some cited
information may be found.

Quote
Quote entry element. An inline portion of text that is
attributed to someone other than the author of the text
surrounding it; different from a block quote, which is a whole
paragraph or multiple paragraphs, as opposed to inline text.
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Span
Span entry element. Any inline segment of text; commonly
used to delimit text that is associated with a set of styling
properties.

Special Inline-Level Elements

Similar to inline-level elements, special inline-level elements
describe an inline portion of text that has special formatting or
behavior.
Code
Code entry element. Computer program text embedded within
a document.

Figure
Figure entry element. A graphic or graphic representation
associated with text.

Form
Form entry element. A PDF form annotation that can be or has
been filled out.

Formula
Formula entry element. A mathematical formula.

Link
Link entry element. A hyperlink that is embedded within a
document. The target can be in the same document, in another
PDF document, or on a website.

Note
Note entry element. Explanatory text or documentation, such
as a footnote or endnote, that is referred to in the main body
of text.
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References
Reference entry element. A citation to text or data that is
found elsewhere in the document.

To add tags automatically

Note: The automatic tagging feature may be sufficient on simple
layouts, but it sometimes misinterprets the structure and reading
order of complex page elements (e.g. closely spaced columns,
irregular text alignment, and tables without borders.). Therefore,
use the automatic tagging feature as a starting point, and always
manually check and edit the tags as explained below.

1. Go to menu item: Tools > Accessibility > Add Tags To
Document
*To Show the hidden “Accessibility” drop down menu Go to
menu item: View > Tools > Accessibility
Note: This command removes any tags that were in the
document before the command was run. If any potential
problems were encountered, an Add Tags Report appears in
the navigation pane.

To add/edit tags manually

There are two ways of adding and editing tags in Adobe Acrobat. You
can either do it through the TouchUp Reading Order dialog box, or
using the Tags navigation pane.

Note: Some tag types are not available through the TouchUp
Reading Order dialog box. For documents with complex layouts and
elements, use it together with the Tags pane method described
below.
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Adding/Editing tags using TouchUp Reading Order

1. Go to menu item: Tools > Accessibility > TouchUp Reading
Order...

In most cases, it will help to have the four checkboxes checked
(Show page content groups, Show table cells, Display like
elements in a single block, Show tables and figures)

2. Using the TouchUp Reading Order tool, drag* within the
document pane to select a region of the page that contains one
type of content (e.g. a text block)

Note: If you drag* over part of an already tagged element, the
element is sometimes split up. This is helpful when splitting
larger elements to ensure correct reading over of sub-
elements.

3. To add more page content to the current selection, Shift +
drag*

4. To remove page content from the current selection, Ctrl +
drag*

5. Select the appropriate button in the TouchUp Reading Order
dialog to specify the tag type, a box should now encapsulate
the element (the tags are explained here).
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Reading Order

Draw a rectangle around the content then click one of the

buttons below: @
Text/Paragraph Figure
Form Field Figure/Caption
Heading 1 Heading 4 Table
Heading 2 Heading 5 Cell
Heading 3 Heading 6 Formula
Reference MNote Background/Artifact
Table Ed
Show page content groups [l]

O Page content order

[ structure types
Show table cells | |
Display like elements in a single block

Show tables and figures | |

Clear Page Structure...

Show Order Panel

Help

Close
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Tips for Tagging

e On the “Touch Up Reading Order” dialog, make
sure to select the Show page content groups
checkbox and the Structure types radio button.
This will display the type of structure for each tag,
which will help you to spot mis-tagged content.

e Agood place to start is tagging “Background”
content, since this will reduce the number of tags
to deal with. Background content should include:

°  empty boxes,

° visible or invisible text box borders
(especially in busy areas where they overlap
with text),

° visuals that are decorative or redundant
(e.g., backgrounds, illustrations), whose
content is described adequately in the text .

e Ifyou are having difficulty tagging complex
content (e.g., a complex table), consider either:

° Editing the source document to simplify
it, or

° Selecting the complex content and
tagging it as a figure for which you must
then add alternative text that properly
conveys all of the information in the new

figure
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Editing tags using the Tags pane

1. Go to menu item: View > Show/Hide > Navigation Panes >
Tags...

Note: For best results, use ‘Add Tags to Document’ first. You
can also create a new tag using the TouchUp Reading Order
dialog box and then edit it in the Tags Pane.

2. To change a tag, locate it in the structure tree.

3. Right-click* on the tag, and select Properties. From the drop-
down menu next to tag type, select the tag you would like to
use.

4. Alternatively, you can edit tags by clicking on the tag name
drop-down menu, and then typing the appropriate tag name
(see list of tags above).

@ Tags X
0 - ©

~ Tags
@ v <Document>
@ > e <H1>

> q" <P=

B ecs Object Properties
@ J . Content .E::l Color |

Title: | |

Actual Text:

Alternate Text:

o: | |

(o>

Language:

| EditTag.. | | Edit Attribute Objects... | | Edit Attribute Classes... |
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Technique 4. Provide Alternative Text

When using images, it is important to ensure that the information
you intend to convey by the image is also conveyed to people who
cannot see the image. This can be accomplished by adding concise
alternative text to each image. If the image is purely decorative,
mark it as background.

Tips for writing alternative text

e Try to answer the question “what information is
the image conveying?”

» If the image does not convey any useful
information, leave the alternative text blank (e.g.
Background images should generally have no alt
text, other decorative images should only have alt
text if they form a crucial part of the content,
message, and purpose of the document)

»  If the image contains meaningful text, ensure all
of the text is replicated

*  Forlogos, the alternative text should be the
organization’s name

e For groups of logos, one logo can be chosen to
represent the group

e Sometimes text is included as part of a logo or
footer image (e.g. the image might contain a
phone number), this text should be set as the
alternative text of the image

e Alternative text should be fairly short, usually a
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sentence or less and rarely more than two
sentences

e If more description is required (e.g. for a chart
or graph), provide a short description in the
alternative text (e.g. a summary of the trend) and
more detail in the long description, see below

*  Test by having others review the document with
the images replaced by the alternative text

Tips for writing longer descriptions

e  Long descriptions should be used when text
alternatives (see above) are insufficient to answer
the question “what information is the image
conveying?”

* Insome situations, the information being
conveyed will be how an image looks (e.g. an
artwork, architectural detail, etc.). In these cases,
try to describe the image without making too
many of your own assumptions.

*  One approach is to imagine you are describing
the image to a person over the phone

*  Ensure that you still provide concise alternative
text to help readers decide if they are interested
in the longer description
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e Alternatively, you can include the same
information conveyed by the image within the
body of the document, providing the images as an
alternate to the text. In that case, the images
should be marked as “Background” and you do not
have to provide alternate text within the image.

To add alternative text to images

1. Tools > Accessibility > Set Alternate Text

(If “Accessibility” is not listed, it can be opened from menu
item: View > Tools > Accessibility

Select Ok the Adobe Acrobat pop up box

Type in the description in the Set Alternative Text pop up box
Select the right arrow to set alternative text on the next figure
When complete select Save & Close

AN

The dialog box will automatically select all the objects that are tags
as figure.

To add alternative text to links

Select the text or object for which you want to create a link.
2. Right-click* the selection, and choose Create Link from the
context menu.
3. In the Create Link dialog box, select the appropriate options,
and then follow the onscreen instructions to specify a URL,
page view, or file as the link target.
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Technique 5. Set a Logical Reading Order

Setting up reading order will set up the way the device will read the

file out loud to view and change reading order:

1. Select the Order Pane (View > Show/Hide > Navigation Panes

> Order)

File Edit Window  Help

Rotate View
[ Page Navigation

" Page Display
Zoom

Tools

Show/Hide

T

A ¥ ¥YVY ¥YY

Display Theme

Read Mode
Full Screen Mode

Navigation Panes
v Tools Pane

Toolbar ltems
Page Controls
+~ Menu Bar

Tracker...

Read Out Loud
Compare Files

+ Button Labels
Rulers & Grids
Cursor Coordinates

@ Page Thumbnails
£ Signatures

O mags

Show Navigation Pane F4
Reset Panes
el

2. Once the order pane is selected the file will show numbers per

page showing the reading order.
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3. If the reading order is incorrect, select the following
information from the pane and move the information bellow or
above to make the reading order correct.

