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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+".
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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
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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.

Microsoft Word 2013, 2016, and 2019 | 49



« Users + Admin » My Documents » Custom Office Templates ~ [ 4 ][ Search Custom Off:

Organize v New folder = @
® Downloads  *  Name : Date modified Type Soe
& OneDiive

%] Recent Places No items match your search.

|\ PROJECTS
4 Libraries
[4) Documents
&) Music
= L
I === ~
PR A ccessible_meeting_agenda.dot [y
|
| Save as type: [Word Template ("dotx) -
|
\  Authors: Jan Tags: accessible Title: Accessible meeting age... ‘l
] Save Thumbnail
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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.
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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.

80 | Microsoft Word 2013, 2016, and 2019


https://support.office.com/en-us/article/Check-for-accessibility-issues-a16f6de0-2f39-4a2b-8bd8-5ad801426c7f
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Save As

Save as Adobe
PDF

Print

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 =

Microsoft Word for Mac 2011, 2016, and 2019 | 93



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
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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. 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

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



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...

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



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
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box.

References and Resources

Microsoft Accessibility Page
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W N =

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


http://www.microsoft.com/enable/
https://support.office.com/en-us/article/use-a-screen-reader-to-explore-and-navigate-word-a16a93f4-163f-4f48-a246-78c2573d8953?redirectSourcePath=%252fen-us%252farticle%252fAccessibility-features-in-Word-29ec3f51-7b78-49b7-b3da-7e869a931c8e
https://www.microsoft.com/en-us/accessibility/
https://support.office.com/en-us/article/keyboard-shortcuts-in-word-95ef89dd-7142-4b50-afb2-f762f663ceb2

5. Ryerson University: Microsoft Word Accessibility Tipsheet
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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.
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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.

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.

B W N =

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.
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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
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(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

148 | Microsoft Word 2010



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.
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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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|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.
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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

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 =
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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:
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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.

202 | Microsoft Word 2007



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.

234 | Pages for Mac



a0

All
Word Processing
Hank

Template Chooser

Letbers
Lmeiopes
Forms.
Rerumas
Bepairts
Crtlines
Mntrlangout

Page Liyoat
Hank

Pwiltlers

Acgessible Memo Templaie

Brochungd
Thyers
Podners
Cards & Imvitations
Butingis Cands
Cemificares

F- =AY -

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.
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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.

Pages for Mac | 247


https://help.apple.com/pages/mac/8.1/#/