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Theinformationin thisreference guide isin order of use. It starts with the basicinformation all documents
are requiredto have. Nextis basicinformation on formatting text within the document. It then goesinto
specificareas such as images, tables, forms, etc.

Technologyisan ever-changingfield. Whatis standard today may change tomorrow. Therefore, this
documentundergoes periodicchangesto keepitup to date.

Note: Informationin boxes highlights importantinformation, make note of potential problems, or clarify
confusingissues.
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1. Accessibility standards for documents

What is accessibility and why do we need it?

The Americans with Disabilities Act (ADA) became law in 1990. This act prohibits discrimination against

persons with disabilities, which includes access to publicspaces. The federal courtlabeled the interneta
publicspace. Inaddition, the state of Minnesota enacted the Minnesota State Accessibility Standards in
Septemberof 2013. By law, state employees must provide all users with equal access to information.

Electronicdocuments are a powerful tool; theyincrease everyone’s access toinformation. Documents only
available in print can be cumbersome, difficult to get copies of, and limit the ability of some with disabilities
to access the information. Users may not be able to see, hear, or process information in particular formats,
may have difficulty reading orunderstanding text, or may not be able to use a keyboard or mouse.
Accessible websites and electronicdocuments have many business advantages in addition to the access they
provide:

e Theyare more likely to be compatible with avariety of devices including smart phones and
tablets.

e Users withoutfastinternetspeeds candisable graphics toincrease download speeds, yet still
read descriptions of the charts and pictures.

e Contentbecomeseasiertofindandread.

e Simplelanguage is helpfulforthose notfluentin English.

In short, accessibility enhances the understanding and experience forall users.

Different ways to access information

There are many kinds of disabilities. Some are very noticeable; many are not. Below are examples of how
some people with disabilities access websites and electronicdocuments.

Magnification and Color Contrast Controls

Magnification tools enableuserstoincrease textand graphicsto a largersize. Color contrast controls change
colorsto help people see and perceive information on ascreen. Users can change the colorscheme of a
page or website, orturn off color all togetherand have theirscreensjust display black and white. Those who
need more control or features use specialized, full-featured software. Testing your electronicdocument for
colorcontrast ensuresthat no matter what colorscheme is used by the person accessing your document,
the information willbe visibleto them.

Text Spoken Out Loud

A wide variety of individuals benefit from having the information on a webpage orelectronicdocument read
to them. Thisincludesthose thatare blind, have learning disabilities, orneed more inputto hold their
attention. Awide variety of software is available to provide this type of support, fromvery simple built-in
software, to complex, full-featured software that enables navigation of large documents. Properly
structuringdocuments and adding alternative text ensures that all informationincluded inadocumentcan
be read aloud.


http://mn.gov/mnit/images/Stnd_State_Accessibility.pdf
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Multimedia

Closed captions are transcripts thatinterface with avideo. Peoplewho are hard of hearing or deafblind, as
well asthose who have learning disabilities, sound sensitivities, or auditory processing disorders may use
closed captions ortranscripts. Many people choose to use captions as a way to reduce noise in theirwork
areas or watchvideosin publicornoisy areas.

Description, often termed “audio description” or “video description”is the practice of providing verbal
descriptions of key visual informationincluded in videos. For recorded media, professional describers create
a second soundtrack that editorsthen add to the media. Thisis helpful forthose with difficulty seeingor
comprehendingvisual information.

Texttranscripts supplement captioned videos, and make podcast oraudio recordings accessible. Some
people prefertoreadthe transcript instead of watchingthe video. In addition, itis easierto download a
transcriptthan a video.

Keyboard Only

Many individuals are not able to use a mouse to control their computer. In place of a mouse, they use a
keyboard, speechinput, and/orspecialized computer equipment. People who are blind use specialized
software and keyboard shortcuts to operate their computer. Properly structuring documents with
accessibilityin mind ensures that all people can access your document no matter how they interact with
theircomputer.

Terms used in accessibility

You may see differentterms when learning about document accessibility, some of which are in this
document. Assistive technology (AT) is asoftware or device “thatis used to increase, maintain, orimprove
functional capabilities of individuals with disabilities" (Section 508 website). This includes alternative
keyboards and computer mice, magnification software, screen-reading software, and many other types of
devices.

Accessibility of electronicinformation and websites, means individuals with disabilities “have access to and
use of information and data thatis comparable to that provided to [those] who are notindividuals with
disabilities” (Access Board website) Sometimes people confuse accessibility with usability. Usability is
equallyimportant, butreferstohow easyitisfor a personto use the document, andif itachievesthe
creatorsintended goals.

Anotherterm people use is “universal design.” When creating with universal design in mind, you make
documents where “flexible approaches...can be customized and adjusted forindividual needs” (National
Centeron Universal Designfor Learning).

Finally, you may have heard of the term “accommodation.” “Reasonable accommodation is any change or
adjustmenttoajob or work environment that permits a qualified applicant oremployee with adisability to
participate inthe job application process, to perform the essentialfunctions of ajob, or to enjoy benefits
and privileges of employment equal to those enjoyed by employees without disabilities” (EEOC Website).

The informationincludedinthis guide is not considered an “accommodation” because accessibility practices
builtinto electronicdocuments are foranyone to use. Changes putin place because of the needs of one
specificemployee on a case-by-case basis are accommodations. If someone wereto request a copy of this


http://www.section508.va.gov/section508/support/terms/term_at.html
http://www.access-board.gov/guidelines-and-standards/communications-and-it/about-the-section-508-standards/section-508-standards
http://www.udlcenter.org/aboutudl/whatisudl
http://www.udlcenter.org/aboutudl/whatisudl
http://www.eeoc.gov/facts/ada17.html
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documentin braille, thenthe braille document would be considered an “accommodation.” Employees
requiringaccommodations to assistthem in performing theirjob duties should contact their Human
Resources department.

People who create documents must take stepsto ensure everyone can access the information. With the
communication tools that exist today, thisisa quickand easy process. Notonlyisit the law, itis the right

thingto do.

3
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2. Microsoft (MS) Word 2013 Documents

Microsoft Word 2013 has many features builtin that make it easy to create accessible documents that meet
state and federal guidelines. Once learned, these tools can save time when used from the beginning of the
documentcreation process.

Note: This document does not teach you how to use Microsoft Word 2013. It only covers making
documents accessible. Referto a Microsoft Office 2013 user manual for help with Word.

Document hierarchy

Documents have hidden code called the Document Object Model (DOM). This platform-and language-
neutral interface tells the program how to access and display content, structure, and style of the document.
In addition, the DOMallows for easy navigation by keyboards and screen readers. Advantages for the author
include self-generating table of contents, easy navigation within the document, and consistencyin
presentation.

We used to format text by manually changingindividual attributes, creating variation within and between
documents. Microsoft Styles (more on Styles later) gives the writer preset groups of styled fonts for various
types of text. With the DOM, styles do more than look consistent; they provide necessary information to the
enduser’scomputer. Forexample, Normaltext and Headings made with Styles become computer-coded
tags:

Normal - <P>
Heading1 - <h1>
Heading 2 - <h2>

Tagged headings allow users navigating with keyboards and/or screen readers to scan document headings
to find the desired information. These headings also enable self-generating table of contents.

Document basics

Title and subject

All documents must have atitle and subject. Thisisthe first part a screenreaderreads, justasyou firstread
the title of a documentyou pick up. The title should clearly state the document’s subject and date (if
applicable). Whilethere isnolengthrestriction forthe title, keep it shortand relevant. Forexample, the title
of thisdocumentis “Minnesota State Accessible Document Reference Guide” and not just “Reference
Guide.” The subject conveys the scope of the document. Forexample, the subject of this documentis
“Making documents meetlegal accessibility standards.”
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Edit Title and Subject

On the File tab, selectInfo. (Alt+F + I).

Select Properties and then choose Advanced Properties to open the dialogbox. (QS+ /).
Selectthe Summary tab.

Type the Title, Subject, and Author, in the text boxes. There is atextbox for the Company name if it
doesn’tautomatically populate.

HwnN e

Info

Minnesota State Accessible Document Reference Guide v3
Uz = MS Office 2013

Protect Document Properties -
Control what types of changes people T 5.85MB
Protect can make to this document. P 11
Document ~ ages
Words 18997

Figure 2.1. Backstage view with the Properties command

=

Minnescta State Accessible Document Reference Gui... ? 24
- Summary iSEtistics | Contents | Custom
Title: Minnesota State Accessible Document Reference Guid:
Subject: Formatting documents to meet required accessibility st
Author: Administrationf TS
Manager:
Company: | Minnesota Management & Budget

Figure 2.2. Properties dialog box

Headers, footers, and cover pages

Screenreaders do not read headers or footers unless specified by the user. Itis common practice to place
the title, version number, and date, in the headerand/orfooteralong with otherinformation. Thisisfine,
but the information mustalsoappearinthe documentitselftoo. A cover page with the title, version
number, date, (and authorif your departmentrequiresit) isan easy solutionto ensure the screen reader
reads all information at least one time. The Cover Page buttonison the Insert tab.

HOME
=

Blank Page | Table
Page Break E

Pages Tables

Figure 2.3 Insert Cover Page
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Language preference

A sighted person can easily determineif adocumentisin English oranotherlanguage, howeverascreen
reader cannot recognize languages. You must set Language Preferences when creatingadocument. Thisis
especiallyimportantif you have more than one language in yourdocument. Screenreaders are capable of
proper pronunciation of multiple languages if the language preference setting has been setup by the author.

Set the Language Preference:

1. OntheFiletab, select Options, and then select Language (Alt + F + T, then | to Language).

2. Alternately, youcanclick on the Review tab, select Language, and then select Language Preferences
(Alt+R+U+P).

3. Thedefaultlanguage should be setto English (U.S.) <default>. Once English hasbeen set, you do not
needto go back intothese settings unless otherlanguages are in use.

4. Ifyou have alanguage otherthan Englishin yourdocument, open the [Add additional editing
languages] drop-down list and select the language. Click on Add.

Note: For Spanish, choose Spanish, International Sort

IMSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW
€3$ == [:E Simple Markup -
/ A “ B Show Markup -
it Language MNew Track
- Comment = Show Camments Changes - Reuiewing Pane -
fing ﬁg Set Proofing Language... nts Tracking r
Language Preferences... e

Figure 2.4. Language menu options

G | (B )
Fner ':&% Set the Office Language Preferences.
Display
Proofing Choose Editing Languages
Save Add additional languages to edit your documents. The editing languages set language-specific features, including dictionaries, G
_grammar checking and sorting
Language
Editing Language Keyboard Layout  Proofing (Spelling, Grammar...}
Advanced English (United States) <default> Enabled "5 Installed Remove
Customize Ribbon Set as Default
Quick Access Toolbar
Add-Ins [Add additional editing languages] El Add
Trust Center [¥] Let me know when [ should download additional proofing tools.

Choose Display and Help Languages

Set the language pricrity order for the buttons, tabs and Help i

Display Language Help Language

1. Match Microsoft Windows <default> - 1. Match Display Language <default> -

2. English E 2. English E
Set as Default Set as Default

Figure 2.5. Language Preference settings
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Set multiple languages:

Addthe defaultlanguage asinstructed above.

Highlight the foreign textinthe document.

On the Reviewtab, select the Language button, then select Set Proofing Language (Alt+R + U + L).
Selectthe desired language and click OK.

HwnN R

Formatting for Accessibility

There are multiple ways of formatting textin Microsoft Word 2013, but not all of them allow full
accessibility. This section covers the properformatting and use of Styles (afeature of Microsoft Office),
color, columns, and white space for full accessibility.

Some agencies have started using templates to assist users in making accessible documents. Check with
your supervisorto see if youragency has accessible templates available foryour use.

Note: The terms format and formatting can be confusing.
To clarify:

Format: structure and design of a written document.

Formatting: Changingthe structure or design of a written document
You can formatindividual elements of text as well asan entire document.
Examples:

Format the Heading 1 Style usingSize 16, Bold Arial font

Format yourdocument with Headings, Paragraph lists, and Normal text.

Styles

The Styles groupisa prominentfeature of the Home tab on Microsoft Word 2013. Properuse of Stylesisa
key component to making the document fully accessible. It also has some distinct advantages for the author,
including consistency throughout all documents and the auto-generated table of contents.

A setof stylized fonts grouped togetheris a Style Set. Microsoft Word comes with many presetstyle sets. If
you do not wish to use a preformatted style set, itis easy to make yourown set. A style set consists of
stylized fonts for different uses such as normal text, headings, titles, list paragraphs, etc. Most documents
have at least a title, one ormore levels of headings, and normal text.

aaBbcel AaBbCd AABI 1. AaE AaBbcc AaBbCc -
TMormal Mo Spacing  Headingl Heading2 Heading3 = Headingd |+

-

Styles Styles Group .—,

Figure 2.6. Styles Group on the Home tab
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Choose a preset Styles Set

The Design tab (Alt+ G) has preset styles. Each button has a small preview of what each setlooks like. When
youclick ona style set, your entire document will change looks to reflect the new style. You can hoverover
each setto see whatyourdocumentwill look like. When you find one you like, click oniit.

FILE HOME IMSERT DESIGM PAGE LAYOUT REFEREMCES MAILIMNGS REV

TITLE Title P . TITLE
ifj-“E'l Tme s . Title [ITLE
ol - HEADIN 1

B e T et ]
™

S
Themes - - == o e e aop

- - NS S —

-

Document Formatting

Figure 2.7. Change Styles menu

Format your document

Use Stylesto formatthe various sections, or blocks, of text while you are writing. Blocks of textinclude
titles, headings, normal paragraphs, emphasized text, captions, list paragraphs, etc. Visual elements such as
bold, italics, and double spacing are easily set with Styles. Styles allow for quick formatting of documents.
Thisis especially convenient forupdating older documents not created with styles.

You can use the Stylesinthe Styles group on the Home tab of the ribbon (Alt+H + L), butthe quickestand
easiestwayisto openthe Styles pane. The Styles pane remains openforeasy use.

Open the Styles pane # Find -
1. Clickthe Styles Dialog Launcher button at the bottom AaBbCc AaBbCc | | 23 Replace
right of the Styles group (Alt+Ctrl+Shift+S). The Heading3 Heading4 3| | [\ oot~

commonly used styles are now available.
2. Thestyle pane may be docked (attached) to the side of -
the screen. Clickand hold the title bar of the pane and Sty|es v
move itto the rightuntil itis docked. This keepsthe

] Editing

pane openat all times. Clear All
Default T
Format new text [ Normal |
1. Selectthe desiredstyleinthe Stylesgroup or pane. N Spacing =
2. Typeyour content. Heading 1 Styles 1
Heading 2 a
Heading 3 Pane Ia
Note: When openinganew document, the defaulttextis Heading 4 Ia
“Normal.” Thisisthe mostcommonly used textina document. Heading 5 pIE]
Heading & a

Figure 2.8. The Styles Pane
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Format existing text

Titles, subtitles, and headings
1. Clickanywhereinthe line of text.
2. Selectthe desiredstyleinthe Style pane.

All other styles (except List Paragraphs)
1. Highlightthe textyouwishtochange.
2. Selectthe desiredstyleinthe Style pane.

List paragraphs

List paragraphsinclude both numbered and bulleted lists. When typinganumbered list, Microsoft Word
2013 automatically uses the List Paragraph style. Thisincludes automatically making a Multilevel List when

usingthe Tab key.

= - i= .-, | &E3= | £ | T |1.Bulleted
1. 2. =3 _______ 2. Numbered

=& E - 3 pultilevel

Faragraph P
Figure 2.9. List Paragraph styles

Bulleted lists

Highlight the information you wantbulleted.