To test the reading order

Sometimes it may not be clear by looking at content, what would
be the most logical aural reading order. In these cases, it is
recommended to preview the reading order.

Caution!: The “Read Out Loud” feature is not
recommended for checking the aural order because it
will provide inaccurate results.

One method for testing the reading order of your document is
called “reflowing”, which temporarily presents it as a single column
that is the width of the document pane. Only readable text appears
in the reflow view.
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If the tagged PDF does not reflow the way you want, it means
that the content order or reading order of the PDF contains
inconsistencies. If this is the case, in addition to correcting the
reading order, it may also be helpful to edit the document tags.

1. Go to menu item: View > Zoom > Reflow
2. To return to regular view, go to menu item: View > Zoom >
Reflow

Another way to test the aural accessibility of a document is to
attempt to access the document with the screen readers that your
readers will use (e.g., NVDA or JAWS on Windows, VoiceOver on Mac
0s).

Technique 6. Set Document Properties

It is important to set up the PDF correctly in order for assistive
technologies (e.g., screen readers) to be able to present your
document accurately.

1. File > Properties
keyboard shortcut: Ctrl + D (on windows), Cmd + D (on Mac)

2. Under Descriptions tab fill in the title and author. (Subject and
Keywords can also be filled in)

3. Under Initial Views change the following

o Layout and Magnification

o Navigation Tab: Bookmarks Panel and pages
° Magnification: Fit Page

o Open to Page: 1

o Window Options

o Check Center window on Screen

o Show > Document Title
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Document Properties

Description Security Fonts Initial View Custom Advanced

Layout and Magnification

Mavigation tab: | Bookmarks Panel and Page
Page layout: Default
ion: IF\t Page

Open to page: |1 of 1

Window Options

| Resize window to initial page

| Center window on screen |

| Open in Full Screen mode
|Shcvw: Document Title B |

User Interface Options

| Hide menu bar
| Hide tool bars

| Hide window controls

Help

4. Under the Advanced tab select Language and change to the
preferred language. If a different natural language is used for a
paragraph or selected text, this also needs to be clearly

indicated.
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Document Properties

Description Security Fonts Initial Wiew Custom ﬁ

PDF Settings

Base URL:
Search Index: Browse.. Clear
Trapped: Unknown E
Print Dialog Presets
Page Scaling: | Default
DuplexMade: Simplex E
Paper Source by Page Size: o
Print Page Range:
Number of Copies: Default E
Reading Options
Binding: | Left Edge
Language: EnglisH ~
Help Cancel ﬁ
5. Select OK

To apply a language directly to selected element

Go to menu item: View > Navigation Panels > Tags

In the Tags tab, select the element

Right-click* the element and select Properties...

In the Content tab, select the language from the Language
drop-down list

5. Select Close

W N =

To set the pag@ structure to document structure

1. Select all the pages (ctrl + A or cmd + A) in the page
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Thumbnails Panel
2. Select Page Properties

@ Page Thumbnails X

B TROQ o —aa
Insert Pages... L
Extract Pages...

Replace Pages...
Delete Pages

Rotate Pages... {r3R
Page Transitions...

[ © O

&

Page Labels...
Print Pages... ®P

Embed All Page Thumbnails
Remove Embedded Page Thumbnails

Reduce Page Thumbnails
Enlarge Page Thumbnails

Page Properties...

3. Under Tab Order select Use Document Structure.
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Page Properties

Use Row Order

Use Column Order

| o Use Document Structure

Unspecified
Choose one of the above options to

set the order for tabbing through
items on a page.

4. Select OK.

Technique 7. Adjust Security Settings

It is possible to specify that no part of an accessible PDF is to be
copied, printed, extracted, commented on, or edited. This can be
accomplished by encrypting the document with password security.
However, this could interfere with a screen reader’s ability to read
the document, because screen readers must be able to copy or
extract the document’s text in order to convert it to speech. In
Acrobat 11 Pro, it is possible to maintain high-encryption-level
security while at the same time providing the necessary access to
assistive technologies.

Adobe Acrobat 11 Pro and DC | 771



To allow assistive technologies access to content

Go to menu item: File >Properties > Security.

2. In the Security Method drop down menu select Password
Security.

3. In the Password Security - Settings dialog, under
Permissions, select Restrict editing and printing of the
document.

4. For low-encryption-level security, select Enable copying of
text, images, and other content.

5. For high-encryption-level security, select Enable text access
for screen reader devices for the visually impaired (this
overrides the document’s security settings only for the
purpose of giving assistive software, such as screen readers,
access to the content).

6. Select OK.

Password Security - Settings =)

Document Open

[C] Require a passward to open the document.

Document Open Password: | | [ [ jEEse

4 No password will be required to open this document.

Permissions

Restrict editing and printing of the document. A password will be required in order to change these permission settings.

Printing Allowed: [ None -]

Changes Allowed: [ None -]

[C] Enable copying of text, images, and other content

Enable text access for screen reader devices for the visually impaired
Change Permissions Password: | R HotRated

Options

Compatibility: | Acrobat 7.0 and later ~| Encryption Level: 128-bit AES

® Encrypt all document contents

(© Encrypt all docurnent contents except metadata (Acrobat 6 and later compatible)
(© Encrypt only file attachments (Acrobat 7 and later compatible)

§F 21 contents of the document will be encrypted and search engines will not be able to access the document's metadata,
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Technique 8. Set Bookmarks

A bookmark is a type of link with representative text in the
Bookmarks panel in the navigation pane. Each bookmark goes to a
different view or page in the document. In Acrobat 11 Pro, you can
use bookmarks to mark a place in the PDF to which you want to
return, or to jump to a destination in the PDF, another document, or
a web page. There are several ways to create bookmarks.

Note: An Acrobat user can only add bookmarks to a document only
if the security settings allow it.

To add a bookmark manually

1. Bookmark > New Bookmark

@ Bookmarks [1]
‘L_P ] oOp B
| New Bookmark Ctrl+B |
.:_:\E:_:. Mew Bookmarks from Structure...
Expand Current Bookmark
G
& Collapse Top-Level Bookmarks

v Highlight Current Bookmark
Hide After Use

2. Insert the title of the content
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@ Bookmarks [1]
P =i FERI

3. Scroll to the page that the bookmark is intended to link.

4. *Right click the bookmark title > Set Destination
T3 mocemarts
|-

[P Thedoumey 1

=

N @

8 X

<7

0 hapter 2
The @]wmw

eactn?

i o, o s i)

To add bookmarks automatically

Bookmarks can also be generated automatically from various types
of structures that will be in your document if you have tagged it
properly:

1. Bookmark > New Bookmark from Structure (in the drop down
menu in the bookmark pane).

2. Select the structure to generate bookmarks from.
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Accessibility Support Tools

» axesPDF: A plug-in for Microsoft Word 2007/2010 that makes
it easier to create accessible PDFs (free public beta program);

* CommonLook Office: A plug-in for Microsoft Word 2007,/2010
and PowerPoint 2007/010 that makes it easier to create
accessible PDFs.

* CommonLook PDF: A plug-in for Adobe Acrobat that helps
identify, report and correct accessibility problems.

* MadeToTag: A plug-in for for Adobe InDesign that makes it
easier to create accessible PDF from InDesign documents.

* PDFGoHTML: A free Adobe Acrobat plug-in that converts
tagged PDF into HTML, which can be useful in debugging
tagging structures.

References and Resources

* Adobe Acrobat XI Pro Accessibility Guide [PDF]

» Using the Acrobat X Pro Accessibility Checker [PDF]

* PDF Techniques for WCAG 2.0

» WebAIM PDF Accessibility: Acrobat and Accessibility

* GAWDS Writing Better Alt Text

* Ryerson University: Adobe Acrobat Accessibility Tipsheet (PDF)

» Create and verify PDF accessibility (Acrobat Pro)
* PDF Accessibility Training (Video Tutorials) — This PDF
Accessibility training series was provided to Microsoft

employees on creating accessible PDF documents. Use these
videos, along with documentation from https: //adobe.com/

accessibility to learn to create, remediate, and check for
accessibility issues. To test your knowledge, use the PDF
sample documents at https: //aka.ms/PDFSamples.
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Adobe Acrobat 10 Pro

Usage Notes

At the time of testing (March 2013), Acrobat 10 Pro (Windows)
enables the production of accessible digital documents. Acrobat 10
Pro includes an accessibility checking feature.

Note: While PDF accessibility has improved over the years,
accessibility support for PDF by authoring tools, viewers, and
assistive technologies (e.g., screen readers) is not as widespread as
for HTML documents. We recommend considering HTML instead
of or in addition to PDF where appropriate.

Should T use ADOD or WCAG 2.0?

These techniques can help you to use Acrobat 10 Pro to create
documents that are:

* Intended to be used by people (i.e. not computer code),

* Text-based (i.e., not simply images, although they may contain
images),

* Fully printable (i.e., where dynamic features are limited to
automatic page numbering, table of contents, etc. and do not
include audio, video, or embedded interactivity),

* Self-contained (i.e., without hyperlinks to other documents,
unlike web content), and

* Typical of office-style workflows (Reports, letters, memos,
budgets, presentations, etc.).

Note: If you are creating forms, web pages, applications, or other
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dynamic and/or interactive content, these you should also consult
the W3C-WAI Web Content Accessibility Guidelines (WCAG 2.0).
The WCAG working group has provided PDF Techniques for WCAG
2.0.

File Formats

The default file format for Acrobat 10 Pro is Adobe Portable
Document Format (PDF). In addition, Acrobat 10 Pro offers several
other word processor and web format saving options. These have
not been checked for accessibility.

Document Conventions

We have tried to write these techniques so that they are useful
to all authors, regardless of whether they use a mouse. However,
for clarity there are several instances where mouse-only language
is used. Below are the mouse-only terms and their keyboard
alternatives:

» *Right-click: To right-click with the keyboard, select the
object using the Shift+Arrow keys and then press either (1) the
“Right-Click” key (some keyboard have this to the right of the
spacebar) or (2) Shift+F10.

* *Drag: Unfortunately, there is no keyboard alternative for
several operations that require dragging.
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Disclaimer and Testing Details:

* Following these techniques will increase the accessibility of
your documents, but it does not guarantee accessibility to
any specific disability groups. In cases where more certainty
is required, it is recommended that you test the office
documents with end users with disabilities, including screen
reader users.

» The application-specific steps and screenshots in this
document were created using Adobe Acrobat 10 Pro (ver.10.0,
Windows 7, Mar. 2011) while creating a PDF document.

» Tasks completed in Technique 3, Technique 4, and Technique 5

cannot be undone. It is recommended that you save your PDF
document before and after you make significant changes.

* This document is provided for information purposes only and
is neither a recommendation nor a guarantee of results.

 If errors are found, please report them to: adod-
comments@idrc.ocad.ca

Technique 1. Use Accessible Source Documents

In the Adobe Acrobat 10 Pro workflow, all PDF documents start
with a source document created in an office document authoring
application, such as Microsoft Word or OpenOffice.org Writer.
Because source documents provide the starting-point for the PDF
documents, accessibility is very important.

To create an accessible source document

1. Create a new document in the authoring application (from the
default blank template or from one of the prepackaged
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templates).

2. Ensure that you follow the ADOD Authoring Techniques
provided for the authoring application (available at: How to Use
This Resource).

3. When you are finished, you should also check the accessibility
of the document (see Accessibility Checking in the Authoring

Techniques for the authoring application).

Once you have completed the above steps, you are ready to convert
your document to PDF using Adobe Acrobat 10.

To convert single source documents to PDF

1. Go to the menu item: File > Create PDF > From file...
2. Locate and select your source document and select the Open
button, Acrobat will then proceed to convert the file.

Note: A batch conversion process is also available from the menu
item: File > Create PDF > Batch Create Multiple Files

Scanned Content

If you created a PDF from a scanned document, then it will be
inherently inaccessible to screen readers and other assistive
technologies. The document will be less useful because graphic
representations of text cannot be selected, edited or searched. In
this case, it is necessary that you convert the scanned images of text
to searchable content using Acrobat’s optical character recognition
(OCR) feature before addressing the accessibility features of the
document.
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Technique 2. Check Accessibility

The most basic requirement for a PDF document to be accessible
is for it to be “tagged” with hidden labels (“tags”) that describes
the structure of the document (e.g. that text should be interpreted
as a header, paragraph, table cell, etc.). Screen readers can then
use these tags to convey the document’s information effectively to
people with visual disabilities. The other requirements for a PDF
document to be accessible (e.g. alternate text, logical reading order,
etc.) can only all apply once the document is tagged.

Caution!: The “Quick Check” feature is not
recommended because it misses some important
accessibility issues. Always perform a “Full Check”
instead.

To perform a “Full Check”

Note: If “Accessibility” is not visible under tools, go to menu item:
View > Tools > Accessibility

1. Select Tools > Accessibility > Full Check Up
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Tools Comment Share

=R
» Pages

» Content

» Forms

» Action Wizard

» Recognize Text

» Protection
Sign & Certify
¥ Accessibility

b

@ Change Reading Opticns

@ Quick Check

@ Full Check

@ Open Accessibility Report

@ Add T

ﬁ Run Form Field Recognition

B Add Form Field:

TouchUp Reading Order

{& Setup Assistant

Running a Wizard Action Full Check when the file is first created
would be ideal. This allows you to fix a few mistakes before the
check up.
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1. Select Tools > Action Wizard > Create Accessible PDF’sNote: If
the PDF file was created from InDesign, then select “InDesign
CS6 Accessibility Touch up”

Tools Comment Share
B~

* Pages

» Content

» Forms

* Action Wizard

E} Create Mew Action
Edit Actions

Actions

® [52] InDesign CS6 Accessibility To...

Create Accessible PDFs

Archive Paper Documents
Get 5can Doc from MFP
Prepare for Distribution
Prepare for Review

o

“=| Prepare for Web Publishing

Mare Actions -

2. Select “5 Accessibility Check (Full)” (in the Action: Create
Accessible PDFs)

55 553 55 553 553
i i i i i
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Action: Create Accessible PDFs

Description:

Start with:

Steps:

Save to:

This action allows you to add document properties,
accessibility options and run an accessibility test.

A File Open in Acrobat

5]

El 1 Add Document Description

) 2 Instructions
E& 3 Remove Hidden Information
6‘:] 4 Add Tags to Document

5 Accessibility Check (Full}

Ask When Action is Started

[T Don't show again for this Action Mext | l Cancel

3. Select Next

4. Select the folder to save the file (in Browse For Folder)

5. Insert Title and Author (you can also insert subject and

keyword). In order to insert you must uncheck the “Leave As

Is” button.
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Description @

I Title: |Acrnbat Pro Accessibility I

Leave Az s

Subject: I

Leave As s

IAuthon |Name I

Leave Az Is

Keywords: I

Leave AsIs

6. Follow the Wizard (a yellow sticky note-like pop-up box)

File: acrobat_book.pdf o
Complete the following step:
Instructions

1. Ensure all links are active.

2. Add bookmarks.

3, Add alternate text to images as needed,
4. Remove security.

When completed, proceed to Next Step 3

7. In the Remove Hidden Information pop up box select OK. All
of the checked items will be removed.
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’
Remove Hidden Information LH_EJ

Remowve Hidden Information will search for and remove
the following document information.

When you remove any of these items, you also

rernove digital signatures, Adobe Reader extensions,

= review and forms workflows, and document
information added by third-party applications.

[] Metadata

File attachments

[ Bookmarks

Embedded search index
Comments and markups
Form fields

Hidden text

Hidden layers

Deleted or cropped content
Links, actions and javascripts
Overlapping Objects

[ o4 ] ’ Cancel

8. Start Checking
9. Save file. If the file is not fully accessible the errors (report) will
be shown on the left panel).

Technique 3. Add and Edit Tags
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Caution!: Actions taken using the TouchUp Reading
Order tool and Order Panel cannot be undone.
Remember to save your work frequently. If you
frequently create PDF files you might consider using
one of these accessible PDF support tools.

If tags are missing, then they must be added. When tags are present,
they should still be checked for correctness. Acrobat’s Help text
describes the tags as follows:
Text

Tags the selection as text.