Click the Bullet List command buttonin the Paragraph group on the Home tab (Alt + H + U).
To change bulletstyles, click the drop-down arrow on the Bullets button.

Choose the desired style.

AN

Do not use picturesin place of bullets (Example: a Minnesota state shapedicon). If you wish to use an
unusual graphicfora bulleted list, define the graphicas a bullet point.

1. Openthedropdown menuonthe Bulletbuttonand click Define New Bullet.
2. Clickon Picture. Navigate tothe image to use as a bulletand thenclick Insert.
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Define Mew Bullet | B 22 |

Bullet character

e Symbal... Ficture... Eont...
= 32| 21 17| aapoer || oot ) L pewes I foree |

"—
S= o

b e

- i
— = 1—
»— 3 i-

Bullet Library | IZ[
Left
11| Mone ® O - i+ ’:‘, Preview
o '
rd v .
| Document Bullets .
e O

& Change List Level

] Ok ] [ Cancel
| Define Mew Bullet...

Figure 2.10 Defining new bullets

Numbered or multilevel numbered lists:

1. Highlightthe textyouwishto change.
Clickthe drop-down arrow foreitherthe Numbering or the Multilevel List.
3. Choose the desiredstyle.

N
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Previewing styles

Ifthe desired styleis notinthe Styles pane, there are several options.
Access stylesthrough the Style Pane:

Click Options at the bottom right of the Styles pane to open the Styles Pane Option dialog box.
Click the drop-down arrow next to Select styles to show.

Select All styles (Ctrl+Shift+S).

Available styles are displayed inthe Styles pane.

Check Show Preview at the bottom of the Styles Pane to see what the styleslook like before you
apply them.

EANESE O A o

Style Pane Opticns m

Select styles to show:

In use -
Recommended -
In use

In current document

er P ETT L
[| Font formatting

List Paragraph

strong [] Bullet and numbering formatting

T
a
S5how Preview I
15able Linke 25 [] Hide built-in name when alternate name exists
g -*J_:i‘:l “53+ Gptiﬂns...l -{i- Only in this document -:- Mew documents based on this template
-

OK ] [ Cancel

Select how built-in style names are shown
Show next heading when previous level is used

Figure 2.11. Show Preview and Options command along with Style Pane Options menu
Use keyboard shortcuts.

Press Ctrl+Shift+S to open the Apply Styles pane.
Openthe dropdown menuand choose the desired style.
Use the Modify button to modify the style if necessary.
Click Reapply.

b S

Apply Styles vx
Style Mame:
Heading 3 -

Reapply Modify... e |

| AutoComplete style names

Figure 2.12. Apply Styles dialog box
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Modifying styles

There are times when you need to change a style. The Modify Style dialog box allows you to change the
following settings:

e Fonts e Frames

e Paragraphs e Numbering

e Tabs e Shortcut keys
e Borders (and shading) o Text Effects

e languages

Do not use the settings in the Font group to change the look of your text.

Make font changes using the Styles controls.

Times NewRo ~ |11 ~

B I U - abe
Do Not Use TI}ggte Settings

Figure 2.13. Do not use the font group on the ribbon to format headings and other specialized text

-

Access the Modify Style dialog box:

1. Right-click the name of the style you wish to modify. You can right-click the style name in either the
Styles group or the Styles pane.
2. Select Modify to open the Modify Styles dialog box.

Styles v
Clear All
Default 1T
AaBbCeT | AamrheeT AHAAF  Aaph | [ Normal [~]
N Update Mormal to Match Selection Update Mormal to Match Selection
= || & Modiy.. A Modify..
= Select Alk: (No Data) Select All: (No Data)
Rename... Bemove All: (Mo Data)
Rernove from Style Gallery
Add Gallery to Quick Access Toolbar Remove from Style Gallery

Figure 2.14. Modify Styles command
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3. Theinitial page allowsyoutochange basicfontattributes. Forotherchanges, select Format, and
thenselectthe desired features.

4. Aftermakingdesired formatchanges, click OK.

5. Click OK to close dialog box.

Medify Style ke
Properties
Mame; Mormal
Style type: Paragraph
Style based on: [no style)
Style for following paragraph: T Mormal

Formatting

Times NeanmanE 11 |EH E I U | Automatic

8 B ===

Sample Text Sample Taxt Sample Taxt Sample Taxt Sample Text Sample Taxt Sample Text Sample Taxt
mple Taxt Sample Text Sample Taxt Sample Text Sample Text Sample Taxt
mple Text Sample Text Sample Text

Font...

Paragraph...
Tabs...

Border...

Language... oman, Indent:

Frame... =

an control, Style: Show in the Styles gallery

Mumbering...

Shortcut key...
| Mew documents based on this template

0K ] [ Cancel

Figure 2.15e 2.16. Modify Properties dialog box

Important!
Do not change the style name.

Microsoft word 2013 gives you the option to rename existing styles to make custom styles. Do not make up
names. Screen readers ONLY recognize existing MSWord 2013 style names. If you need astyle that does
not exist, pick an existingone thatis similarand modify it.

Only use Heading 1 through Heading 6.

Assistive technology devices do not recognize Headings 7, 8, or 9.

If you need to modify a font or paragraph setting foronly one section of the document, there are built-in

shortcutsinthe ribbon. For global changes applied to the whole document, use the Modify Style dialog
box.
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Save your modified Style Set
If you wantto keep a style set you have modified, you cansave it as a template.
1. Clickon the Designtab.

2. Withthe modified style setin use, rightclick on the farleftstyle setand choose Save...
3. Namethestyle setandthenclick on Save.

HOME INSERT

Figure 2.17. Save a modified style set

Setting a default style Set
You may find or make a style setthatyou wish tosetas yourdefault style forall of yourdocuments.
1. To make a defaul set, onthe Designtab click on Setas Default

2. Forconvenience, you can add your favorite style setto the Quick Access Toolbar. Right click, and
choose Add Gallery to Quick Access Toolbar.

Daocument Formatting
Figure 2.18. Set as Default
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Modify a single section

There are times when you only wantto modify asmall portion of text, without changing the entire style. Use
the Font and Paragraph Dialog Launcher to access the settings. These are onthe Home tab.

e To modifyfontsettings, click the Font Dialog Launcher (Ctrl+D).
e To modify paragraph settings, click the Paragraph Dialog Launcher (Alt+H+PG). More detailed
instructions about paragraph settings are below in the Spacing and Tabs section of this document.

TimesNewRo - |11 ~|A & |Aa- | B |:=-i=-%—- |&E3= | 2] | 0
B I U-acx, x| A-F-A-E=Z==|E- |85~
Font e Paragraph e

Figure 2.19. Font and Paragraph Dialog Box launcher

Here are the Stylestoreplace the text box settings in the Font group on the Home tab:

Fontgroup name Styles name
Bold Strong
Italics Emphasis

Generally not used except for hyperlinks.
Do not underline anything with blue except a

hyperlink.
Underline Available in Font Settings*
Font and Size Available in Font Settings*
Special effects such as:
Strike through, subscript, etc. Available in the Font Settings*

*See Modifying Styles

Importing information from other sources
Whenimporting text, tables, or otherelementsinto MS Word, make sure to importonly the information.
You do not want to importany styles from otherdocuments.

1. Copytheinformationfromthe source.

2. Right-clickonthe documentwhere you wantthe information to be placed.

3. Choose either Keep Text Only (fortext) or Use Destination Theme (or Use Destination Style for
graphs, charts, etc.).

Alternately, you can select Paste, Paste Special on the Home tab inthe Clipboard group.

4. Ifyou used Keep Text Only, highlight the textand choose the correct style from the Style Pane.
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Note:There are eight different paste options to choose from, depending on the type of content. Choose
Text Only, Use the Destination Theme, or Use the Destination Style.

"|3 Paste Options:

1.5 2. A
A Font.

1. Use Destination Theme
2. Keep Text Only

Figure 2.20. Paste options
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Color

Colorenhances documents. It makes charts easiertoread, bringsideastolife, and looks great. However,
colorpresentsa challenge for people who are colorblind or for those who print documents in black and
white. Accessibility guidelines do not prohibit the use of color; they simply ask document creators to be
selectiveaboutthe colors they chose.

Contrast allowance foraccessibility is determined through ratios, takinginto account the size of the textand
the contrast of light to dark. Therefore, thereis no easy way to describe what level of contrast okay. Here
are some resources forboth documentsand web browsers:

Paciello Group Colour Contrast Analyser for documents

(http://www.paciellogroup.com/resources/contrastanalyser/)

Colorcontrast checkers forweb based materials:

Color Picker Sources
Source Name Type of program
Included in IE8
Internet Explorer Color Picker Found in Settings, F12
Developer Tools
Mozilla Firefox Colorzilla Add-on
Google Chrome Eye Dropper Open source extension

Best practices for using color:

Do not rely on color to give direction. If you are color-coding information, make sure there isan
alternate way to get your pointacross.

Example:

Colorversion:

X=on hold, X=ready, X=in progress.
H=on hold, R=ready, P=in progress.

Black and white:
X=on hold, X=ready, X=in progress.
H= on hold, R=ready, P=in progress.

The color still stands out, butthe letters assist those who can’t perceive colorand those who printed
the documentinblack and white.

If for some reason you have no choice but to use colorto conveyinformation (using a mandatory
color-reliant graphicinadocument) provide agood descriptionin the e body of the document.
Make sure there is good contrast between fontand background color. Whatlooks clearto a sighted
person may all blend togetherto a person with low vision or color blindness. Whenin doubt, check
your color choices using the contrast checkertool: http://webaim.org/resources/contrastchecker/.
Avoid pallets that rely mostly on amix of reds, browns, and greens. If using acombination of these
colors, use varying hue, saturation, and tintlevels. Printacopy in black and white to check contrast.



http://www.paciellogroup.com/resources/contrastanalyser/
http://webaim.org/resources/contrastchecker/
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White space

White space refersto any area of the page without text orgraphics. White space can be used to make the
page easiertoread (e.g., blank spaces between paragraphs), make information easierto find (lists indented
beneath headings), and make it aesthetically pleasing. Format white spaces correctly so assistive technology
devices willinterpretthem properly. The following sections explain how to set up white space in your
documents.

Columns

The way we format columnsisimportant. Screen readers “read” pages from left to right, top to bottom
unlesstheyare told otherwise. Thisis fine for most text. However, formatting a page using the tab key
makes the information confusing for those using ATs. Look at this example with the formatting marks left
visible:

Mary—+ - -+ -+ -+ -+ Suef

(000)-355-1212 - - i -+ (000)-535-3656
o = k P = |

mefemail com  — —+ -+ - herflemail com

Figure 2.21. Improperly formatted columns

A sighted person would easilyunderstand the intended layout. However, ascreen readerreads this as
“Mary Sue parens 0 00 parensfive hundred fifty five dash one thousand two hundred and twelve parens 00
0 parensfive hundred fifty five dash five thousand six hundred and fifty six...”

Improperly formatted columns render the information almost useless for those with vision problems. You
can still use columns, but you must format them properly.

Format Columns

1 Clickthe Page Layout tab and selectthe Columns button (Alt+ P +]J).

2 Choose a presetoption or, to customize your columns settings, select More Columns. Specify
Number of columns and Width and Spacing. For unequal column widths, uncheck Equal column
width.

3 Click Applyto: to choose a specificsection orthe whole document, and then click OK.

SERT DESIGN PAGE LAYOUT Columns 7 %

[
— Breaks = Indent Presets

[ Line Mumbers - | 3= Left

Columns

L2 Hyphenation~ | =% Rig
S P One Two Three Left Right
Cne o —
: Mumber of columns: |1 = Line between
- Width and spacing Preview
wo
Col#  Width: Spacing:
1: | 675 =

Three I:I
Left - []

Equal column width

Right

Apply to: | Selected text Izl Start new column

==  More Columns... [ oK l| Cancel

Figures 2.22. Columns dialog box and menu
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As you can see fromthe below image, the tab marks are gone and the screen reader has instructions toread
the informationinthe correctorder.

Mary | Suef
(000)-555-1212-9 (000)-355-36561
meflemail. com- herif@email. com¥....Section Break {(Contnuous)a:

Lot

Figure 2.23. Proper formatted columns

When making columns, the text sometimes does not break where you wantitto break. There are two ways
of specifyingwhere to break a column:

e Columnbreak: Thisforces all text afterthe break to appearin the next column.
e Continuous break: This maintains an even amount of textin all of your columns.

Apply a column break:

Clickon the location you want the break to start.
Click the Page Layout tab (Alt+P).

Selectthe Breaks button (B).

Selectthe desired type of break.

N

More information on breaks in the White space, Breaks section of this document.

Tab settings

Depending onthe settings chosen by the user, some screen readers willread every blank space made by the
space bar. Look at the image below this paragraph. The names and food items were aligned using the space
bar.

B i E[ 2 3 [E
||
s

Namen Foodo o

..... Mﬂ.f}rﬁ Chlpsﬁ ]

..... Suel = Donutss 0O
...... ceeclphmin o beeeilanlleRIE e T

Figure 2.24. Improperly formatted spacing

Once again, a sighted readereasily picks outthe information. For people using screenreaders, they may
hear “Blank, blank, blank, blank, blank, Mary, blank, blank, blank, blank, blank, Chips...”

There are two ways of preventing blank spaces frominterfering with how contentisread by a screenreader.
Eitheruse tab settings oruse the Paragraph dialog box.
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To use the tab settings on the ruler at the top of the page:

1. Office 2013 does notautomatically display the ruler. On the View tab, Show group, check Ruler
(Alt+W+R).

2. Highlightthe textyou wish toindent. Highlight textin multiple columns using the Ctrl key.

3. Usetheslide barto setthe tab. (Ctrl+M, Ctrl+Shift+Mand Ctrl+T, and Ctrl+Shift+T)

# | I 1 |
#
Namen
WYl ary { h 11_1 gl
Suel %Dn-::nut
Johnt

Figure 2.25 Properly formatted spacing using slide on ruler

Note: For more information about usingtabs, press F1for help orreferto a Microsoft Word 2013 manual.

Paragraph dialog box
Use the Paragraph dialog box (Alt+H+PG) to adjust horizontal and vertical spacing.

Change paragraph spacing:

There are two different ways you can access the paragraph spacing options.
For basiccontrols:

1 Clickon the Page Layout tab. The Paragraph group (Alt + P) has Indent(IL for left, IRforright) and
Spacing (SBfor before, SA forafter) options.

2 Highlightthe text you wish to affect.

3 Choosethe appropriate spacing options.

PAGE LAYOUT REFEREMCES MAILINGS REVIEW

Indent Spacing
3= Left 025" 5 |0= Before: 0 pt .
=% Right: 0" 29 After 6pt 5

Paragraph P
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For

more Paragraph options:

1. Highlightthe textyou wishto affect.
2. Clickthe Paragraph Dialog Launcher (Alt+H, P, G) and select the Indents and Spacing tab.
3. Choose yourindentation and Special characteristics and Spacing settings

A

2

A-W-A-~

-

A |Aa- | ke iz~ || 2l |T|| aaBbCcr

T Mormal

|
I[1]
il
Il
1
4
7
4
4

] I Paragraph I IT..I

-

Paragraph l 2 &J\

Indents and Spacing | Line and Page Breaks

General
Alignment: IE_E
Qutline level: |Level 4 |:| Collapsed by default

Indentation
Left: 0.25° Special: By:

Hanging |E| 025" =

ALk | |[40E

Right: o

DMirror indents

Spacing
Eefare: 12pt = Line spacing: At
After: T Single ] E

|:| Don't add space between paragraphs of the same style

Figure 2.26. Paragraph dialog box

Breaks

o PageBreaks
o PageBreak:endsthe current page and starts new contenton the next page.
o ColumnBreak: contentfollowingthis break startsin the next column.
o TextWrapping: Manages text wrapped around objects. Note: thisis notaccessible! Use
columns towrap textaround objects.
e SectionBreaks: allows youtoformatdifferentsectionsindependently
o NextPage:Insertsasection breakand starts a new section on the next page. Thisis usefull
for changing the format of your document. Example: Going from portrait orientation to
landscape orientation.
o Continuous Break: used two different ways:
= |nsertsasmallbreakandthe nextsectionstarts onthe same page.
= Maintainsan evenamount of textintwo or more columns.
o Even/OddPage: Usedtostart the next page on eitheran even or an odd page. Usefull for
printed documents whereyou need the next section to start on an odd page number.