Figure
Tags the selection as a figure. Text contained within a figure tag
is defined as part of the image and is not read by screen readers,
though alternate text defined for the figure is read out. Note: An
effective way of handling very complex tex constructs (e.g.
flow charts) is to group it all as a figure and provide alt text.

Form Field
Tags the selection as a form field.

Figure/Caption
Tags a selected figure and caption as a single tag. Any text
contained in the tag is defined as a caption. Useful for tagging
photos and captions and preventing caption text from being
incorrectly added to adjacent text blocks. Note: Unless the
caption actually describes the image, the figures will still
require alternate text.

Heading 1, Heading 2, Heading 3
Tags the selection as a first, second, third, fourth, fifth, or sixth
level heading tag. You can convert heading tags to bookmarks
to help users navigate the document.
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Table
Tags the selection as a table. When this selection is made,
Acrobat analyzes the selection to determine the location of
headings, columns, and rows. Note: Table editing can be
especially challenging. Try to keep them as simple as possible
in the source document.

Cell
Tags the selection as a table or header cell. Use this option to
merge cells that are incorrectly split. Note: Table editing can be
especially challenging. Try to keep them as simple as possible
in the source document.

Formula
Tags the selection as a formula. Note: Because speech software
may handle formula tags differently from normal text, you
should still add alternate text.

Background
Tags the selection as a background element, or artifact,
removing the item from the tag tree so that it does not appear
in the reflowed document and is not read by screen readers.

To add tags automatically

Note: The automatic tagging feature may be sufficient on simple
layouts, but it sometimes misinterprets the structure and reading
order of complex page elements (e.g. closely spaced columns,
irregular text alignment, and tables without borders.). Therefore,
you should still manually check the tags as explained below.

* Go to menu item: Advanced > Accessibility > Add Tags To
Document
Note: This command removes any tags that were in the
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document before the command was run. If any potential
problems were encountered, an Add Tags Report appears in
the navigation pane.

To add/edit tags manually

1. TouchUp Reading Order... In most cases, it will help to have
the three checkboxes checked (Show page content order,
Show table cells, Show tables and figures)

2. Using the TouchUp Reading Order tool, drag* within the
document pane to select a region of the page that contains one
type of content (e.g. a text block)

3. To add more page content to the current selection, Shift +
drag*

4. To remove page content from the current selection, Ctrl +
drag*

5. Select the appropriate button in the TouchUp Reading Order
dialog to specify the tag type, a box should now encapsulate
the element (the tags are explained here)
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TouchUp Reading Order ]
Drawa.rectanglearn:nundthec::nntent T
then click ene of the buttons below: E
| a——
’ Ferm Field ] I Figure/Caption ]
| Headingl | Table
[ Heading 2 ][ Cell ]
’ Heading 3 ]I Formula ]
’ Background ]

Table Editor
[¥] Show page content order [ |
[¥] Show table cells .
[/] Show tables and figures [ |
I Clear Page Structure... ] ’ Show Crder Panel ]
I Help ]’ Close ]
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Tips for Tagging

e Agood place to start is tagging “Background”
content, since this will reduce the number of tags
to deal with. Background content should include:

° empty boxes,

° visible or invisible textbox borders
(especially in busy areas where they overlap
with text),

° visuals that are decorative or redundant
(e.g. backgrounds, illustrations), whose
content is described adequately in the text .

e Ifyou are having difficulty tagging complex
content (e.g. a complex table), consider either:

° Editing the source document to simplify
it, or

° Selecting the complex content and
tagging it as a figure for which you must
then add alternative text that properly
conveys all of the information in the new

figure.

To change the tag for a region

1. With the TouchUp Reading Order tool...
2. Inthe document pane, drag* to select a highlight region or
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select the number of the highlighted region (or select from the
Order Panel)
Note: If you drag* over part of an already tagged element, the
element is sometimes split up. This is helpful when splitting
larger elements to ensure correct reading over of sub-
elements.

3. Select the appropriate button in the TouchUp Reading Order

dialog to specify the tag (the tags are explained here)

To Modify Tagging

Tools > Content > Edit Object

2. Select items required to be tagged*right click > properties...

3. Under Tag select type (paragraph, heading level, span etc.) Tip:
Tagging items and adding alternative text before converting to
PDF will save time.
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TouchUp Properties @

| Contentl Tag IText | Color |

IType: Figure lvl

Figure &

Title (pom

Formula

Actual Text: Heading

Heading Level 1

Heading Level 2
Alternate Text: | Heading Level 3
Heading Level 4

m |

Heading Level 5
ID: lHeading Level 6 i

Language:  English gl

|_EditTag.. | | Edit Attribute Objects.. | [ Edit Attribute Classes... |

Close

Correcting Visual Side-Effects of Tagging

Sometimes tagging can result in unexpected visual side effects, such
as text disappearing behind background images. The following steps
can be taken to correct such side-effects:

1. Open Content panel (View > Show/Hide > Navigation Panes >
Content)

2. Move any <Artifact> elements to the top (this places them
behind all other elements).

3. See if this fixes the problem. If not, continue:

4. Click Gears icon > Highlight Content

5. Drag* mouse over unwanted element or the area where
missing element should be

6. Click Gears icon > “Find content from selection” to locate
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selection in Content tree

7. In the Content panel tree, click on the “Container” node of the
selected element and then adjacent nodes.

8. As you click, note which element is highlighted on screen. When
you have found the element you want to correct, continue:

9. If you found text that is hidden behind another element, move
the hidden element DOWN within the Content panel tree (this
moves it above other elements).

10. If you found an element that should not be there, move it UP
within the Content panel tree (this moves in behind other
elements) or delete it if necessary (remember to Save
beforehand)

Note: The order of items in the Content panel tree indicates their
layer order in the document. If item A is lower in the tree than item
B, then if item A and B overlap in the document, A will be in front.
Some people find this confusing, so a good way to remember how
this works is to imagine putting documents in a pile and noting their
names in a list. The last document placed will be on top of the pile,
covering the others, and its name will be on the bottom of the list.

Technique 4. Provide Alternative Text

When using images, it is important to ensure that the information
you intend to convey by the image is also conveyed to people who
cannot see the image. This can be accomplished by adding concise
alternative text to each image. If the image is purely decorative,
mark it as background.
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Tips for writing alternative text

* Try to answer the question “what information is
the image conveying?”

e If the image does not convey any useful
information, leave the alternative text blank (e.g.
Background images should generally have no
alternative text, other decorative images should
only have alt text if they form a crucial part of the
content, message, and purpose of the document)

* If the image contains meaningful text, ensure all
of the text is replicated

*  Forlogos, the alternative text should be the
organization’s name

e For groups of logos, one logo can be chosen to
represent the group

e  Sometimes text is included as part of a logo or
footer image (e.g. the image might contain a
phone number), this text should be set as the
alternative text of the image

e Alternative text should be fairly short, usually a
sentence or less and rarely more than two
sentences

e If more description is required (e.g. for a chart
or graph), provide a short description in the
alternative text (e.g. a summary of the trend) and
more detail in the long description, see below

»  Test by having others review the document with
the images replaced by the alternative text
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Tips for writing longer descriptions

*  Long descriptions should be used when text
alternatives (see above) are insufficient to answer
the question “what information is the image
conveying?”

* In some situations, the information being
conveyed will be how an image looks (e.g. an
artwork, architectural detail, etc.). In these cases,
try to describe the image without making too
many of your own assumptions.

*  One approach is to imagine you are describing
the image to a person over the phone

*  Ensure that you still provide concise alternative
text to help readers decide if they are interested
in the longer description

e Alternatively, you can include the same
information conveyed by the image within the
body of the document, providing the images as an
alternate to the text. In that case, the images
should be marked as “Background” and you do not
have to provide alternate text within the image.