Access the Breaks Menu:

1. Clickthe Page Layout tab (Alt+P).

N

Selectthe Breaks button (B).
3. Selectthe desiredtype of break.

DESIGNl PAGE LAYOUT |

RT
*# Breaks = Indent
i L [Line Mumbers = | 3= Left:
Lolumns - ja
- bt Hyphenation~ | =¥ Right

tup P

Delete a break:
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DESIGMN PAGE LAYOUT | REFEREMCES MAILT
’# Breaks = |Indent Spacing
Page Breaks

Page
Mark the point at which one page ends
and the next page begins,

Column
Indicate that the text following the column
break will begin in the next column.

Text Wrapping
Separate text around objects on web
pages, such as caption text from body text,

Section Breaks

Next Page
Insert a section break and start the new
section on the next page.

b

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

== Even Page

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

== Odd Page

3 Insert a section break and start the new

section on the next odd-numbered page.

Figure 2.27. Breaks menu

1. Clickthe Show/Hide button (Ctrl+Shift+8) on the Home page, Paragraph group to see the break.

Selectthe breakto be deleted and press Delete on yourkeyboard.
It can sometimes be very difficultto find breaks, especially if they are at the far right side of the
page. If you do notsee the break, change to Web Layout on the Viewtab (Alt+ W + L). Click on Print

Layout (Alt+ W + P) to return to the normal documentviewing pane.

2.
3.
-l | EE 5‘-1
= = = —= | =
= — = = M= ‘:ﬁ} v -
Paragraph P

Figure 2.28. Show/Hide button

FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW ACROBAT
= i 4 View Side by Side
| | |:| . =] Outline Ruler Q [E) DOnePage DE __________ i ide by Sid EE'_J
=] Draft Gridlines e EIE Multiple Pages Synchronous Scrolling
Read Print] Web Zoom 100% Mew Arrange Split ' - Switch
Mode Layouf Layout Mavigation Pane E Page Width Window Al Reset Window Position | ywindows ~
Views Show Zoom Window
HQ - & & = = =0 |TimesNewF-| A - |0pt 6 pt S - [V Ruler ¥ -
SR IR SELERC N SRR R SECELIL LR UL S-SR LR - SR S AL BECRLRC - SN B -
=t Insert a section break and start the new
1 section on the next E'.q'll-ﬂ;ll\'\:)&lf(' |:ECJ€.
|=2 0Odd Page
-—5~ ) Insert a section break and start the new
section on the next edd-numbered page.
| Section Break (Continuous) ..
. Delete-a-break:1

Figure 2.29. Web Layout view
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Table of contents

A majoradvantage forthe authorof an accessible documentis the self-generating table of contents (TOC). If
you have ever manually made aTOC, you understand how much time you can save with this convenient
feature. Withjusta few clicks of the mouse, the self-generating TOCis complete with page numbersand
hyperlinksto each section.

Insert the Table of Contents:

1. Onthe Referencestab, selectthe Table of Contents button (Alt+S +T).

Click CustomTable of Contents to open the dialog box.

3. Choose desired options fromthe Tab leader, Formats, and Show levels settings.
a. Tab leader:chooseline style (ornoline) going from the headingto the page number.
b. From Template: matche the TOC style to the document.
c. Show levels: choose numberof headinglevelstoshow.

4. Check Use hyperlinksinstead of page numbers.

The Print Preview box allows you to see what the TOC looks like with your current choices.

6. Click OK. Review yourTOC.

N

v

Table of Contents — [ Ba ﬂh,l

i ——_ —

Index |i Table of Contents ; | Table of Figures | Table of Autharities |

Print Preview Web Preview
Heading 1. ... 1 IAI Heading 1 IAI
Heading 2 ... 3 [— Heading 2 —
Heading 3 ... 5 Heading 3
Show page numbers Use hyperlinks instead of page numbers

Right align page numbers

Tab leader: |....... |Z|

General
Formats: From template IZI
Show levels: |3 =

| options... | | Modify.. |

[ QK ][ Cancel ]

Figure 2.30. Table of Contents dialog box
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Update the Table of Contents:

There are two ways to update the TOC.

1. Clickthe Referencestab. Inthe Table of Contents group, select Update Table (Alt+S + U).
2. Choose Update page numbers only or Update entire table.

E HOME IMSERT DESIGM PAGE LAYOUT REFEREMCES
1 ﬁ']lnsert Endnote ':-:v" @Manage
AE, Next Footnote - —  [E style: |4

Insert > Insert ,E‘ t}r
Contents = Footnote Citation - = [ Bibliogy
Table of Contents Footnotes s Citations & Bibliog

Figure 2.31. Update Table button

Alternatively:

1. Clickanywhere onthe TOCand then hoveroverthe heading.
2. SelectUpdate Table.
3. Choose Update page numbers only or Update entire table and then click OK.

2. M5 Word-2013 Docufmients oo
Do ‘hierarchy L

Do Update Table of Contents | 2 2

Word is updating the table of contents, Select one
of the following options:

@ Update page numbers only
(7) Update entire table

QK ] [ Cancel

I
Figure 2.32. Update Table of Contents dialog box
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Navigation pane

When working on larger documents, the Navigation Pane makes it easy to navigate withinthe document,
see the layout, and change the order of sectionsinyourdocument.

1.
2.

On the Viewtab, check the Navigation Pane check boxinthe Show group (Alt+ W + K).
The Search Documenttextbox and three tabs are at the top of the Navigation Pane. The tabs are:
e Headings: Lists all headingsin order.
o Use the arrows inthe pane to openand close subheadings.
o Clickon a headingto go directly there without scrolling through the document.
o Tomove an entire section of yourdocument, clickand drag the headingto the desired
location.
e Pages: Showsthumbnails of all pages.
e Results:Showssearchresults. Selectthe desired resultto jumptothat spotinthe document.

FILE HOME INSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW
=2 i ¥

| | |:| m| [=] outline Ru.ler. q [EE Bl One?age DE

- = = Draft Gridlines EIE Multiple Pages ]

Read Print  Web — Zoom 100% _ New Arrange Split
Mode Layout Layout +/| Navigation Pane ‘B Page Width Window  All

Views Show Zoom
[ R S S BT SRR RS S SRR SRR S

Navigation

Search document

v X

Search Document

HEADINGS PAGES RES »

Minnesota State Accessi...
4 Microsoft Office 2013
4 1, Accessibility standa...

Browse Headings
Browse Pages
Browse Search Results

What is accessibilit...

4 Disabilities

Headings

Visual
Auditory

Physical (motar...

Meurological and c...

Figure 2.33. Navigation pane features

Format painter

The format painter changes multiple sections to aspecificstyle very quickly.

Use the format painter:

1.

2.

3.

4.

5.

Highlight the firstarea of text you are formatting.

Selectthe Style you want inthe Style Pane or Style group.

Double-click Format Painter on the Home tab. Your pointerlooks like a paint brush.

Note: Click once on the Format Painterto change one section. Double click on it to change multiple
sections.

Highlight each section you wantto format. The Format Painterautomatically changesthe
highlighted section.

When finished, click Format Painter once (ESC).

Alternately, use Ctrl+Shift+C and Ctrl+Shift+V to copy and paste formatting
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EZ Copy
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Clipboard a

Figure 1-2.34. Format painter

Images

Images convey information in ways text cannot. They add visual interest and/or explain concepts difficult to
describe with textalone. Accessibility guidelines do not prevent the use of images within documents. The
guidelines simply state thatforany visual contentavailableforsighted users, there needs to be an alternate
form of relaying the information to people with vision-related issues, including users of screen and/or braille
readers.

Alternate Text

Screenreaders are unable to explain whatapicture looks like to a user. That is where an Alternate Text (“Alt
Text”) description comesin.

o AltTextfully describes all non-textfeaturesinadocument.

e Alttextshouldbe clear, concise, and brief. Leave out extraneous wording such as “This isa
photograph of...” (there may be times when you define image type. Example: Screenshots of...).
e Alttextshould describe exactly what the image/graph/etc. conveys.

If you are indoubt whethersomething needs alt text, an easy way to decide istolook at the illustrations

groupon the Inserttab. Ifitisa picture, shape, SmartArt, chart, or screenshot, it will most likely need alt
text.

| INSERT DESIGM PAGE LAYOUT REFEREMCES M

o e & BN a.
Pictures Online Shapes Smart&rt Chart Screenshot
Pictures - B

Ilustrations

Figure 2.35 lllustrations group needing alt text

Exceptions:

e Tablesaretabularinformationand donotneed alttext (Note:thisisa recentchange. You will getan
error statingyourtable needs alt text when you run an accessibility checker. Ignore this error).
e Do not add alttextto dividerlinesand borders.
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Alt text is the most challenging part of making your document accessible. The best advicel can give you is to
pretend you are on the telephone with a friend and you are describing the image. However, every word you
say costs money. Think about whatis importantand say it using as few words as possible.

Add Alt Text:

Afterinsertingyourimage, right-click onit, and choose Format Picture to openthe Format Picture
Pane (Alt+JP +O).

Click on the Layout & Propertiesicon and then select Alt Text.

Describe the image inthe Description text box. Use a clear, concise description. If the image shows
somethingthatis not written outin the body of yourdocument, you mustdescribeit. If itis
somethingthatis fully described within your document, you can referto the existing text
description.

E

Sect

Pl 1

T

o
A T T
Save as Picture... ; Format Picture p oS
Ch Pict DESIGN PAGE LAYOUT REF
';l aANge FICIUre... 2 o — >
B = Breaks - Indent & /| TE3
- Page Breaks
G I TEXT BOX
= | Page
Om ke | Mark the point at whit 4 ALT TEXT
B | and the next page beg Title (i
‘%, Hyperlink... =
I Column
Insert Caption... ‘ Indicate that the text f =
_ - ; break will begin in the Description
et ﬂrap Text r . Screenshot of breaks menu
Text Wrapping
Separate text around ©
L pages, such as captior
Section Breaks
|  MextPage

Figure 2.36 Format Picture Pane with Alt Text dialog box

Examples:

In the paragraph before the image, you have written the directions to a projectin great detail. You
theninserta photograph of the finished project. Your description canread, “Completed projectas
discussedin preceding paragraph.”

You inserta photograph of a race car by the timeline of your project. Your Alt Text description could
read, “Race car speedingtoward the checkered flag; conveys importance of finishing this projecton
time.”

You inserta pie chart. Your alt text starts with “Pie Chart, chart title, followed by the tabular
information listing the categories and percentages.

You finished yourdocument, and the last page has very little text. Youinserta picture of a cute
puppy to fill the space, because everyoneinyour group likes puppies. Start alt text with the words
“Decorative image, and keep the description very short.
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In Line with Text

Digital images “float” above the page until properly securedin place (think of taping a photographinto an
album). To attach the image, setit “In Line with Text.” Although there are several options to choose from,
the only accessible optionisInLine with Text.

Set “In Line with Text”:

1. Clickon theimage. The Layout Options button will appearto the right of the image. Click on the
buttonto openthe menuand choose InLine with Text (Alt+ JP + PO).

2. Anotherway of accessingthe In Line menuisto right-click on the image, click on Wrap Text, and
then choose In Line with Text.

Manipulate text and images:

e Use the Columnsfeature onthe Page Layout tab to wrap text around the image (Alt+P+C).
Place image in desired location using Left, Center, or Right Justification in the Paragraph group.
e Two or more images may be placed on the same line. Place eachimage In Line with Text.

LAYOUT OPTIONS X

In Line with Text

1l

With Text Wrapping

SMc M oM

M =

Wowve with text &

Figure 1.2.37. Layout options, In Line with Text

How to tell if an image is not In Line

Clickon the image one time. If you see an anchor to the top left of the image, it will notbe In Line. Openthe
Layout Options menu and look at the settings. Inthe example below, you see the anchorand the
corresponding “Move with text” option. Thisimage needs to be set to In Line with Text.

LAYOUT OPTIONS X%

This image is __ : N
Not Accessible n = =

(@ Mowve with text &

\_) Fix position on

Figure 2.38. Image not accessible
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Caption Image (optional)

You can captionimages and tables. Thisis a very useful tool toincrease accessibilityfor documents with

many images and/ortables

1. Clickonceontheimage (ortable)toselectit.
2. Rightclickand selectInsert Caption
3. Alternately, selectthe References tab and then selectInsert Caption (Alt+S +P).

Save as Picture...

' EIIQ Change Picture..,

Hyperlink...

Insert Caption...

Wrap Text 3
Size and Position...

Format Picture...

REVIEW

VIEW ACROH

| REFEREMCES FAILIMNGS
B @,.‘.Manage Sources

EEstyle (APA -
Insert

e E'r_h, Bibliography -

Citations & Bibliography

Bl

Insert
Caption

- Insert Table of Figures
Update Table

E.l_:| Cross-reference

Captions

Figure 2.39. Insert Caption options

4. Captionthe figure usingthe Caption:field. Ensure the Label field is set on “Figure.” You can set the
Position howeveryou like (above orbelow the figure), but keep it consistent throughout the

document.

e Figure captionstraditionally go below the figures
e Table captionstraditionally go above the tables.
e Thenumberingisautomatically updated as figures are captioned.

5. Clickon Numbering... to change your numbering options, and then click OK.

-

A=)

Capticn
LCaption:
Figure 1.34| |
Options
Label: Figure |E|
Pasition: |Below selected item |Z|

|:| Exclude label from caption

Hew Label...

0K

[ AutoCaption... ] [

==

b

Figure 2.40. The Caption dialog box
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Graphs and charts

Graphs are an excellentway of impartingalot of informationinavery little area. Because of this, they can
be difficulttowork with.

Most people design graphsinfull color. Coloradds visual appeal and makes the information stand out. Keep
in mind many users will print out the graph using a gray scale printer. In addition, many users have some
form of colorblindness. Use formatting tools to change colors, styles, and textures to ensure good color
contrast for both colorblind users and those who printin gray scale. Examples of these techniquesinclude
placingthe numbers on a pie chart or using different types of dotted and dashedlinesinaline graph.

Note: The default chart colorsin Microsoft Word (and Excel) are not accessible. They do not have enough
contrast. Change the colors to increase the contrast.

Thisis an example of the default chart colors with my current settings (your default settings may be
differentfromthose shown here). Whenviewedin gray scale, you can see there is very little difference in
the three shades of gray.

Sample Color Contrast Sample Color Contrast

| I | "_

[ 1]
| II I I II I I | [-E IEE:_
o o I | | i

Categony 1 Categary 2 Category 3 Category 4 Categony 1 Caregary 2 Category 3 Category 4

=

w

(]
I
1l

Hiemies ] MSeries] ES5eres3 Biwes] B5eriesl WSeesd

Figure 2.41. Default chart colors not accessible

| have revised the texture settings on two of the bars so that whetherviewed in colororin gray scale, there
issufficient contrast.

Sample Color Contrast Sample Color Contrast

Category 1 Category 2 Category 3 Category 4 Canegory 1

Categaony 3

m5eries 1 @Series? mSeries3 mBeries] @Seres] mieries3

Figure 2.42 Proper use of color and texture for good contrast
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Anothergood way to adjust contrast isto picka monochromaticcolorscheme.

1. Clickon the chart to openthe Chart Toolstab, and then click on the Designtab (Alt+JC).

2. Clickon the Change Colors button (H), and choose from the monochromaticoptions. You can also
choose colorsfor each data point using the Format Data Series menu. If you have more thana two
or three data sets, you have to adjusta few colors, butit is quicker than changingall of them.

Minnesota State Accessible Document Reference Guide v3.0 - Word CHART TOOLS
RT | DESIGN | PAGE LAYOUT | REFERENCES | MAILINGS | REVIEW ' VIEW | ACROBAT] | DESIGN FORMAT

Dk b

Change
Colars ~

| -

Colorful |
| HENEEN
HEENERR

6
5
HETHER :
— 3
i [ | ] | :
Monochromatic B I I
0

| EEEN |
T T T T

Figure 2.43 Picking color schemes

Chart Title

Category 1 Category 2 Category 3 Category 4

M Series1 M Series 2 Series 3

Alt Text

Add Alt Text descriptions to your charts and graphs so listeners can also access the information.

Add Alt Text:

1. Right-clickthe background of your graph. Do not right-click within the data points. Click on a blank
area towardsthe outeredges.

2. SelectFormat chart area to open the Format Chart Area dialog box.

3. SelectAltText. Describe the chartor graph in the Description text box.

[ Paste Options: Format Chart Area T
s CHART OPTIONS ¥ | TEXT OPTIONS
. O )=
Chart Object :
_ 4 ALT TEXT
Insert Caption... Tithe: ¢
Borders and Shading... =
Description

Hyperlink...

E]
[
'\F%I' Format Object...
&
L

Mew Comment

Figure 2.44 Adding alt text to charts
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Complex graphs and charts:

Some charts are simple; therefore, the alttextis short and easily understood (pie charts are a good
example). However, some chartsinclude multiple graphs to compare a lot of information. There are several
optionsto handle the alternate text of acomplex chart:

e Putthe original table below the graph.
e Putthe fullinformation on another page orin anotherdocumentandlinktoit.
e Putthefullinformationinthe text onthe same page. Use the alttextto referto the documenttext.

Tables

Tables are valuable tools for compressing large amounts of data. However, animproperly formatted table
can be impossible foravisuallyimpaired userto understand. You mustinsertand formattables correctly for
everyone to understand the information contained within.

General guidelines

Screenreadersreadtablesfromlefttoright, top to bottom. Sighted people can easily understand the layout
of atable, butimagine if you could only heartabularinformation read aloud. Proper formatting of tables
helpreaders access and understand the information provided in atable. Formatyour table properly:

o Use one or more of the following:
o Meaningful title structured as a heading
o Caption
o Introductory sentence defining the table
o Bookmarks
e Thereshouldbe noblankcells withinthe table. Screen readers usually skip blank cells,which makes
it impossible forthe listenerto know which column the information belongsin. If there are blank
cells, type the word “blank” inthem. You can format the text color to match the background color.
By doing this, the word “blank” is notvisible, but the screenreaderreadsitoutloud
o Note:ifyouhave a subheadingfollowed by an entire row of blank cells, do not add the word
“blank” or “no data”. To decide if the word “blank” is necessary, read the information
skippingthe blank cells. Does the information make sense? If so, leave itout.
e Do not use tablesin place of columns.
e Try notto mergeorsplitcellsunlessitisabsolutely necessary. Merging or splitting cells can become
very confusingforalistener. If you must merge orsplitcells:
o tab through your table and make sure all cells are read.
o reviewthe order that the cellsare read.
e Use solidlinesforborders. Ascreenreader mayinterpretdotted lines as a graphic.
o Make sure information makes sensewhen read leftto right, top to bottom.
e Do not use blank rows or columns as spacers. Adjust the line spacinginstead.
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Make a table:

1. Onthelnserttab, selectthe Table button (Alt+ N+ T).
2. SelectInsertTable ().
3. Enterthe numberof columnsandrows you want, choose the AutoFit behavior, and click OK.

Important: Do not use the Draw Table tool (those handy little boxes). It does not make an accessible table.
You must use the Insert Table command.

INSERT || DESIGN  PAGE LAYOD]| | Insert Table M
D O e @j | Table size

Table § Pictures Online Shapes 5n Mumber of columns: 5 =
< Pictures - -
Insert Table | Mumber of rows: 2 =
HHI_II_II_IHHHIIi AutoFit behavior
L Do i —
- @ Fi idth: =
DDDDD[ @ Fixed column width: |Auto
EE EEE () AutoFit to contents
DD Dl:”: ) AutoFit to window
LI
|:| Femember dimensions for new tables

[ Insert Table... [ oK l ’ Cancel

k N

Figure 2.45. Insert Table menu

Identify header row

It isimportantto identify the headerrow of all tables fortwo reasons. First, it tells the computerhow to
code the background information. Second, if the table spans multiple pages, the headerrow repeats atthe
top of each page. This makesit easy for people to understand the information on long tables. You must still
have the headerrows identified for shorttables that do not span multiple pages.

There are two ways to identify the header row.

1 Highlightthe headerrow.
2 Selectthe Layout tab on the Table Toolstab (Alt+ JL).
3 Selectthe RepeatHeader Rows button (J).
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TABLE TOOLS

ESIGM LAYOUT

- . = Y
2" - EE Distribute Rows =3 A—; @ % IE_@ |§|
i HEE TE:d:- Cell Sort R t B rt
hd" 2! O Distribute Columns E & ez plusis
=l = = Direction Margins Header Rows fo Text
Cell S5ize F] Alignment Data

Figure 2.46. Table Tools, Layout Tab and Repeat Header Rows command

Alternatively:

1. Highlightthe headerrow. Right-click and select Table Properties.
2. Selectthe Row tab and check the box labeled, Repeat as headerrow at the top of each page.

T rl
EI{ Delete Table Table Properties @—-- -—EE
HE Distribute Rows Evenly
G Table] | Row |fowmn [ cen | Text |
o Distribute Colurnns Evenly
Rows
B Border Styles g Size
AutoFit b 7] Specify height:  |0.01° +| Row height is: | At least E[
I~ “ﬁ Text Direction... Options
|E| Insert Caption |:|Allcuw row to break across pages
Repeat as header row at the top of each page
i E'é Table Properties,..
rs i -
I__F| New Comment [ Previous Row ] [ Mext Row

Figure 2.47. Table Properties and Row dialog box

Restrict the page width

1. Highlightthe headerrow. Right-clickand select Table Properties (Alt +JL + O).
2. Uncheck boxlabeled Allow rows to break across pages.

_
Table Properties @_...._EE
Table] | Row | fFowmn | cen | amText |
Rowws
Size
[7] Specify height: |0.01" k2| Row height is: | At least E[

Dptions

|:| Allow row to break across pages

Repeat as header row at the top of each page

[l- Previous Row ] ["' Mext Row

Figure 2.48. Checkbox to set page width restrictions
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Spacing

e Extrarowsand columnsshould not be usedto provide extraspacing between cells.

e OntheTable Tools, Layout tab, use the Height and Width spacing options to adjust the spacing of
rows and columns.

Header 1 2 2 4

A ) . 50.00 50.00 $0.00 . So.00
Do notuse blank rows/columns for spacing

B 50.00 50.00 50.00 50.00

C 50.00 50.00 50.00 50.00

I

Figure 2.49 Improper spacing using blank rows

ht? - Word TABLE TOOLS
EFEREMCES MAILINGS REVIEW VIEW ACROBAT DESIGM LAYOUT

=+ BEH i Ty - .
” i % === El] Height: HT Distribute Rows Z Z Z
Insert Insert | Merge Split Split | AuteFit)| = \width: [1.3" “|IE2 Distri
= |1 - || Distribute Columns
Left Right | Cells Cells Table | - | ** E ===
ns P Merge Cell 5ize P Ali
cope e o Lo e o2 e . 3 e . 4y e 5 g e s B
Header 1 2 2 4
A $0.00 $0.00 $0.00 $0.00
B 50.00 50.00 50.00 50.00
C 50.00 50.00 50.00 50.00

Figure 2.50. Cell Size Height and Width spacing options

Blank cells

There should be no blank cells within the table. Screen readers usually skip blank cells,which makes it

impossible forthe listenerto know which columnthe information belongsin. If there are blank cells, you can
use:

e N/AorDash (-)

e Theword, “Blank.” Formatthe text color to match the background color. By doing this, the word
“blank” is not visible, but screen and braillereaders “see” it.

Note:if you have a subheadingfollowed by an entire row of blank cells, do notadd the word “blank” or “no

data”. To decide if the word “blank” is necessary, read the information skipping the blank cells. Does the
information make sense? If so, leave it out.

1 |Income Taxes Paid Out 2012 2013 2014
2 |Federal Tax Subheading - empty cells ok

3 Minnesota 1248 1389 1500
4 Wisconsin 1300 1482 1568
5 |State Tax

6 | Minnesota ?E-l Blank ! 103
7 Wisconsin 59 72 89

Figure 2.51 How to handle blank cells
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Caption table (optional).

Captioningtables and images:

1. Clickanywhere onthe table toselectit.

2. Clickon the Referencestab and choose Insert Caption.
Alternately, right-click the small box with the 4-way arrow on the top left corner of the table and
thenselectInsert Caption.

REFEREMCES

P =y Manage Sources

ER Style: |APA -
Insert ,E‘ El Insert
itation - = [ Bibliography - Caption [l Cross-reference

MAILIMNGS REVIEW VIEW ACROBA

-] Insert Table of Figures

Update Table

Citations & Bibliography Captions
Figure 2.52 References tab with Insert Caption command button

3. Captionthetable.Ensure the Label fieldissetonTable. You can setthe Position howeveryoullike,
but keepitconsistentthroughout the document.

General rules:

e Table captionstraditionally go above the table.
e Figure captionstraditionally go below the figure.
e The numberingisautomatically updated as figures are captioned.

Capticn i _@_ >3

Tablel
Options

Label: :Table

Position: ;.ﬁ.hnue selected item
[ Exdude label from caption

Mew Label. .. Delete Labe Mumbering. ..

I [F[E]

AutoCaption... [ Ok J [ Cancel

Figure 2.53. Insert Caption dialog box
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Bookmarks (optional)

Bookmarks allow users to find specifictables, especially in large documents with lots of tables. Thisis
especially useful for users of assistive technological devices

Bookmark tables

1 Clickthetop leftcell. The bookmark mustbe in the headerrow; placingitin a data cell changes how
the table isread by assistive technology.
2 Onthelnserttab, select Bookmark (Alt+N+K).
3  Typethe bookmark name following these guidelines:
4 Start withthe word “Title” if the table contains both column and row headers.
a. Ifthe table contains column headersonly type “ColumnTitle”
b. Ifthe table containsrow headersonly, type “RowTitle”.
5 Use shortbut descriptive text
6 There can be no spaces between words. Use underscores between all words or combination of
capital and lowercase letters.
Example:Title_Name_of_Table, or TitleNameOfTable
7 ClickAdd.

f P =

Bookmark

Bookmark name:
Title_Mame_of_Bookmark Add

Sort by: @ Mame

) Location

:| Hidden bookmarks

Cancel |

e 2

Figure 2.54. Bookmark dialog box
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Excel data and charts

Eventhough Excel and Word are both Microsoft programs, for some reasonitisvery difficulttoimportan
Excel spreadsheet and make it fully accessible. If you are using the spreadsheet only within the Word
document, itis bestto make it directly in Word.

Create an Excel spreadsheet in Word

1. Onthelnserttab, Select Objectinthe Textgroup.

2. Onthe Create New tab, choose the type of Microsoft Excel chart or worksheetyou need. The Word
ribbonis replaced with the Excel ribbon while you are working onthe worksheet.

3. Toopenthe Excel worksheetforediting, double-clickonit.

D A = 4 E‘ Signatur% Line - 7'[ Q

r Footer Page Text Quick WordArt [ -
= Mumber~ | Box~ Pars~ = Cs ] Object ~

:

Equation Symbol | Em
= = Flg

eader & Footer Text Symbols Fld

Object =

Create Mew ||Create from Eile

=]

Object type:

Microsoft Equation 3.0 "
Microsoft Excel 97-2005 Worksheet
Microsoft Excel Binary Worksheet
Microsoft Excel Chart

:| Microsoft Excel Macro-Enabled Worksheet
Microsoft Excel Worksheet

Microsoft Graph Chart

Microsoft PowerPoint 97-2003 Presentation i |:| Display as icon

[

Figure 2.55. Insert Object, Create New menu

If you mustimportdata or charts from Excel into Word:

Selectthe dataor chart you want to import.

Select Copy on the Home tab (Ctrl+C).

Click on the Word document at the location you want the information copied to.

Select Paste on the Home tab (Alt+H+V). Alternately, right-click the mouse atthe desired location to
pull up the Paste Options menu.

5. The paste menuopens with multiple options to choose from. Choose the option that suits your
needs:

W

Note: Do notuse (Ctrl+V). You must use the paste menu.
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&y Paste Options:

e e e
md 1= ol
'

o glib

Fy -l'-ﬁk
A cC E F

Figure 2.56. Paste options

A. KeepSource Formatting: To paste data as a Word table keeping original formatting.

B. Use Destination Table Style: To paste data as a Word table using the word document formatting.

C. Keep Source Formatting and Link to Excel: To paste a link to the Excel data (updatesthe informationin
your documentwhen the Excel fileis changed).

D. Use Destination Table Style and Link to Excel: To paste a link to the Excel data (updatesthe
informationin yourdocument when the Excel file is changed).
Picture: Imports chart as an image.

F. KeepText Only: To paste the data as text with each row in a separate paragraph and tabs separating
the cells.
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Hyperlinks

When formatted properly, hyperlinks provide all users with valuable information. Itis common to see “Click
here for...” However, this outdated practice provides noinformation to those who printthe document or
use a screenreader. Do not use “click here”. Hyperlinks link to websites, email addresses, and otherareas
withinthe document.

Formatting hyperlinks:

1. Givethelinka unique, descriptive name.
2. Highlightthe descriptive textand select Hyperlink on the Styles pane menu. Alternately, you can
right click and choose Hyperlink, or openthe Insert tab and click on Hyperlink (or Ctrl + K).
3. Enterthefull URLintothe Addressfield.
4. Adda ScreenTip.AScreenTip isasmall window thatis displayed when the mouse hovers overthe
linkandis read by the screen reader.
a. Clickon ScreenTiptoopenthe dialogbox. Type outthe URL inthe ScreenTipfield.
5. Typeout the addressin parenthesesfollowing the link. The finished link willlook like this:
Minnesota Government Home Page (http://mn.gov/portal/)
This link provides all information any user could use —a unique description and the full URL. This
allows peoplewho access your document electronically to know exactly wherethe link will take
them, while at the same time allowing those who print your material to manually type the linkinto a
browserwindow.
There are times whenyouwantthe linkto be the actual URL. If thisis the case, enterthe URL inthe
Text to displayfield and the unique text description into the ScreenTip textfield.
6. To edita hypelink, right-click onthe linkand choose Edit Hyperlink.
Insert Hyperink | 2 I
Link to: Text to display: |[Minnesota Government Home Page ScreenTip...
Look in: ;M5 Office 2013 5
Existing File | ~ E'
or Web Page | [ 1 W Images
- | (I::%rlr;:rt B[ chartl Set Hyperlink ScreenTip
ME Minnesota 3
Place in This B2 Minnesota § SereenTip text:
Document E;;hgﬂ':gd f=| Office 2013 | http://mn.gov/portal|
A | ok
Create Mew Recent
Document Files
Q Address: http://mn.gov/portal E|
E-mail
Address
[ QK ] [ Cancel

Figure 2.57. Edit Hyperlink and Set Hyperlink ScreenTip dialog boxes
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Hide information within a document:

There are times when you wantto have information available to vision impaired users that visual users do
not need. Hide the text by following these instructions:

Type the textyou want hidden usinganormal fontand color.
Highlight text.