To add alternative text to images

1. Tools > Content > Edit Object
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Tools Comment Share

[E=

* Pages

* Content

[} AddBookmark
& AttachaFile
Edit Text & Objects

TI Edit Document Text

[§ Edit Object

(&) Add or Edit Text Box

2. Select image *right click > properties...
3. Under Tag select type (figure, table etc.)
4. Alternative text inserts text

Adobe Acrobat 10 Pro | 797



TouchUp Properties @

| Contentl Tag IText | Color |

IType: Figure vI

Title: |

Actual Text: I

castle in a snow fall

Alternate Text:

1D

Language:  English

[ EditTag.. | | Edit Attribute Objects... | | Edit Attibute Classes... |

Close

To add alternative text to links

In the tag tree, select the Link tag for the link

Select Options > Properties

In the TouchUp Properties dialog, select the Tag tab
Type alternative text for the link

Select Close

Utk W =

To create an artifact

Artifacts are for objects that are not required to be read out loud (eg.

background colours)
1. Tools > Content > Edit Object
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2. Select image *right click > Create Artifact

Technique 5. Set a Logical Reading Order

Setting up reading order will set up the way the device will read the
file out loud to view and change reading order:

1. Select the Order Pane (View > Show/Hide > Navigation Panes
> Order)

File Edit BUCUH Window Help

Rotate View »
o o i ok b
Page Navigation 3
) o L
“!’ Page Display > . ‘ =1 EE
Zoom »
Tools »
Comment 3
Share
Showliie Navigation Panes \ {5 Accessibility Report
[«* Read Mode Ctiay | == Toolbarltems » UL Articles
[CJ Eull Screen Mode Chrlsl Menu Bar B9 | 4 Attachments
Read Out Loud + Rulers & Grids v [P Bookmarks
Compare Documents... Cursor Coordinates [] Content
. " (@ Destinations
< Layers
'@ Model Tree

Order
Page Thumbnails
2 Signatures

£ Tags

2. Once the order pane is selected the file will show numbers per
page showing the reading order.
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3. If the reading order is incorrect select the following
information from the pane and move the information bellow or
above to make the reading order correct.

To test the reading order

Sometimes it may not be clear by looking at content, what would
be the most logical aural reading order. In these cases, it is
recommended to preview the reading order.

Caution!: The “Read Out Loud” feature is not
recommended for checking the aural order because it
will provide an inaccurate .

One method for testing the reading order of your document is
called “reflowing”, which temporarily presents it as a single column
that is the width of the document pane. Only readable text appears
in the reflow view. If the tagged PDF does not reflow the way you
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want, it means that the content order or reading order of the PDF
contains inconsistencies. If this is the case, in addition to correcting
the reading order, it may also be helpful to edit the document tags.

1. Go to menu item: View > Zoom > Reflow
2. To return to regular view, go to menu item: View > Zoom >
Reflow

Another way to test the aural accessibility of a document is to
attempt to access the document with the screen readers that your
readers will use (e.g., NVDA or JAWS on Windows, VoiceOver on Mac
0S).

Technique 6. Set Document Properties

It is important to set up the PDF correctly in order for assistive
technologies (e.g. screen readers) to be able to present your
document accurately.

1. File > Properties keyboard shortcut: Ctrl + D (on windows),
Cmd + D (on Mac)

2. Under Descriptions tab fill in the title and author. (Subject and
Keywords can also be filled in)

3. Under Initial Views change the following

o Layout and Magnification

o Navigation Tab: Bookmarks Panel and pages
o Magnification: Fit Page

o Open to Page: 1 Window Options

o Check Center window on Screen

o Show > Document Title
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'S
Document Properties

Description | Security I Fonts | Initial View | Custorn | Advanced‘

Layaut and Magnification

Novigation tab: | Bookmarks Panel and Page

™

Page layout: [Defau\t

™

Magnification:  Fit Page

Opento page: |1 of §

Window Options

[T Resize window to initial page

Center window on screen

| Open in Full Screen mode

Show

User Interface Options
[] Hide menu bar
[[] Hide tool bars

[C] Hide window contrals

Sapcd

4. Under the Advanced tab select Language and change to the
preferred language If a different natural language is used for a
paragraph or selected text, this also needs to be clearly

indicated.
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Document Properties

=)

Description | Security | Fonts | Initial View | Custom | Advanced |

PDF Settings

Base URL: I

Search Index: I
Trapped: | Mo
Print Dialog Presets
Page Scaling:
DuplexMode:
Paper Source by Page Size:
Print Page Range:

MNumber of Copies:

Reading Options

Ll

R

Binding: |LeftEdge

Language:  English =

EFE— -

Estonian
Finnish
French
German
Greek
Hebrew
Hungarian
Italian
Japanese

Browse... Clear

5. Select OK

To apply a language directly to selected element

W e

5. Select Close

Go to menu item: View > Navigation Panels > Tags
In the Tags tab, select the element
Right-click* the element and select Properties...

In the Content tab, select the language from the Language
drop-down list
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To set the page structure to dOCUTI’lETlt structure

1. Select all the pages (ctrl + A or cmd + A) in the page

Thumbnails Panel
2. Select Page Properties

Page Thumbnails

Insert Pages

X Q FO

Extract Pages...
Beplace Pages...
Delete Pages... Shift+Ctrl+D
Crop Pages... Shift+ Ctrl+T
[(E=] Rotate Pages... Shift+Ctrl+R
Page Transitions...
E> Mumber Pages...
Print Pages... Ctrl+P

Embed All Page Thurnbnails

Remove Embedded Page Thurnbnails

Reduce Page Thurmbnails
Enlarge Page Thurnbnails

| Page Properties...

3. Under Tab Order select Use Document Structure
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Page Properties I&J

Tab Order IActions|

() Use Row Order

(7} Use Column Order

| ) Use Docurnent Structure|

) Unspecified

Choose one of the above options to
set the order for tabbing through
items on a page.

| ok || Ccanel

e ——

4. Select OK

Technique 7. Adjust Security Settings

It is possible to specify that no part of an accessible PDF is to be
copied, printed, extracted, commented on, or edited. This can be
accomplished by encrypting the document with password security.
However, this could interfere with a screen reader’s ability to read
the document, because screen readers must be able to copy or
extract the document’s text in order to convert it to speech. In
Acrobat 10 Pro, it is possible to maintain high-encryption-level
security while at the same time providing the necessary access to
assistive technologies.
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To allow assistive technologies access to content

Go to menu item: File >Properties > Security Properties

2. Security Method > Password Security

3. Inthe Password Security - Settings dialog, under
Permissions, select Restrict editing and printing of the
document

4. For low-encryption-level security, select Enable copying of
text, images, and other content

5. For high-encryption-level security, select Enable text access
for screen reader devices for the visually impaired (this
overrides the document’s security settings only for the
purpose of giving assistive software, such as screen readers,
access to the content)

6. Select OK

Compatibity:

Encryption Level: 128-bit AES

Select Document Components to Encrypt '
©) Encrypt all document contents
) Encrypt all document contents except metadata (Acrobat 6 and later compatible)
©) Encrypt only file attachments (Acrobat 7 and later compatible)

I Al contents of the document will be encrypted and search engines will not be able to access the document's metadata.

I [Z]Require a password to open the document
il

I Dacument Open Password: IR Vot Rated

#F No password will be required to open this document.

Permissions
Restrict editing and printing of the document, A password will be required in order to change these permission settings. I
Change Permissions Password: | IR Vot Rated
Prnting Allowed: | None -]
I Changes Allowed: | None -] |

["] Enable copying of tex, images, and other content

Enable text access for screen reader devices for the visually impaired
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Technique 8. Set Bookmarks

A bookmark is a type of link with representative text in the
Bookmarks panel in the navigation pane. Each bookmark goes to a
different view or page in the document. In Acrobat 10 Pro, you can
use bookmarks to mark a place in the PDF to which you want to
return, or to jump to a destination in the PDF, another document, or
a web page. There are several ways to create bookmarks.

Note: An Acrobat user can only add bookmarks to a document only
if the security settings allow it.

To add a bookmark manually

1. Bookmark > New Bookmark

@ Bookmarks [1]
‘L_P ] oOp B
| New Bookmark Ctrl+B |
.:_:\E:_:. Mew Bookmarks from Structure...
Expand Current Bookmark
G
& Collapse Top-Level Bookmarks

v Highlight Current Bookmark
Hide After Use

2. Insert the title of the content
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@ Bookmarks [1]
P =i FERI

3. Scroll to the page that the bookmark is intended to link.

4. *Right click the bookmark title > Set Destination
T3 mocemarts
|-

[P Thedoumey 1

=

N @

8 X

<7

0 hapter 2
The @]wmw

eactn?

i o, o s i)

To add bookmarks automatically

Bookmarks can also be generated automatically from various types
of structure that will be in your document if you have tagged it
properly:

1. Bookmark > New Bookmark from Structure (in the drop down
menu in the bookmark pane)

2. Select the structure to generate bookmarks from.
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Accessibility Support Tools

» axesPDF: A plug-in for Microsoft Word 2007/2010 that makes
it easier to create accessible PDFs (free public beta program);

* CommonLook Office: A plug-in for Microsoft Word 2007,/2010
and PowerPoint 22007/010 that makes it easier to create
accessible PDFs.

* CommonLook PDF: A plug-in for Adobe Acrobat that helps
identify, report and correct accessibility problems.

* MadeToTag: A plug-in for for Adobe InDesign that makes it
easier to create accessible PDF from InDesign documents.

* PDFGoHTML: A free Adobe Acrobat plug-in that converts
tagged PDF into HTML, which can be useful in debugging
tagging structures.

References and Resources

e WebAIM: PDF Accessibility
* Adobe Acrobat X Accessibility Overview
* PDF Techniques for WCAG 2.0

» WebAIM PDF Accessibility: Acrobat and Accessibility
e GAWDS Writing Better Alt Text

* Ryerson University: Adobe Acrobat Accessibility Tipsheet (PDF)
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Adobe Acrobat 9 Pro

Usage Notes

At the time of testing (January 19, 2011), Acrobat 9 Pro (Windows)
enables the production of accessible digital office documents.
Acrobat 9 Pro includes an accessibility checking feature.

Note: While PDF accessibility has improved over the years,
accessibility support for PDF by authoring tools, viewers and
assistive technologies (e.g. screen readers) is not as widespread as
for HTML documents. We recommend considering HTML instead
of or in addition to PDF where appropriate.

Should T use ADOD or WCAG 2.0?

These techniques can help you to use Acrobat 9 Pro to create
documents that are:

* Intended to be used by people (i.e. not computer code),

* Text-based (i.e. not simply images, although they may contain
images),

* Fully printable (i.e. where dynamic features are limited to
automatic page numbering, table of contents, etc. and do not
include audio, video, or embedded interactivity),

* Self-contained (i.e. without hyperlinks to other documents,
unlike web content), and

* Typical of office-style workflows (Reports, letters, memos,
budgets, presentations, etc.).

Note: If you are creating forms, web pages, applications, or other
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dynamic and/or interactive content, these you should also consult
the W3C-WAI Web Content Accessibility Guidelines (WCAG 2.0).
The WCAG working group has provided PDF Techniques for WCAG
2.0.

File Formats

The default file format for Acrobat 9 Pro is Adobe Portable
Document Format (PDF). Several other word processor and web
format saving options are also offered, but these have not been
checked for accessibility.

Document Conventions

We have tried to write these techniques so that they are useful
to all authors, regardless of whether they use a mouse. However,
for clarity there are several instances where mouse-only language
is used. Below are the mouse-only terms and their keyboard
alternatives:

» *Right-click: To right-click with the keyboard, select the
object using the Shift+Arrow keys and then press either (1) the
“Right-Click” key (some keyboard have this to the right of the
spacebar) or (2) Shift+F10.

* *Drag: Unfortunately, there is no keyboard alternative for
several operations that require dragging.
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Disclaimer and Testing Details:

* Following these techniques will increase the accessibility of
your documents, but it does not guarantee accessibility to
any specific disability groups. In cases where more certainty
is required, it is recommended that you test the office
documents with end users with disabilities, including screen
reader users.

» The application-specific steps and screenshots in this
document were created using Adobe Acrobat 9 Pro (ver.9.0.0,
Windows 7, Jan. 2011) while creating a PDF document.

» Tasks completed in Technique 3, Technique 4, and Technique 5

cannot be undone. It is recommended that you save your PDF
document before and after you make significant changes.

* This document is provided for information purposes only and
is neither a recommendation nor a guarantee of results.

 If errors are found, please report them to: adod-
comments@idrc.ocad.ca

Technique 1. Use Accessible Source Documents

In the Adobe Acrobat 9 Pro workflow, all PDF documents start
with a source document created in an office document authoring
application, such as Microsoft Word or OpenOffice.org Writer.
Because source documents provide the starting-point for the PDF
documents, accessibility is very important.

To create an accessible source document

1. Create a new document in the authoring application (from the
default blank template or from one of the prepackaged
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templates).

2. Ensure that you follow the ADOD Authoring Techniques
provided for the authoring application (available at: How to Use
This Resource).

3. When you are finished, you should also check the accessibility
of the document (see “Accessibility Checking” in the Authoring
Techniques for the authoring application).

Once you have completed the above steps, you are ready to convert
your document to PDF using Adobe Acrobat 9.

To convert single source documents to PDF

1. Go to the menu item: File > Create PDF > From file...
2. Locate and select your source document and select the Open
button, Acrobat will then proceed to convert the file.

Note: A batch conversion process is also available from the menu
item: File > Create PDF > Batch Create Multiple Files

Scanned Content

If you created a PDF from a scanned document, then it will be
inherently inaccessible to screen readers and other assistive
technologies.The document will be less useful because graphic
representations of text cannot be selected, edited or searched.

In this case, it is necessary that you convert the scanned images
of text to searchable content using Acrobat’s optical character
recognition (OCR) feature before addressing the accessibility
features of the document.
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Technique 2. Check Accessibility

The most basic requirement for a PDF document to be accessible
is for it to be “tagged” with hidden labels (“tags”) that describes
the structure of the document (e.g. that text should be interpreted
as a header, paragraph, table cell, etc.). Screen readers can then
use these tags to convey the document’s information effectively to
people with visual disabilities.

The other requirements for a PDF document to be accessible (e.g.
alternate text, logical reading order, etc.) can only all apply once the
document is tagged.

Caution!: The “Quick Check” feature is not recommended because
it misses some important accessibility issues. Always perform a “Full
Check” instead.

To perform a “Full Check”

Go to menu item: Advanced > Accessibility > Full check

2. Under Report and Comment Options, select how you would
like to view the results

3. If youwould like to do a full check on individual sections of a
document, under Page Range, select a page range (when you
have a large document, running a full check on one section at a
time can be more efficient.)

4. Under Checking Options, select an accessibility standard from
the Name drop-down list

5. Under Checking Options, select Select All to run a complete
accessibility check

6. Select Start Checking
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Accessibility Full Check x|

[~ Reportand C Options.

¥ Create Accessibility Report Folder: C:\Users\Sabrina\Documents Choose... |
¥ Include repair hints in Accessibility Report

™ Create comments in document

~Page Range

%' All pages in document " Pages from Il to |1

1
MM N . e SR !

1

Name: [ Adobe PDF |

~ Al ive descriptions are provided

[V Text language is specified

[V Reliable character encoding is provided

[ All content is contained in the document structure
[ All form fields have descriptions

[ Tab order is consistent with the structure order

[¥ List and table structure is correct

Show Disclaimer |

[ p——— ’ Y

Technique 3. Add and Edit Tags

Caution!: Actions taken using the TouchUp Reading
Order tool and Order Panel cannot be undone.
Remember to save your work frequently. If you
frequently create PDF files you might consider using

one of these accessible PDF support tools.

816 | Adobe Acrobat 9 Pro




If tags are missing, then they must be added. When tags are present,
they should still be checked for correctness. Acrobat’s Help text
describes the tags as follows:
Text

Tags the selection as text.

Figure
Tags the selection as a figure. Text contained within a figure tag
is defined as part of the image and is not read by screen readers,
though alternate text defined for the figure is read out.Note: An
effective way of handling very complex tex constructs (e.g.
flow charts) is to group it all as a figure and provide alt text.

Form Field
Tags the selection as a form field.

Figure/Caption
Tags a selected figure and caption as a single tag. Any text
contained in the tag is defined as a caption. Useful for tagging
photos and captions and preventing caption text from being
incorrectly added to adjacent text blocks. Note: Unless the
caption actually describes the image, the figures will still
require alternate text.

Heading 1, Heading 2, Heading 3
Tags the selection as a first, second, third, fourth, fifth, or sixth
level heading tag. You can convert heading tags to bookmarks
to help users navigate the document.