On the Home tab, openthe Font dialog box (Ctrl+D)
Change the text Size to 1 and then change the Font color to match the background color(ie: white

on white) and then click OK.

HOME INSERT DESIGM PAGE LAYOUT REFEREMCES

o TimesNewRo ~ |11 ~| A o | Aa~- | & =+ ]

Copy

b S .

- = L. abp . ==
~ Format Painter I U -abex, X | A-%-A = =

B
Clipboard Fa Fant I Pl I
-

 Font re=is2 |

Font Advanced

Font: Font style: Size:

Times Mew Roman Regular 1

Sylfaen -~ m » Tnibi———
Symbol Italic 11 —
Tahoma — | |Bold 12 |_|
Tempus Sans ITC L1 |Bold ralic 14

- Tle T
Font colar: style: Underline colar:

Automatic E [none] |E| Automatic
[ . Autornatic
Theme Colors [C] small caps

H EEEEEN [ &l caps
"] Hidden

=]

e
A ANNENEREE

Figure 2.58. Font dialog box

Find hidden text
1. Onthe Home tab, click Replace (Alt+H + R).

haBbC i Find ~
d (
- I 23c Replace |

Heading 3 | % Select -

P Editing

Figure 2.59. Advanced Find command button
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Accessfurtheroptions by clicking the More>>button.

Click on Format and choose Fontto open the Find Font dialog box.

Open Font color and choose the white Theme Colorand then click OK.

Do the same with the Replace with box; click onthe textformfield, then click on the Format and
choose Font.

Openthe Font color drop-down box and choose eitherblack ora bright color that is easy to see. In
addition, change the font Size to match the rest of the document (or make it largerto easily find it).
The document will show you all the text formatted with the white Theme Color. Click on Nextto go
fromthe currenthiddentexttothe nextsetof hidden text. Click Replace to change the font.

Alternately, you can choose Replace All to replace all the hidden text with viewable text.

(e ]

(e

Find Font

— -
Font | Advanced

e Oph_fns Font: Font style: 5
Searchy | Al E|
(] watch case +Headings » | |Reqular R
Bl nholewerds ariy Adobe Arabic =l [aie =l |
[ Use wildcards Adobe Caslon Pro | |Bold 'E |
[ Sounds like (English) Adobe Caslon Pro Bold Bold HT'CI:': .
[ Find all word forms (English) Adobe Fan Heiti Std B ~ | [MotBo
Font color: nderline style: Underline col
E |E| Mo Coly
Find .
fie | Automatic
: fomaty ] [ Spedal lv ] - Themg Colors [H] small caps
| _| — RS
L Fent. 5 [ BB (& Al caps
Paragragh.. & [ Hidden
Tabs... Ei'
i N TITTTT
Erarie Pre M
Find and Replace M
Find Replace | JGoTo
Find what: =]
Format: Font color: Background 1
Replace with: | |E|
|’ Format: Font: 14 pt, Font color: Red
Replace ] ’ Replace All ] [ Find Mext ] ’ Cancel ]
H Search Options

Figure 2.60. Find and Replace dialog box
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Text boxes

Neveruse Text Boxesinadocument (forexample, to bringthe reader’s attention to aspecific paragraph).
Screenreaderstreattext boxes asimages, therefore, all words contained within becomes “invisible.” There
are two ways to make a text box.

1. Format an existing Style such as the “Block Text” style that has been used throughout this document.

e Thisis Block Textstyle.
e |tisaccessible becauseitisarecognized Microsoft Word Style.
e Thisis the preferred way of putting text within borders.

2. Make a customized call out box byinsertinga 1x1 table and format the borders for the look you want.

Hereis an example of a 1x1 table used as a callout box.

e Thistable has noneedforheaders, width restrictions, or bookmarks.
e Ignore the warnings fromthe Accessibility Checker.
e Use thiswhenyourbox contains multiple styles of text.

Watermarks

Itisbestif you do notuse a watermarkinyourdocument.

e In place of a watermark, use thattextas part of the file name.

Example: If youwantto use the word “Confidential” as awatermark, name yourfile
Title_Confidential.

e Putthe wordingfromthe watermark on your cover page or somewhere onthe first page.
Example: If your watermark displays “Draft”, put Draft Version 1.3in place of Version 1.3 on your
cover page.

o The Microsoft Word Accessibility Checker gives “Warning” or “Tip” notices for watermarks (more on
the Accessibility Checkeratthe end of the Word document).

e Ifyourdocumentisto be convertedintoaPDF, use the Adobe software toinsert the Watermark
afterit has been converted. Watermarks are picked up by Adobe asa non-textitem so does not
confuse assistivetechnologies.
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Check for issues

Microsoft Word 2013 has a built-in an accessibility checkerto determineif yourdocumentis ready to
publish orifit needs additional work.

Check document for accessibility

1. Saveyourfileasa “.docx”
2. OntheFiletab, select Checkfor Issues button and then choose Check Accessibility (Alt+F + 1 +1).
Your document reopens with the Accessibility Checker dialog box.
3. Thereare three levels of results.
e Errors: Fix all errors to make your content accessible for AT users (Exceptions: Tables do not
need alttext. Single cell tables used for formatting do not need headerrows oralt text).
e Warnings: Thisis contentthat may pose a problem for people with disabilities to access or
understand. You may need to fix these.
o Tips: Offerstips on how to make that area better organized or more user-friendly.
4. The bottom of the Accessibility Checker has an Additional Information dialog box thatexplainsin
furtherdetail why and how a problemis fixed.
5. Selecteachresult; Word opens and highlights the problem area.

Note: The Accessibility Checkerisacomputer program. It cannot take the place of a person. A document
that passes the checker may still be completely unusable by people with special needs. Do notrely onlyon
the checker.

Accessibility Checker ¥ *
Inspection Results

I+ Missing Alt Text (29)

4 Merged or Split Cells

Table Cell
Inspect D t -
,/:-:':, nspec ocumen 4 Skipped Heading Level
- Before publishing this file, be aware th Mavigation pane
C}::Jdd“ Docurnent properties, author's ng 4 Check Reading Order
P
Headers Table
Table
|:: 3) Inspect Document . . Table
—" Check the document for hidden properties Table
or personal information. Tobl-
[h Check Accessibility Additional Information v
@ ChECk.thE.qqcum?nt fD.r CDn.tE.nt i 2 s Select and fix each issue listed above to
with disabilities might find difficult to read. : :
make this document accessible for
mﬁ Check Compatibility people with disabilities.
ChEFk for fea_tures not supported by earlier Read more about making documents
versions of Word. accessible

Figure 2.61. Check Accessibility command button and Inspection Results
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Protect your document

Noteson Protecting Files

1. Choose apasswordthat is easyto remember, butone thatrequiresamix of upperandlower case
letters, numbers, and/or symbols. Once apassword is established, itisrequired foranyone to make
changes.

2. Use the Restrict Editing settings on the Review or Developertab. These allow otherusersto enterthe
password to editthe document.

If you are publishingyourdocument on the internet, protectit from being changed (forinternal documents,
you may wish to skip this step). There are several levels of protection. The levelyou choose depends on
whetherthe document needs furthereditingoris complete.

1. OntheReviewtab, select Restrict Editingin the Protect group (Alt+R + PE).
2. Choose the type of protection you want.
3. Setthe:
e Formatting restrictions - optonal. Choose restrictions from the Settings options.
e Editing Restrictions — If yourdocumenthas any interactive formfields, you must choose Filling
In Forms. However, itis very difficult to make a Microsoft Word form fully accessible. If you are
makinga form, consider using different software.
e Exceptions- (optional)
4. Whenyou are satisfied with the settings, click Yes, Start Enforcing Protection. The Start Enforcing
Protection dialog box opens.
5. Fill outthe passwords andthenclick OK. It is advisable that each department have astandard
passwordthat all employees use. That way if the author leaves, others can access the documentto

make changes.

¥

Restrict
Editing
Protect A

~| Restrict Editing

1. Formatting restrictions

Limit formatting to a selection
of styles

Settings...

- x

Pl X

Start Enforcing Protection

2. Editing restrictions

+| Allow only this type of editing
in the document:

Protection method

@ Password
[The document is not encrypted. Malicious users can edit
the file and remove the password.)

Mo changes (Read only) | =

Exceptions (optional)

Select parts of the document and
choose users who are allowed to
freely edit them.

Groups:

Enter new password [optional): |

Reenter password to confirm:

[]|Everyone

2% More users...

3. Start enforcement

Are you ready to apply these
settings? (You can turn them off
later)

Yes, Start Enforcing Protection

() User authentication
[Authenticated owners can remove document protection.
The document is encrypted and Restricted Access is
enabled.)

OK ] [ Cancel

Figure 2.62. Restrict Formatting and Editing dialog boxes
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Convert to PDF

Note: If you do not have Adobe Acrobat Pro Xl or later, give your Word documentto someone who does.
Acrobat Pro is a superior conversion program.

If you have Adobe Acrobat Pro, there are multiple ways of savinga “.docx” as a PDF but only two of them
create accessible documents. Do NOT use Save As and choose PDF. This does not produce an accessible
document.

Save as type

Word T
Word Macro=
Word 97-200 28

Authors:

3rd Macro-Enabled Template
Word 97-2003 Template

Hide
XP% Docurnent
Figure 2.63. Do not use the “SaveAs” feature to convert a word document to a PDF

There are two ways of savinga valid accessible PDF.

Create PDF, method 1 (preferred method)
1. Use the Acrobat tab. Select Preferences (Alt+B+S).

HOME INSERT DESIGN PAGE LAYOUT REFEREMNCES MAILINGS REVIEW VIEW ACROBAT
= - = E=H == = = -
a B F R & = e |
Create Preferences Create and Mail Create and Acrobat Create PDF and Embed
PDF Attach to Email Merge | Send For Review Comments ~ Run Action = Flash
Create Adobe PDF Create and Email Review And Comment Create and Run Action | Flash

Figure 2.64. Acrobat tab with the Preferences and Create PDF command buttons

2. OntheSettingstab, ensure these boxes are checked:

e ViewAdobe PDF result

e Prompt for Adobe PDF file name

o ConvertDocument Information

e Create Bookmarks

e Add Links

e Enable Accessibility and Reflow with tagged Adobe PDF.
Thereisa check box for Enable advanced tagging. This feature is supposed to tag your
document with bettertags, but at the time of this writing, thisfeature had alot of bugs. At this
time, We are recommending people to Not check this option.
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= Acrobat PDFMaker ]

Settings | Secuity | Word | Bookmarks

PDFMaker Settings
Conversion Settings: [Standard e

@ lse these settings to create Adobe PDF documents suitable for reliable viewing -

and printing of business documents. Created POF documents can be opened with =

View Adobe PDF result

Prompt for Adobe POF file name
Convert Document Information Advanced Settings ...
FPDF/A Compliance: | None -

Application Settings

[7] Attach source file

Create Bookmarks

Add Links

Enable Accessibility and Reflow with tagoed Adobe PDF
[ Enable advanced tagging

® = 1587-2012 Adobe Systems Incorporated and its licensors. All ights reserved.
'{‘ Adobe, the Adobe logo, Acrobat, the Adobe POF logo, PostScript, and Reader are
either registered trademarks or trademanks of Adobe Systems Incorporated in the
Adobe United States and.or other countries.

| Restore Defauts | | oK || cancel || Hel

Figure 2.65. Settings for creating PDFs
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3. Onthe Securitytab, ensure box labeled Ensure text access for screen reader devices forthe

visually impairedis checked.

Note: This boxis grayed out but should be checked. Ifitis not, check Restore Defaults and then click OK.

DU

Settings | Security |Wnrd IEmlﬂ'narks|

[T Require a password to open the document

Document Open Pagzzword:

Pemissions

(o change these permission settings

Change Permizzsions Pazsword:

Printing Allowed: | High Resolution

Enable copying of text, images, and other contents

Encryption Level:  128-bit RC4 - Compatible with Acrobat 6.0 and later

@ When set, a document password is required to open the document

Restrict editing and printing of the document. A password will be required in order to

Changes Allowed: | Ary except extracting of pages

Enable text access for screen reader devices forthe visually impaired

Enable plaintext metadata

[ Restore Defaults ]

OK || cCancel || Hebp

Figure 2.66. Security Permissions settings

4. Onthe Word tab, leave the default settings checked:

e Convertfootnote and endnote links
e Enable advanced tagging

5. Onthe Bookmarks tab, leave the default settings checked:
e Convert Word Headings to Bookmarks

6. Click Create PDF (Alt+B+C)
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Create PDF, Method 2

1. SelectSave as Adobe PDF on the File tab, or use shortcut key command, (Alt+F, A).
2. SelectOptions.
3. Ensurethese optionsare checked:
e Convertdocument information
e Enable Accessibility and Reflow with tagged Adobe PDF
e Create Bookmarks
e Convert Word Headings to Bookmarks
e Page range: All
4. Click OK, thenclick Save.
5. Checkthe documentforaccessibility.

= Acrobat PDFMaker [

PDF QOptions

Caonvert document information
["] create PDF/A-13:2005 compliant file
Enable Accessibility and Reflow with tagged Adobe PDF
Create Bookmarks
Convert Word Headings to Bookmarks
[] Convert Word Styles to Bookmarks

[] Convert Word Bookmarks
Save |:| Convert Comments
Page range
. @ Al
Save As () Current page
Selection
Save as Adobe () Page(s) 51 : 51

(0] ] [ Cancel

Figure 2.67 Save as Adobe PDF button and option settings

Check PDF for accessibility

1. Run the Accessibility Full Check.
Select Toolstoopenthe pane, choose Accessibility, and then Full Check.
3. Ifthereare alot ofissues, try saving the PDF again, ensuring you follow the steps outlined above.

N

Note: PDFs have someinherent problems with accessibility. If you do not have Adobe Acrobat Pro, the
problemsincrease. Even when doing everything correctly, the PDF document may not be accessible for
some users. Convertall documents using Adobe Pro Xl or later.
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For help with PDFfiles, refertothe Adobe Xl Pro Accessibility Re pair Workflow document
(http://www.adobe.com/content/dam/Adobe/en/accessibility/products/acrobat/pdfs/acrobat-xi-pdf-
accessibility-repair-workflow.pdf):

Save as HTML

Saving Word documents as HTML documents (specifictoweb use) is an easy process. There are two options
to choose from:

e Save as Web Page: the saved image looks almost exactly like the printed document.
e Save as Web Page, Filtered: the underlying code is much cleanerand the file size is much smaller.
Most, but notall, of the documentlook like the printed document.