Table
Tags the selection as a table. When this selection is made,
Acrobat analyzes the selection to determine the location of
headings, columns, and rows. Note: Table editing can be
especially challenging. Try to keep them as simple as possible
in the source document.
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Cell
Tags the selection as a table or header cell. Use this option to
merge cells that are incorrectly split. Note: Table editing can be
especially challenging. Try to keep them as simple as possible
in the source document.

Formula
Tags the selection as a formula. Note: Because speech software
may handle formula tags differently from normal text, you
should still add alternate text.

Background
Tags the selection as a background element, or artifact,
removing the item from the tag tree so that it does not appear
in the reflowed document and is not read by screen readers.

To add tags automatically

Note: The automatic tagging feature may work for simple layouts,
but it sometimes misinterprets the structure and reading order of
complex page elements (e.g., closely spaced columns, irregular text
alignment, and tables without borders). Therefore, you should still
manually check the tags as explained below.

1. Go to menu item: Advanced > Accessibility > Add Tags To
Document
Note: This command removes any tags that are present in the
document before the command was run. If any potential
problems are encountered, an Add Tags Report appears in the
navigation pane.
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To add/edit tags manually

1. Go to menu item: Advanced > Accessibility > TouchUp
Reading Order...

In most cases, it will help to have the three checkboxes
checked (Show page content order, Show table cells, Show
tables, and figures).

2. Using the TouchUp Reading Order tool, drag* within the
document pane to select a region of the page that contains one
type of content (e.g., a text block).

3. To add more page content to the current selection, Shift +
drag*

4. To remove page content from the current selection, Ctrl +
drag*

5. Select the appropriate button in the TouchUp Reading Order
dialog to specify the tag type, a box should now encapsulate
the element (the tags are explained above)
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Tips for Tagging

e Agood place to start is tagging “Background”
content, since this will reduce the number of tags
to deal with. Background content should include:

° empty boxes,

° visible or invisible textbox borders
(especially in busy areas where they overlap
with text),

° visuals that are decorative or redundant
(e.g., backgrounds, illustrations), whose
content is described adequately in the text .

e Ifyou are having difficulty tagging complex
content (e.g., a complex table), consider either:

° Editing the source document to simplify
it, or

° Selecting the complex content and
tagging it as a figure for which you must
then add alternative text that properly
conveys all of the information in the new

figure

To change the tag for a region

1. With the TouchUp Reading Order tool...
2. Inthe document pane, drag* to select a highlight region or
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select the number of the highlighted region (or select from the
Order Panel)
Note: If you drag* over part of an already tagged element, the
element is sometimes split up. This is helpful when splitting
larger elements to ensure correct reading over of sub-
elements.

3. Select the appropriate button in the TouchUp Reading Order

dialog to specify the tag (the tags are explained here)

Technique 4. Provide Alternative Text

When using images, it is important to ensure that the information
you intend to convey by the image is also conveyed to people who
cannot see the image. This can be accomplished by adding concise
alternative text to each image. If the image is purely decorative,
mark it as background.

Tips for writing alternative text

* Try to answer the question “what information is
the image conveying?”

e If the image does not convey any useful
information, leave the alternative text blank (e.g.,
Background images should generally have no alt
text, other decorative images should only have alt
text if they form a crucial part of the content,
message, and purpose of the document)
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* If the image contains meaningful text, ensure all
of the text is replicated

*  Forlogos, the alternative text should be the
organization name

e For groups of logos, one logo can be chosen to
represent the group

e Sometimes text is included as part of a logo or
footer image (e.g., the image might contain a
phone number), this text should be set as the
alternative text of the image

e Alternative text should be fairly short, usually a
sentence or less and rarely more than two
sentences

* If more description is required (e.g., for a chart
or graph), provide a short description in the
alternative text (e.g., a summary of the trend) and
more detail in the long description, see below

e Test by having others review the document with
the images replaced by the alternative text

Tips for writing longer descriptions

*  Long descriptions should be used when text
alternatives (see above) are insufficient to answer
the question “what information is the image
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conveying?”

* Insome situations, the information being
conveyed will be how an image looks (e.g., an
artwork, architectural detail, etc.). In these cases,
try to describe the image without making too
many of your own assumptions.

*  One approach is to imagine you are describing
the image to a person over the phone

*  Ensure that you still provide concise alternative
text to help readers decide if they are interested
in the longer description.

e Alternatively, you can include the same
information conveyed by the image within the
body of the document, providing the images as an
alternate to the text. In that case, the images
should be marked as background and you do not
have to provide alternate text within the image.

To add alternative text using the Navigation Panel

W N =

Go to menu item: View > Navigation Panels > Tags
In the Tags tab, select the element
Right-click* the element and select Properties...

In the Tag tab, fill in the alternative text in the Alternative Text

box
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5. Select Close

Tip: If you have a number of images arranged together, pick the
main image and assign alternative text to it that describes the
whole. Then, mark the secondary images as Background to be
ignored (i.e. untag them)

To add alternative text directly to the element

1. Right-click* the element and select Edit Alternate Text...
2. Enter the alternative text in the Alternate Text box
3. Select OK
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To add alternative text to links

gLk W N =

In the tag tree, select the Link tag for the link

Select Options > Properties

In the TouchUp Properties dialog, select the Tag tab
Type alternative text for the link

Select Close

Correcting visual side—cffects of tagging

Sometimes tagging can result in unexpected visual side effects, such

as text disappearing behind background images. The following steps

can be taken to correct such side-effects:

10.

Open Content panel (this is another option in the same
location as the Order panel)

Move any <Artifact> elements to the top (this places them
behind all other elements).

See if this fixes the problem. If not, continue:

Click Gears icon > Highlight Content

Drag* mouse over unwanted element or the area where
missing element should be

Click Gears icon > “Find content from selection” to locate
selection in Content tree

In the Content panel tree, click on the “Container” node of the
selected element and then adjacent nodes.

As you click, note which element is highlighted on screen.
When you have found the element you want to correct,
continue:

If you found text that is hidden behind another element, move
the hidden element DOWN within the Content panel tree (this
moves it above other elements).

If you found an element that should not be there, move it UP
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within the Content panel tree (this moves in behind other
elements) or delete it if necessary (remember to Save
beforehand)

Note: The order of items in the Content panel tree indicates their
layer order in the document. If item A is lower in the tree than item
B, then if item A and B overlap in the document, A will be in front.
Some people find this confusing, so a good way to remember how
this works is to imagine putting documents in a pile and noting their
names in a list. The last document placed will be on top of the pile,
covering the others, and its name will be on the bottom of the list.

Technique 5. Set a Logical Reading Order

The order in which elements in a document are read by assistive
software is determined by the reading order. Each section of page
content appears as a separate highlighted region and is numbered
according to its placement in the reading order. You can change
the reading order of the highlighted regions without changing the
actual appearance of the PDF. For example, by reordering
highlighted regions on the page, you can make a figure and caption
read at the specific point that they are referenced in the text
without actually moving the elements on the page.

To correct the reading order

1. Go to menu item: Advanced > Accessibility > TouchUp
Reading Order...

2. Select Show Order Panel

3. In the Order tab, navigate through the list of highlighted
regions that appear in the document pane
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4. If a highlighted region is misplaced, right-click* and select Cut

5. Navigate to the location where the region should be placed,
right-click* the item above the location in the list and select
Paste. After you drag* an item to a new location, the
highlighted regions are renumbered accordingly.
Note: You can also complete steps 4 and 5 by dragging* the tag
for the region to the location you want. As well, you can select
and move multiple adjacent regions at once.

To test the reading order

Sometimes it may not be clear by looking at content, what would
be the most logical aural reading order. In these cases, it is
recommended to preview the reading order.

Caution!: The “Read Out Loud” feature is not recommended for
checking the aural order because it will provide an inaccurate .

One method for testing the reading order of your document is
called “reflowing”, which temporarily presents it as a single column
that is the width of the document pane. Only readable text appears
in the reflow view.

If the tagged PDF does not reflow the way you want, it means
that the content order or reading order of the PDF contains
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inconsistencies. If this is the case, in addition to correcting the
reading order, it may also be helpful to edit the document tags.

1. Go to menu item: View > Zoom > Reflow
2. To return to regular view, go to menu item: View > Zoom >
Reflow

Another way to test the aural accessibility of a document is to
attempt to access the document with the screen readers that your
readers will use (e.g. NVDA or JAWS on Windows, VoiceOver on Mac
0S).

Technique 6. Set Document Properties

6.1 Document Language

It is important to set up the PDF correctly in order for assistive
technologies (e.g. screen readers) to be able to present your
document accurately.

To change the default language

Go to menu item: File > Properties

2. Select the Advanced tab
In the Reading Options section, select the language from the
Language drop-down list

4. Select OK
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To apply a language directly to selected element

Go to menu item: View > Navigation Panels > Tags

In the Tags tab, select the element

Right-click* the element and select Properties...

In the Tag tab, select the language from the Language drop-

W N =

down list
5. Select Close

6.2 Document Title

In case the document is ever converted into HTML, it should be
given a descriptive and meaningful title.

To change the title of the current document

Go to menu item: File > Properties
2. Select the Description tab
Enter a descriptive title in the Title box. It is also helpful to
enter descriptive information in the text boxes that follow
(Author, Subject, Keywords or select Additional Metadata)
4. Select OK

Technique 7. Adjust Security Settings

It is possible to specify that no part of an accessible PDF is to be
copied, printed, extracted, commented on, or edited. This can be
accomplished by encrypting the document with password security.
However, this could interfere with a screen reader’s ability to read
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the document, because screen readers must be able to copy or
extract the document’s text in order to convert it to speech. In
Acrobat 9 Pro, it is possible to maintain high-encryption-level
security while at the same time providing the necessary access to
assistive technologies.

To allow assistive technologies access to content

1. Go to menu item: Advanced > Security > Show Security
Properties

2. Set the Security Method field to “No Security” or enable
“Content Copying for Accessibility” in the Document
Restrictions

3. Go to menu item: Advanced > Security > Encrypt with
Password

4. Inthe Password Security - Settings dialog, under
Permissions, select Restrict editing and printing of the
document

5. For low-encryption-level security, select Enable copying of
text, images, and other content

6. For high-encryption-level security, select Enable text access
for screen reader devices for the visually impaired (this
overrides the document’s security settings only for the
purpose of giving assistive software, such as screen readers,
access to the content)

7. Select OK
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Select Document C to Encrypt
& Encrypt all document contents
" Encrypt all document contents except metadata (Acrobat 6 and later compatible)

" Encrypt only file attachments (Acrobat 7 and later compatible)

4 Al contents of the document will be encrypted and search engines will not be able to access the document's metadata.

I Require a password to open the document

Document Open Password:

& No password will be required to open this document.
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Change Permissions Password: |

Printing Allowed: [ None =

Changes Allowed: [None =

I™ Enable copying of text, images, and other content }
1
IV Enable text access for screen reader devices for the visually impaired |

Help Cancel

Technique 8. Set Bookmarks

A bookmark is a type of link with representative text in the
Bookmarks panel in the navigation pane. Each bookmark goes to a
different view or page in the document. In Acrobat 9 Pro, you can
use bookmarks to mark a place in the PDF to which you want to
return, or to jump to a destination in the PDF, another document, or
a web page.

Note: An Acrobat user can only add bookmarks to a document only
if the security settings allow it.

To create a bookmark

1. Select text to bookmark
2. Type Ctrl+B
3. Type a name the bookmark (or leave the default text)
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4. To create a bookmark without keyboard shortcuts

To delete a bookmark

1. In the Bookmarks pane, *right-click on the bookmark
2. Select Delete

To create a bookmark hierarchy

In the Bookmarks pane, *right-click on the bookmark to move
2. Select Cut
3. *right-click on the new bookmark you would like the moved
bookmark to appear under
4. Select Paste Under Selected Bookmark

Accessibility Support Tools

» axesPDF: A plug-in for Microsoft Word 2007/2010 that makes
it easier to create accessible PDFs (free public beta program);

* CommonLook Office: A plug-in for Microsoft Word 2007/2010
and PowerPoint 2007/010 that makes it easier to create

accessible PDFs.

* CommonLook PDF: A plug-in for Adobe Acrobat that helps
identify, report and correct accessibility problems.

* MadeToTag: A plug-in for for Adobe InDesign that makes it
easier to create accessible PDF from InDesign documents.

* PDFGoHTML: A free Adobe Acrobat plug-in that converts
tagged PDF into HTML, which can be useful in debugging
tagging structures.
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Document Accessibility
Resources

Here is a curated list of resources brought to you by the editors of
this resource.

Courses on Document Accessibility

* WebAIM: Document Accessibility Training

* LinkedIn Learning: Creating Accessible Documents in
Microsoft Office

* PDF Accessibility Training (Video Tutorials) — This PDF
Accessibility training series was provided to Microsoft

employees on creating accessible PDF documents. Use these
videos, along with documentation from Adobe Accessibility to

learn to create, remediate, and check for accessibility issues.
To test your knowledge, use the PDF sample documents at PDF
Accessibility Training -~ Sample Docs.

e LinkedIn Learning: Creating Accessible PDFs
» LinkedIn Learning: Advanced Accessible PDFs

Resources on Document Accessibility

* Accessibility for Microsoft Word, PowerPoint, Excel (Penn

State)

* Creating Accessible Documents (University of Washington)

* Accessible Documents (Ryerson University)
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https://webaim.org/training/docs/
https://www.linkedin.com/learning/creating-accessible-documents-in-microsoft-office/welcome?
https://www.linkedin.com/learning/creating-accessible-documents-in-microsoft-office/welcome?
https://www.youtube.com/playlist?list=PLtSVUgxIo6KrxMh-wNhSG7MuZ2gfPf7co
https://adobe.com/accessibility
https://aka.ms/PDFSamples
https://aka.ms/PDFSamples
https://www.linkedin.com/learning/creating-accessible-pdfs/what-you-should-know
https://www.linkedin.com/learning/advanced-accessible-pdfs/making-a-scanned-pdf-file-accessible
https://accessibility.psu.edu/microsoftoffice/
https://accessibility.psu.edu/microsoftoffice/
https://www.washington.edu/accessibility/documents/
https://www.ryerson.ca/accessibility/guides-resources/accessible-documents/

Creating Accessible PDFs

e Create and verify PDF accessibility (Acrobat Pro)
e WebAIM PDF Accessibility

Colour & Contrast Testing

e WebAIM Contrast Checker
¢ Accessible Color Palette Tool

836 | Document Accessibility Resources


https://helpx.adobe.com/acrobat/using/create-verify-pdf-accessibility.html
https://webaim.org/techniques/acrobat/
https://webaim.org/resources/contrastchecker/
http://colorsafe.co/

	Understanding Document Accessibility
	Understanding Document Accessibility
	Contents
	Introduction
	How to Use This Resource
	Accessibility Statement
	Acknowledgements
	About Document Accessibility
	About Accessibility
	The Case Against PDFs

	Authoring Techniques for Accessible Office Documents: Word Processing Applications
	Google Docs
	Microsoft Word 2013, 2016, and 2019
	Microsoft Word for Mac 2011, 2016, and 2019
	Microsoft Word 2010
	Microsoft Word 2008 for Mac
	Microsoft Word 2007
	Pages for Mac
	OpenOffice Writer and LibreOffice Writer

	Authoring Techniques for Accessible Office Documents: Spreadsheet Applications
	Google Sheets
	Microsoft Excel 2010, 2013, 2016, and 2019
	Microsoft Excel for Mac 2008, 2011, 2016, and 2019
	Microsoft Excel 2007
	Numbers for Mac
	OpenOffice Calc

	Authoring Techniques for Accessible Office Documents: Presentation Applications
	Google Slides
	Microsoft PowerPoint 2010, 2013, 2016, and 2019
	Microsoft PowerPoint for Mac 2008, 2011, 2016, and 2019
	Microsoft PowerPoint 2007
	Keynote for Mac
	OpenOffice Impress

	PDF Production Applications
	Adobe InDesign CS6 and CC
	Adobe Acrobat 11 Pro and DC
	Adobe Acrobat 10 Pro
	Adobe Acrobat 9 Pro

	Document Accessibility Resources