File name: Minnesota State Accessible Document Reference Guide w3.0

Save as type: [Wurd Document

Authors: Waord Docurnent

R Ward Macro-Enabled Document
Ward 97-2003 Document
Word Termnplate
Word Macro-Enabled Template
Word 97-2003 Template

le Folders PDF

KPS Document

Single File Web Page

Web Page
Web Pae, Filtered

Figure 2.68. Save as HTML

Check accessibility

Use a web checkeronline to check accessibility. An excellent tool is available at: http://wave.webaim.org/

Enter the web page address into the text box and click the arrow or press enter.

@ WAV

web accessibility evaluation tool

page address... —

Powerad by WebAIR

Figure 2.69. The web accessibility evaluation tool

WAVE givesyou a full report of potential problems.


http://www.adobe.com/content/dam/Adobe/en/accessibility/products/acrobat/pdfs/acrobat-xi-pdf-accessibility-repair-workflow.pdf
http://wave.webaim.org/
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3. MS Excel 2013 Documents

Microsoft Excel 2013 has many built-infeaturesto help you make accessible documents with very little
effort. Thisdocument goes through the necessary steps.

Note:thisdocumentdoes notteach the userhow to create Microsoft Excel 2013 documents. It will only
assistthe userwith accessibility issues. Referto a Microsoft 2013 user manual for help with Excel.

Document properties

Title and subject

All Excel documents must have atitle and subject. The title should clearly state the chart subject and date if
relevant. Try to make the title and subject descriptive. While thereis no length restriction forthe title, keep
it shortand relevant. Example: 2013 Safety Training Classes Attendance.

Edit title and subject:

1. OntheFileTab, selectinfo(Alt+F +1).
2. SelectProperties(QS)and then choose Advanced Propertiesto openthe dialog box.

New
chart2
Open LUz = M5 Office 2013
Save Protect Workbook
z[" Control what types of changes
Show D t Panel
Save As Protect people can make to this workbook. @‘ .ow ocu.me.n ane
Workbook = Edit properties in the Document
Panel above the workbook,
Save as Adobe
Advanced Properties
PDF —
| See more document properties
P Inspect Workbook
Print \z)
‘ nn S Before publizshing this file be aware
F

igure 3.1. Properties menu

3. Clickthe Summary tab.
4. Typethetitle, subjectand authorinthe text boxes.

5. Click OK.
chart2 Properties B 24
General | SUMMEry | Statistics | Contents I Customl
Title: Excel 2013 Accessibility Sample Chart
Subject: Creating accessible excel charts
Author: CARD/TS
Manager:
Company: |DEED

Figure 3.2. Summary dialog box
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Set document language

Screenreaders need to know the language of textin the Excel document. To setthe defaultlanguage:

1. OntheFile menu, selectOptions (Alt+F +T).

2. Selectlanguage.

3. Under Choose Editing Languages, selectthe editing language you wantfromthe [Add additional
editing languages] drop-down list.

4. Click Setas Default

Excel Options T T T — [
General = '
eners TE% Set the Office Language Preferences.

Formulas

Proofing Choose Editing Languages

Save Add additional languages to edit your decuments. The editing languages set language-specific fatures,
including dictionaries, grammar checking, and sorting

Language
Editing Language Keyboard Layout  Proofing (Spelling, Grammar...)

Advanced English (United States) <default> Enabled % Installed Remave

Customize Ribbon Set as Default

Quick Access Toolbar

Add-Ins [Add additional editing languages] El Add

Trust Center Let me know when I should downlead additional proofing tools.

Choose Display and Help Languages

Set the language priority order for the buttons, tabs and Help

Display Language Help Language
Account 1. Match Microsoft Windows <default> - 1. Match Display Language <default> -
2. English E] 2. English E
Options
Set as Default Set as Default

Figure 3.3. File menu with Options button

Note, once this has beensetas default, youshould not have tosetit every time. Simply check the language
settingtoensureitis properly set.

Worksheets

Name tabs
1. Double-clickthe desiredtab (or press Alt, O, H, R).
2. Typethe name of the sheet.

Guidelines for naming sheet tabs:

o Namescan be up to 31 characters long.
e Some characters, such as backslash and brackets, cannotbe used.
Use good, descriptive names.

32
33

Sheetl| ®

Figure 3.4. Sheet tabs
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Delete unused sheets.

1. Right-clickonunusedsheettab.
2. Choosethe Delete command (Alt+H +D +5S).

Sample Excel Document Sample2 Sample 3 Sheet! Insert

|=_|P< Delete I

Rename

Figure 3.5. Deleting sheet tabs

Table titles

The table title should startinthe first column. You may merge cellsto centeryour title.

|
] F - =
o Cut Calibri lu A A | =E=|®- |SwapTet
g EE“| Copy -~
aste - | F . - - | == = | £ 35 -
= ¥ Format Painter B I U - O A =& — | == T Merge & Center
Clipboard P Font a Alignment a
A2 - J‘l Spring 2014 Class Schedule
A B C D E F G
2 | Spring 2014 Class Schedule |
3 Class Day Time
A B by BAlmes il oy Qe

Figure 3.6. Table title

Specify row and column headers

Every row and column should have headers. Do not leave any headers blank.

Note: Cell A1will have navigational help text and will not remain blank.

A B C
1
i | - Sprilrgztrld[(}jlaﬁﬁ Schedule _ NO
ass ay ime
4 |Math Monday 8:00 blank
5 |English Wednesday 10:00
6 |Science Friday 11:00 headers

Figure 3.7. Row and column headers
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Blank cells

Sighted users can easily see where blank cells are and which headers the existinginformation belongs to.
Users whorely onscreen readers are unable to do that. Do not leave blank cells. If acell has no data, write
the word(s) “blank” in the cell. If you do not wishitto be visible, match the text colorto the background
color.Screenreaders can read white text on a white background.

nt Bl | Format Cells 7 B
'/ j‘-‘ Blank Font
r D Font: Font style:
Calibri Regular
b Here i Calibri Light [Headings - | [EETEE -
5 Calibri (Bod |—| Italic
Birds I Agency FB —| |Bold
T Aharoni Bold Italic
48 12 T Algerian
82 Blanl-i‘ T Andalus = o
79 3 Underline: Color:
Mone |Z| E Dﬂormalfont
Effects B Automatic
h = T -
12 Theme Colors
[N EEN —
79 58=samefnntwnbeusedn.l-"IIIIII
| | | Standard Colors

Figure 3.8. Format Cells dialog box
Exceptions: Ifthe blank cells follow a Row Subheading, do notfill the entire row with the work ‘Blank.”

In the example below, Federal Tax and State Tax are subheadings of Income Taxes paid out. Leave the
following cells empty. The highlighted emptydata cell must have the words “blank.”

Income Taxes Paid Out

Federal Tax
Minnesota
Wisconsin

State Tax
Minnesota

L= TR I R W I O B

Wisconsin

2012 2013

Subheading - empty cells ok

1248 1389

1300 1482
78| Blank |!
59 72

2014

1500
1568

103
89

Figure 3.9 Blank cells in tables
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End of worksheet

Type “End of worksheet” in the row (in any column) immediately following the last row. This lets listeners
know they have reached the end of the table. You can hide the text by changingthe font color to the same
as the background color.

Color
The best practices for using colorin Excel charts are the same as forusing colorin a Word document. Your

audience may have vision disabilities or want to printthe documentin black and white.

e Do not use coloras the only means of conveyinginformation. You must have an alternate way of
makingthe information available.

Make sure you have good color contrast. It is easiestto keep yourform black and white. If you use color,
checkthe contrast with a program such as the Paciello Group Colour Contrast Analyser
(http://www.paciellogroup.com/resources/contrastanalyser/)

Note: The default colors Microsoft Excel uses to make charts and graphs are NOT acceptable. You must
change themto highercontrasting colors.

To change colors on a graph:

1. Double-clickonthe databar (line, area, etc). The Format Data Series panel appears. Click on Fill &
Line under Series Options, then choose Solidfill. Openthe full color chart by clicking on More

Colors...
L7 E i i x
37 Format Data Series v
| ]
58' SERIES OPTIONS *
| |
oy
ST
L Theme Colors
e 4
FILL E EEN mn
! Mo fill
* Solid fill
Gradient fill ] I I I I I I
12 Picture or texture fill Standard Colors
= Pattern fill HE EEENERN
Automatic Recent Colors
Invert if negative ol
¥y More Colors..
Children '
iColor & - I

Figure 3.10. Format Data Series, Solid fill


http://www.paciellogroup.com/resources/contrastanalyser/
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2. Afterchoosingacolor, if youwant to add a pattern, click Pattern fill. Choose the desired pattern,
foreground color, and background color.

4 FILL
Na fill
- Solid fill
Gradient fill
: ;

Chart Title

82

* Pattern fill

Rutornatic

Invert if negative

AN\\\E

=

Cats Birds

EMen mWomen @ Children

Eoreground &~

Background & =

Figure 3.11. Format Data Series, Pattern fill

Screen reader navigation help text (optional)

You can provide instructions orinformation for users of screen readers. Forexample, you may wish to
provide navigational aid, “Press ARROW keys to navigate through the document.”

1. Place navigational helpinCell Al.

2. Formattexttosizel, with color matchingthe background.
3. Reduce heightof Row 1 (optional)

4. PutthetitleinCell A2.

Al v j\ Use arrow keys to navigate document
A B C D E E G H
a
2 Descriptive Title Here Title in Cell A2

Figure 3.12. Screen reader navigational help

Format Cells and Text

Use Stylestoformatyour text. While the dialog box looks different from Microsoft Word it worksin a similar
manner. To format text:

1. Onthe Home tab, selectthe Cell Styles button in the Styles group on the ribbon (Alt+H + J).
2. Selectthe style youwant.
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3. Ifyou wantto modify a style, right-click the style you want changed and choose Modify.

= o D:'x = E Al
= Wrap Text |Ger‘|era| *| E,gzl R @ = as | j
E B B B m
Merge & Center - $ -~ O 9 | €0 oo Cunditipnal Format ag | Cell Insert Delete Format o
Formatting -  Table - | Styles = = = = -
Good, Bad and Meutral
Mormal Bad Good Meutral

Data and Model

|Ca|u::u|ati|:m | heck Cell Explanatory ... |Input |L|'r1kedCEII Mote

| Output | Warning Text

Titles and Headings
Heading 1  Heading 2 Heading 3 Heading 4 Title Total

Themed Cell Styles
20% - Accentl  20% - Accent2  20% - Accent3 20% - Accentd  20% - Accents  20% - Accentt

a40% - Accentl  40% - Accent2  40% - Accent3  40% - Accentd  40% - Accents | 40% - Accentt

Figure 3.13. Cell Styles

Titles and Headings

Hea™ =~ Heading
—— Apply

Them Meodify...

21 Duplicate... 13  20% - Ag
40% - Delete 13 40% - Af

Add Gallery to Quick Access Toolbar

Figure 3.14. Modify cell styles
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e Numberproperties
e Alignment
e FontProperties
Border properties
e Fill colorsand effects
e Protection
5. Change the desired attributes and click OK.

Select Format in the Style dialog box. You can change:

=
Format Cells
Style P B
| Mumber | Alignment | Border | Fill I Protection
Style name: |Heading 1
Font: Font style: Size:
g
Calibri Eold 15
Style includes i Calibri Light (Headings « | |Regular - | |8
Calibri [Bod |—| Italic 9
[ Number T Agency FB o 10
T Aharoni Bold Italic 11
[] Alignment T Algerian 12
T Andalus i | |14
Font Calibri (Body) 15, Bold Text 2 Underlinge: Colar:
None I
Eorder Bottom Border E Izl
Effects Preview
[ Fin [7] strikethrough
5 ipt
[ Protedion [ supgrscrip AaBbCcYyZz
|:| Subscript
[ OK l [ Cancel l

Figure 3.15. Format Cells dialog box

Remember:

e Keepthefontlarge enoughtoread;size 12 is good for most users.
e Use colorwisely.
e Use bold, italics, and underlining sparingly.
e Do not underlineanything otherthan a hyperlink with bright blue.
e Do not use condensed spacing.

Merging and splitting

You should nevermerge orsplitcellsinan Excel table. The only exceptions are when merging cells for the
titles orcharts. Itis difficult forvision-impaired users to understand tables with merged/split cells. If cells
must be merged/split, ensure auditory users can understand information. Tab through the table ensuring:

e Allinformationisread
o Allinformationisreadinthe properorder
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Images

Alt Text

Allimages and charts must have alternate text. The Alt Text should be short and concise, allowing the
personto “see” the image in theirmind.

To add Alt Text to an image:

Right-click on the image and choose Format Picture to open the Format Picture panel (Alt+JP + O,
F6).

Click the Size & Propertiesiconto open the dialogbox and then choose the Alt Text tab. Type the
descriptioninthe Descriptiontextfield and click Close.

'% Hyperlink...

Assign Macra...

o Size and Properties...

1.. » Format Picture...
A /A’/ﬁf{‘ﬁﬁéf Department of Employment &5

e o e e et

2 &

Style Crop

a B B B B8 8@

Format Picture he
& OB

I SIZE

I PROPERTIES

. &0

. ®
.
L

I TEXT BOX

4 ALT TEXT

Title @

Description

Type Alt Text here

Figure 3.16. Format Picture pane with Alt Text dialog box
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Charts and Graphs

Alt Text

Charts and graphs must also have alternate text descriptions(alt text). The description mustallowthe

visually impaired personto understand the information presented on the chart or graph. Summarize the
informationinasuccinct manner.

If you are notincludingthe table inthe final document,an easy way to provide the tabularinformationisto
hide a copy of the table below the chart. Use size 1 white fontto make it invisible to sighted users while
allowing assistivetechnology devices to read the information.

To add Alt Text:

1. Double-clickthe chart(outside of the plotarea) to open the Format Chart Area panel. Click on Size
& Propertiesicon and then click on Alt Text. Write descriptive Alt textin the Description text box.

2. TheSize and Properties dialog box opens. Choose the Alt Text tab. Type the descriptioninthe
Description textfield and click Close. Screen readers may not read Alt-textin the Title text field

E F G H I J K L -
Format Chart Area T
Chart Title CHART OPTIONS ¥ | TEXT OPTIONS
a0 82 82 ' ] =
a0 75 jg <> — I
68
70 =
60 b SIZE
i 48
50 I PROPERTIES
40 7
4 ALT TEXT
30 S
Itle o
20 17 -
10
0 . Description
Dogs Cats Birds
mMen mEWomen Children
Type Alt Text here

Figure 3.17. Alt text dialog box
Remember; formatyourcharts and graphs forthose with various vision problems. This includes:
e Usingdifferentshapesfor plot pointson charts

e Change chart colors. The default colors are not accessible. Choose colors and textures with high
contrast.
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Hyperlinks

Hyperlinks are setup in Excel the same asin Word.

1) Givethelinkaunique, descriptive name.

2) Clickon the cellandthenclick on Hyperlink on the Insert tab. Alternately, you canrightclick and
choose Hyperlink.

3) Enterthefull URLintothe Addressfield.

4) Adda ScreenTip.AScreenTipis asmall window thatis displayed when the mouse hovers overthe

linkandis read by the screenreader.
a) Clickon ScreenTiptoopenthe dialogbox. Type outthe full URLinthe ScreenTipfield.
5) Typeoutthe addressinparenthesesfollowingthe link. The finished link willlook like this:

Minnesota government homepage (http://mn.gov/portal/)

Thislink provides all information—a unique description and the full URL. People accessing your

documentelectronically willknow what the linkis and people printing your material can copy the

URL intotheirbrowser.

If you need the URL as the link, enterthe URL in the Text to display field and the unique text
descriptioninto the ScreenTip textfield.

To edita hyperlink, right-click on the link and choose Edit Hyperlink.

Edit Hyperlink ||| 5ER
Link to: Text to display: [http:/fmn.gov/portal/ I
i Look in: Compliance training docs
Existing File or
Web Page : -
i Current Set Hyperlink ScreenTip Bookmark...
% Folder ScreenTip text: Target Frame...
Flace in This Minnesota State home page
D t
i EITWSE':I - d in Microsoft® Internet
e Explorer® wversion 4 or later,
Creafe MNew Recent l QK ] [ Cancel | 4
Document Files ik
J_Jj Address: http://mn.gov fportal/ |E| Remove Link
E-mail Address
[ K ] I Cancel ]

Figure 3.18. Edit Hyperlink dialog box
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Content structuring

Defining the title region

Definingthe title region puts code into the documentto tell the screenreaderto repeat the headerrow and
columntitleswhenreading data. Ascreenreaderreadsa table fromleftto right, top to bottom. Look at the
table below. Without defining the region, the screen readerreads:

1t Aid, 12, 15, 10, CPR, 18, 20...

This makes no sense tothe listener. After defining the title region, the screen reader now reads: Class, 1°
Aid, January, 12, February, 15, March, 10, Class, CPR, January, 18... Thisis information the listener can use.

A B C D
1 2015 Safety Training Dates
2 |Class January February March
3 |1st Aid 12 15 10
4 |CPR 18 20 16
5 |Work Safety 5 ] 9

Figure 3.19. Example

To define the region, you must know:

e Isthistheonlytable onthe worksheetorare there others?
e What are the addresses of the top leftand bottom right cellsin yourtable?
e Isthisthefirstor only worksheetinyourworkbook?

Define the title region:

1. Onthe Formulas tab, select Name Manager (Alt+ M + N).
2. SelectNewtobring upthe New Name dialog box.

FORMULAS DATA REVIEW VIEW ACROBAT

s =] Define Name - 1o Trace Precedents [ Show |
= -
o2k Trace Dependents
Mame o ; elect I" . A i
Manager 5 reate from Selection “ Remove Arrows
Bry Defined Names Formula Auditi

MName Manager I. 2 &I

C ,
Dates
bruary Mame Value Refers To Scope Comment

Figure 3.20 Set Title Region
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3. Clickinthe Name text box. To formatthe name follow these best practices:

a.
b.

Type TitleRegion (no space between words)

Ifthis isthe firsttable on yourworksheet, type 1, then a period. Likewise, if itisthe second,
third, etc., type 2, 3, etc.

Type the cell name of the top left cell the data startsin. Inthe above example, itis cell a2.
Follow this by a period.

Type the last cell the data isin. In the above example, itis cell d5. Follow this with a period.
Type the worksheet number, evenifitthe only worksheet. This exampleis on the third
worksheet.

4. To delete atable, openthe Name Manager, choose the table to be removed, and click Delete.

=

=

Mew Mame

Hame: TitleRegionl.a2.d5.3

Scope: Workbook

Comment: i
Table 1st | | Last || Worksheet

Number| |Cell | [ Cell |[Number

Befers to:

='Sample 3'1SE5.2
[ Ok ][ Cancel ]

#

b

Figure 3.21. Name Manager Dialog box
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Data range names

Namingdata ranges makesiteasierto navigate and find specificinformationin large spreadsheets,
particularly when there are complex formulas. Thisis especially true for users with screen readers. You can
reference thesedatarangesin multiple locations within your document.

To define a name:

1. Highlightthe cellsyouwanttoname. They may be eitheradjacent ornonadjacent.

2. Onthe Formulas tab, select Define Name and choose Define Name... (Alt+ M+ M + D).

3. Typethedesired nameinthe Name textfield. Namesshould be without spaces, and caninclude

numbers, although they cannot start with a number.

4. Choose Scope from drop-down box. This exampleis onthe third worksheet.
AGE LAYOUT VIEW ACROBAT FORMULAS DATA REVIEW VIEW ACROBAT

i Q =y =] Define Name ~ ;' =] Define Name ~ #ioTrace Precedents 7%

= —1 - A L
bl Logical Text Date & Lookup&  MName G Define Name... Name | Mew Name @_E—hJ

< ~  Time~ Reference~ Manage Apply Mames.., Manager

o ; Hame: March
Function Library Defined Mames D&
. Scope: sample 3 -
j_r March ch Comment; |[Workbook T -
Sample Excel Document
C D B F G H D Sample2
ining Dateg
February March March " il
15 10
= |l | Befersto: | _-cample 315D52:5D55 e
20 16 16
Iy g 9 ) [ QK ] [ Cancel ]
Figure 3.22. Define Name dialog box
P . t FILE HOME INSERT I PAGE LAYOUT I FORMULAS DATA REVII
rint area =N
I:lCoIorsv ¥ (.
T B 0 ® Olla- & B
Def'ne the rintarea Of ours readsheetto revent Themes Margins Orientation  Size | Print  Breaks Backgrougd Print
| Effect:

. . . - ects ™ - = - Area~r - Titles
printing unused rows and columns. Not only does this Themes pof I setPrnt Area i
help cut down on wasted printer paper, those with low o . 2 Clear Print Ares
vision find it much easiertoread a table with clearly
defined bord A B c D E F

efine oraers. 2 Descriptive Title Here
3 Dogs Cats Birds
To define the print area: 4 |Men 75 48 12
5 |Women 68 82 37
1. Highlightall the informationinyour 6 |Children 82 79 58
spreadsheet, includingtitles and headerrows. B
2. Onthe Page Layout tab, select Print Area (Alt+ Chart Title
P+ R) 100 75 e 82 82 79
3. Choose SetPrint Area (S). s 58
. o 37
4. Toremove printarea, open Print Area menu > II I b
and choose ClearPrint Area (Alt+P + R+ C). 0 -
Dogs Cats Birds
mMen o Women Children
8
9

Figure 3.23. Set Print Area
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Hide unused rows and columns

Give yourspreadsheetacleanlook by hiding the unused rows and columns. This action can be easily undone
to add more content.

Hide unused rows:

Selectthe entire row. Leave one blank row between your dataand your selected row.

Hold down the Shift key, press and release the End key. While still holding the Shift key down, press
the Down Arrow key. This selects all rows fromthe one you selected downwards.

There are three waysto hide the selected cells: Hoveryourcurserin the selected area, Right-click
and choose Hide; press Control +9; or, on the Home tab, click on Format in the Cells group, select
Hide & Unhide, and then select Hide Rows.

Hide unused Columns:

Selectthe entire column. Leave one blank column between your dataand yourselected column.
Hold down the Shift key, press and release the End key. While still holding the Shift key down, press
the Right Arrow key. This selects all columns fromthe one you selected to the right.

There are three waysto hide the selected cells: Hoveryourcurserin the selected area, Right-click
and choose Hide; press Control +0 (zero); or, on the Home tab, click on Formatin the Cellsgroup,
select Hide & Unhide, and then select Hide Rows.

':':' ':':'x =0 | 2 AutoSum - A . |
(= = n ¥y H
B H ;I Fill = z%t 7
Insert Delete| Format Sort & Find &
- v - T Clear~ Filter -~ Select -
Cells | Cell Size | U o
i[ Row Height... v i
"“‘D AutoFit Row Height i
. u L1 Column Width... Q 1
Paste Special... : .
AutoFit Column Width E
- Insert — Default Width... {
Delete Visibility |
Clear Contents At Sl g Hide Rows
Organize Sheets Hide Columns
*=| Format Cells...
Bename Sheet Hide Sheet
Row Height... » i,
I g Move or Copy Sheet... Unhide Rows
Hide Tab Color v Unhide Columns
Unhide Protection

Figure 3.24. Hide and Unhide menus
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Unhide Rows and Columns

1. Onthe Home tab, click on Format inthe Cells group (Alt+ H + O).
2. SelectHide & Unhide (U).
3. SelectUnhide Rows (O) or Unhide Columns (L).

Note: Do notuse the Hide feature foranything youwantread by assistive technology. If you hide arow,
column, or page, the screen or braille reader will notread it. Only use this feature to hide non-published
information orunused rows and/or columns.

Spelling
Microsoft Excel does not automatically check forspelling errors. You must manually check your document.

Excel only checks one worksheetata time. It cannot check the whole workbook

1 Onthe Reviewtab, select CheckSpellinginthe Proofing group (F7).

Deleting unused tabs

Delete unused worksheets. Make sure you only delete unused worksheets. Deleted data cannot be
recovered.

1. Right-clickthetab (orpressAlt, H, D, S).
2. SelectDeleteinthe dialogbox.

Remove comments

Screenreaders are unable toread comments. Place commentsintended forall readersinacell.

Check accessibility

Microsoft Excel has a built-in accessibility checkerto assist you in ensuring your spreadsheetis accessible.
Justlike in Word 2013, the checkergivesyouthree levels of results:

1. Errors: Fixall errors (with exception of Table needs alt text.

2. Warnings: Thisis contentthat may pose a problemfor people with disabilities to access or
understand. You may need to fix these.

3. Tips: Offerstips on how to make that area betterorganized or more user-friendly.

To use the Accessibility checker:

1. Saveyourdocument.

2. OntheFiletab, selectthe Checkfor Issues button and then on Check Accessibility (Alt+F + 1 + 1).
Your document opens up with the Accessibility Checker dialog box.

3. The Additional Information dialogbox is located at the bottom of the Accessibility Checker. It
explainswhy and how a problemis fixed.

4. Clickon theresultstosee whattheissueisand how to solveit.
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Accessibility Checker ¥ *
Inspection Results

ERRORS

4 Missing Alt Text
Picture 3 (Sample Bxcel Document)
Chart 10 (Sample Excel Docurnent)

Inspect Workbook WARNINGS

Before publishing this file, be aware t]

4 Merged Cells

mf:’ D?cument properties, printer pa A2:D2 (Sample Excel Document)
Hidden rows A2:C2 (Sample2)
E\' Inspect Document A1:D1 (Sample 3)
" Check the workbook for hidden properties
or persenal information.
Additional Information »
Check Accessibility ) ) )
Ij% Check the workbook for content that pecple bz s b el o) 2l siiad Avaimite

make this docurnent accessible for

with disabilities might find difficult to read. ’ T
people with disabilities.

Check Compatibility
Check for features not supported by earlier Read mare about making documents
versions of Excel. accescible

Figure 3.25. Check Accessibility and Inspection Results

Protect your document

If you are publishingyourdocumentontheinternet, protectitfrom unwanted editing (forinternal
documents, you may wish to skip this step). There are several levels of protection. The level you choose
dependsonwhetherthe document needs furthereditingoris complete.

1. OntheFiletab, select Protect Workbook (Alt+F+I+P) .
2. Choose the type of protection you want.

Protect Workbook
, Control what types of changes people can make
Protect
Workbook ~

D Mark as Final
2 Let readers know the workbook is final and
make it read-only.

Encrypt with Password
Require a password to open this workbook.

j:'!_—i— Protect Current Sheet

Control what types of changes people can
rmake to the current sheet.

j:\ﬁ— Protect Workbook Structure

Prevent unwanted changes to the structure
of the workbook, such as adding sheets,

|:E1 Restrict Access

& Grant people access while removing their ¥
ability to edit, copy, or print.

D Add a Digital Signature

i Ensure the integrity of the workbook by
adding an invisible digital signature,

Figure 3.26. Restrict Formatting and Editing
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Noteson Protection:
1. When choosinga password, make itsomethingthatis easytoremember. Yourgroup should all agree on
asingle password forall documents. Do notleave the password blank, or use the word “password.”

2. You can set protectionlevelsfromthe File tab. However, itis betterto use the Restrict Editing found on
the Reviewtab, as the password functionis availableforall users, not just the author.

Create PDF

Do not create PDFs if you do not have Adobe Pro Xl or later.

If you have Adobe Acrobat Pro, there are multiple ways of saving a PDF file. Do NOT use Save As and choose
PDF (*.pdf). This does NOT produce an accessible document.

There are two ways of savinga valid accessible PDF.

Create PDF, Method 1 (preferred method)

Use the Acrobat tab. Select Preference

HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ACROBAT
jj = == = 1

Create Preferences Create and Create and Create PDF and

PDF Attach to Email Send For Review Run Action =
Create Adobe PDF  JCreate and Email | Review And Comment | Create and Run Action

Figure 3.27. Acrobat tab

1. OntheSettingstab, ensure these boxes are checked:
e ViewAdobe PDF result
o Prompt for Adobe PDF file name
e ConvertDocument Information
e Create Bookmarks
e Add Links
e Enable Accessibility and Reflow with tagged Adobe PDF.



Minnesota State Accessible Document Reference Guide | 71

= Acrobat PDFMaker i .
Ea™
FOFMaker Settings
Conversion Settings: [Standard 7

|Use these settings to create Adobe POF documents suitable for reliable viewing -
and prirting of business documents. Created POF documents can be opened with =

View Adobe PDF result

Prompt for Adobe PDF file name
[¥] Convert Document Information
FOF/A Compliance: | None -

Advanced Settings ...

Application Settings
|| Attach source file
Create Bookmarks
Add Links
Enable Accessibility and Reflow with tagged Adobe POF
|| Convert Commerts
|| Fit Worksheet to a single page
|| Fit to paper width
Prompt far conversion settings

| Restore Defauts | OK || Cancel || Hebp
Figure 3.28. Acrobat PDF Maker Settings
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2. Onthe Securitytab, ensure box labeled Ensure text access for screen reader devices forthe

visually impairedis checked.

Note: This boxis grayed out but should be checked. Ifitis not, check “Restore Defaults and then click OK.

=" Acrobat PDFMaker | 2& |
| Securty
Encryption Level:  128bit RC4 - Compatible with Acrobat 6.0 and later
[] Require a password to open the document
Document Open Pagsword:
@ When set, a document password is required to open the document
Femissions
F Restrict editing and prnting of the document. A password will be required in order to
change these permission settings
Change Permizzionz Pazsword:
Frinting &llowed: | High Resalution
Changes &llowed: | Ary except extracting of pages
Enable copying of text, images. and other contents
Enable plaintext metadata
| Restore Defauls | OK || Cancel || Hel

Figure 3.29. Acrobat PDF Maker Security settings

3. Click OK, and thenselect Create PDF.
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Create PDF, Method 2

1. OpentheFiletab andselectSave as Adobe PDF.
2. Choose the Conversion Range, and then select Convertto PDF.

= Acrobat PDFMaker it |

Conwversion Range
() Entire Workbook

Mew _
() Selection
@
Open @) Sheet(s)
sheet Selection
. Sheets in Excel Sheets in PDF
Sdve
y Sample Excel Docume Add = Sample Excel Docume
Sample2 Sample2
Save as Adobe Add All =
PDF Arrange
Print
1| 1 | 3 Mave Dowr 4 i | 3

Share

Conversion Options

Export @) Actual Size
() Fit to paper width
Close () Fit Worksheet to a single page

I[ Convert to PDF ]I’ Cancel

Figure 3.30. Acrobat PDF Maker Conversion settings

Check PDF for accessibility

Afterconvertingthe documentintoaPDF, ensureitis accessible. There may be contentthatdid not
properly convertto the new format. You should check the PDF foraccessibility.

1. Run the Accessibility Full Check.
a. SelectToolsto openthe pane, choose Accessibility, and then Full Check.
b. Ifthereare alotofissues, try convertingthe PDF again, ensuringyou followthe steps
outlined above.

Note: PDF’s have inherent accessibility issues. If you do not have Adobe Acrobat Pro, the problems
increase. Evenifyou convertitcorrectly, the document may not be accessible. You must use Adobe
Acrobat Pro to convert the document.

For help with PDF files, referto the Adobe Xl Pro Accessibility Repair Workflow document:
(http://www.adobe.com/content/dam/Adobe/en/accessibility/products/acrobat/pdfs/acrobat-xi-pdf-
accessibility-repair-workflow.pdf)
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Save as HTML

Savingyour Excel documentasan HTML documentis an easy process.

On the File tab, select Save As. (Alt+F + A, or F12)
Name the file inthe File Name text box.
Openthe Save as type box and select Web Page.

Click
Use a web checkeronline to check accessibility. An excellent tool is available at WebAim.org

(http://wave.webaim.org/).

e wN e

Enter the web page address into the text box and click the arrow.

WAVE

web accessibility evaluation tool

!_.'*_-’.-\ e |
rel padge ¢

garess..

Powered by Web AT

1]
[51]

[
g

Figure 3.31. Web accessibility evaluation tool
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4. MS PowerPoint

Making accessible PowerPoint (PP) presentationsis very similarto accessible Word and Excel documents.
However, afew things are specificto PP that you do not see inthe other programs.

General guidelines

e Use contrasting colors fortextand background.

o Make textlarge enoughtoread whetherprinted orviewed overhead. You should not use anything
lessthansize 18.

e Do not puttoo much information ononeslide.
Use bullet pointsto keep textshort, simple, and easy toread.

e PowerPointsthatare primarily seen projected on ascreenlook best with colorand graphics.
PowerPoints primarily usedin printed format should be kept simple and clean.

e Avoidanimations. This may cause ascreen readerto repeatthe information multiple times

e Do not use textboxes. Theyare notread by screen readers. Insertadditional “text placeholders”
instead.

Document Properties

Title and subject

All documents must have atitle and subject. The title should clearly state the document subject. Include the
date if essential. Forexample, this documentis titled: “Minnesota State Accessible Document Reference
Guide” and not just “Reference Guide.” The dateis notimportantsois left off. While there isnolength
restrictionforthe title, keepitshortandrelevant.

Edit Title and subject:

1. OntheFiletab, selectInfo (Alt+F +1).
2. SelectPropertiesandthen choose Advanced Properties to openthe dialogbox (QS).

Presentationl - PowerPoint 7 -

Info

Protect Presentation Properties ~
J’ Control what types of changes
Show D t Panel
Protect people can make to this @ ow Hocument Fans
Presentation = centati Edit properties in the Document
presentation. ) .
Panel above the presentation.
Advanced Properties
i “—| See more document properties
e Inspect Presentation

Figure 4.1. File tab with Info and Properties buttons
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3. Clickthe Summary tab.
4. Typethetitle, subject, author, and companyinthe text boxes.

Note: Use your division/department name for Author for easy identification of document owner.

Presentationl Properties @l&]

General | SUMMary | Statistics I Contents I Custaml

Title: PowerPoint 2013 Accessibility Reference Guide
Subject: Make PowerPoints accessibile

Author: CARD/TS|

Manager:

Company: |DEED

Figure 4.2. Summary dialog box

Layout

Many agencies are making accessible templates. Check with yoursupervisorto see if youragency already
has an accessible template to use. If not, follow these instructions:

Pickingagood layoutis one of the mostimportant aspects of creating an accessible document. Microsoft
has taken a lot of the guesswork out of that for you with a set of ready-made layouts. Each slide’s layout can
be differenttofitthe information presented. To access the layouts:

1. Onthe Home tab, select NewSlide inthe Slides group (Alt+H + 1).
2. Ifyoualreadyhave aslide and wantto change the layout, select Layout (Alt+H + L).
3. Choosethelayoutyouwantto use.

FILE HOME INSERT DESIGHM TRAMSITIOMNS ANIMATIONS
alla [ | Layout -

& =]

Office Th

Paste Mew oe neme

- [T S5 (I E————
Clipboard Ta i =

1 Title Slide Title and Content Section Header

Two Content Comparison Title Only

Figure 4.3. New Slide Layout menu
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Placeholders (and Text boxes)
Text boxes are notaccessible. Use Content Placeholdersin place of text boxes.

Use Placeholdersto addtext, pictures, charts, tables, smart art, media, and clip art. If you are makinga
template, the Content Placeholderaccepts any type of content.

To format a custom layout:

1. OntheViewtab, inthe Master Views group, click Slide Master (Alt+ W + M). The top slide onthe
left hand panelisthe masterslide forthe entire theme. Changes to this slide have a global effect.

HOME INSERT DESIGM TRANSITIONS ANIMATIONS SUDE SHOW REVI VIEW

EWY
= El EIE |—_£| Ruler E Q B Color

- ] ] } Gridlines ) == Grayscale
Mormal Outline Slide  MNotes Readingl|| Slide Handout Motes ) Motes | Zoom  Fitto
View Sorter Page \View || Master |Master Master Guides Window | mm Black and W
Presentation Views Master Views show IF] Zoom Color/Grayscd

Figure 4.4. Slide Master command

2. Chooseaslide fromthe panel onthe left-hand side of the screen you wish to add placeholders to.
Alternately, you canrightclick on a slide and click Duplicate Layout to create a completely new slide
(Ctrl + DwheninSlide MasterView).

3. Onthe Slide Master tab, in the Master Layout group, click Insert Placeholder and choose the
desiredstyle (Alt+M +A).

m SLIDE MASTER HOME IMSERT TRANSITION]

i — F
”_—I Ll | Title
] 'E Renarme =
Insert Slide Insert Maste Insert Eoolers

Master Layout -+ Preserve || 500 Placehalder -

Edit Master
Content

T Text

Picture

cocoogmooo
'

.......

...................................... @ Online Image

Figure 4.5. Insert Placeholder menu
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4. Clickyourmouse on the slide and dragto draw the placeholder(s).
5. Thetextin the “Text” placeholder may be changed.
6. To give the newformata name, right-click onthe thumbnail and select Rename Layout.
7. ClickClose onthe Slide Master
FILE J SLIDE MASTER | HOME INSERT TRAMSITIONS ANIMATIOMS REVIEW VIEW ACROBAT
— = ’E Delete _l - IEI Colors~ {_bj Background Styles - .
= : Title g
|Q GiRename | — [A]Fonts- [] Hide Background Graphics i B
Insert Slide Insert Master Insert ] Footers | Themes = Slide Close
Master Layout 3 Preserve Layout Placeholder = - [Ol Effects - Size~ | Master View
Edit Master Master Layout Edit Theme Background Pl Size Close
1 B
ol .CU'E
5 Copy Click to * Picture * Click to
0 Paste Options: .
: - o edit Master 1
2 0O Ul
E Inzert Slide Master MaSter Styles
! Insert Layout text styles . Secon
i Duplicate Layout &Second f level
i" Delete Lavout |EVEI « TH
E . ,EI Rename Layout SR * PICtU re o
: — @ Format Background... IEUEI

Figure 4.6. Rename Layout

Slide titles

Itisimportantto title all slides. Ascreenreaderusesthe titlesin the same way it uses headingsinaword
document. It allows the visually impaired userto scroll through the slides and jump directly to a specific

location.

Title slides:

1. Clickon thetitle placeholdertoselectit, and then enterthe title name.
2. Ifslide hasno title placeholder, openthe Slide Masterto add it (Alt+ M +E).

Sl Ide Tltles SLIDE MASTER HOME INSERT TRAMNSITION]
* All slides must have titles = | Title
* Screen readers use titles as a table of contents b Insert =i Rename Inserk T Footer
* Aids in navigation Layout Placeholder -
* Can be visible or hidden Edit Master Master Layout

Figure 4.7. Slide Title
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If you do not want the title to be visibleon the slide:

1. Onthe Home tab, select Arrange in the Drawing group (Alt+H +G).
2. Choose Selection Pane (Alt+F10).
3. Clickthe eyeiconnexttothe textbox.

LJ i Find
L] . Replace -
L] Arrange
r - I [+ Select~
Order Objects Editing ™
Selection T
: Show All || Hide All |l
Group Objects -
Selection v
Content Placeholder 2 -
Title1 SEE Show All Hide All |||
Position Objects
[& Align ’ —lonteotBlacsboldacd

Title 1 —

E[b Selection Pane...

Figure 4.8. Arrange menu and Selection Pane dialog box

Alternative text

Just like making Word and Excel accessible, all images, graphs, charts, clip art, tables, audio and video files,
and embedded objects must have an alternate text associated with them. There is one exception; images
that are strictly decorative and impart no meaningto the content do not need alternate text. Theseinclude
things such as dividerlines, borders, and “fluff” images. The processis the same asin Word and Excel.

1. Right-clickthe objectand select Format Shape to openthe Format Shape panel.

2. Openthe Size & Properties panel,and choose Alt Text (Alt+JP+ O, F6 if not automaticallyinthe
Format Picture Panel).

3. Write a good description of the objectin the Descriptiontext box and then click Close.

Format Shape v X
----- SHAPE OPTIONS | TEXT OPTIONS
‘B Paste Options: ¢ 1 1
— S O s
0l
L I SIZE
Exit Edit Text
...... A Font. I POSITION
S5 Paragraph.. I TEXT BOX
1= Bullets » 4 ALTTEXT
25 MNumbering 3 Title
FD Convert to SmartArt ¥ s
Description
% Hyperlink...
Synonyms 4
By Transhte Alt Text Here
A Forrat Text Effects...
{zl Format Shape... |

Figure 4.9. Alt Text dialog box
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Tables

Insert a Table

1. Onthelnserttab, clickthe Table button (Alt+ N+ T).
2. SelectInsertTable(l).

3. Enterthe numberof columnsandrows you want, choose the AutoFit behavior, and click OK.

Note: The Draw Table tool (those handy little boxes) does not make an accessible table. You must use the
Insert Table command.

T HS 050 -
HOME INSERT DESIGM

D L | La Unline Pictured
[

= Screenshot -
Mew Table §Pictures s

Slicke ~ . = Photo Album

Slides Insert Table
I

SREEEEEEaE
e OOOOOOOOO0| [ et Table SiuigeS
m//N/n/

:DDDDDDDDDD Mumber of columns: |5 o
C2 | | o 2 =

Mumber of rows:
4. B} Insert Table... [

&l

oK ]’ Cancel ]

T Tr=w TabTE

___|
Figure 4.10 Insert a table

Column header

You must have clear column headers for easy navigation and providing context for the table’s information.
To add headers:

1. Clickanywhere onthe table toopen the Table Tools group with the Design and Layout tabs.
2. Inthe Table Style Options group, selectthe Header Row check box.

m H -G 1:? s PowerPaoint Accessibility - PowerPaoint TABLE TOOLS

HOME INSERT DESIGM TRAMNSITIONS ANIMATIONS SLIDE SHOW REVIEW | DESIGN LAYOUT

¥| Header Row First Column Py ey ————— ————— A& AJ A - - 7
Total Row Last Calurnn = —— — It EEEEE EEEEE - H - i_:'. ﬂ - 1 pt -

| Banded Rows Banded Columns —— B ===== ===== il B S?yl]l::skv & - E Pen Color -
Table 5tyle Options Table Styles WordArt Styles Draw Bo

Figure 4.11. Table Tools, Header Row checkbox

Formatting

The same best practices fortables applyin PowerPointasthey doin Word.

e Thereshould be noblankspaces. Screen readers usually skip them, makingitimpossible for the listener
to know which column the information belongsin. If there are blank cells, type the word “blank” in
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them. You can format the text color to match the background color. It won’t be visible to users, butthe
screenreaderreadsitout loud.
e Do not usetablesin place of columns. Use or make a layoutthat suits your needs.
Try not to merge or splitcells unless you absolutely need to. That quickly becomesvery confusing fora
listener. If you do merge orsplit cells, make sure the auditory information makes sense.
Do not use blank rows or columns as spacers. Adjust the line spacinginstead.
Use solid lines forborders. Ascreenreadermayinterpret dotted lines as a graphic.
Make sure information makes sensewhen read left to right, top to bottom.
Testthe table forusability:
a. Clickon the firstcell.

b. Usingthe Tab key, go through the table ensuring the information would make sensetoa
auditory user.

Hyperlinks

People usually print out PowerPoint presentations for note taking purposes. Because of this, we recommend
that hyperlinks be set up using descriptive text, followed by the URL in parentheses. People can link directly
to the site usingthe electronicdocument, orcan manually type in the URL from the printed document.

Example: Go to the Minnesota State Government website (www.mn.gov) for more information.

1. Clickon thesslide atthe location you wantto insertyour hyperlink.
2. Onthelnsert tab, select Hyperlink (Ctrl+k) in the Links group. The Hyperlink dialog box opens.
3. Typethe descriptive name inthe Textto display box.
4. Typethefull URLin the Address box.
5. Adda ScreenTip.
a. Click ScreenTip.
b. Typethetextinthe ScreenTip textbox.
6. Click OK.
ME | | INSERT || DESIGN  TRANSITIONS — ANIMATIONS  SLIDESHOW  REVIEW  VIEW  ACROBAT FORMA]
[ & Online Pictures | &) Shapes - Ry 1 p B Q )
g 5 = | - 30 e e R LR
. &4 Screenshot ~ ] SmartArt - . (=] .
Pictures Apps | Hyperlink fction | Comment | Text Header WordArt Symbols | Media
= Photo Album - | 1/l Chart - Box &Footer - L1 - o
Images Illustrations Links Comments Text
Minnesota State Government Website (www.mn.gov)
Edit Hyperlink P =
Link to: Text to display: Minnesota State Government Website
it Look in: . MSIS&t 4 e ST |- B ] |
Existing File
or Web Page ) Imag | screenTip text: gokmark...
S—— Current
Folder
Place in This oK l [ Cancel
Document Browsed
Pages
Crea;ii:?ﬂew — [ PowerPoint Accessibility
Document Files
Address: http: /. mn.gow/ E
E-mail
Address
’ QK ] ’ Cancel ]

Figure 4.12. Insert Hyperlink dialog box
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Reading order

Screenreaders may not read the informationinthe intended order. You can check the orderand rearrange
it to suityourneeds.

1. Onthe Home tab, select Arrange in the Drawing group and then click on Selection Pane (Alt+F10).
2. Theobjectsontheslide are readinthe ordertheyappearon the pane from bottom to top (the first

objectat the top of the listisactually the last objectread).
3. Tochange the readingorder, highlight the section you wish to move and click the up or down

arrows.

L] |'_;, <2 Shape Fill - % Find

o p—
N "1 '—T_'Shapeﬂutlinev 3. Replace ~
Arrange |Quick
S tyles - C? Shape Effects~ | | Select~

Order Objects F Editing A

| 9, Bring to Front

Selection v X

D% Send to Back
Show All || Hide All || & ||+

.1 Bring Forward

O Send Backward Picture Placeholder11 <~

Group Objects Picture Placeholder10 <&~
Content Placeholder7 <
Content Placeholder5 <
Title & 5

Position Objects

& Align » .

N . 1st item

E[‘& Selection Pane... read

Figure 4.13. Selection Pane dialog box

Color

Colorcan add a lot to your PowerPoint presentation. But keep in mind those users who have low vision,
colorblindness, orwishto printyourslidesin blackand white. Here are some basicguidelines forincluding
colorin your presentation.

e Keepthe contrastbetweentext, images, and background high.

e Do not usered, orange, or green fortext

e Whenusinggraphs, use texture and/or high contrast colors. Follow this up with good Alt Text.
e Highlighttextwitharrowsorcirclesinstead of using color.
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Check how your presentation looks when printed in black and white.

1. OntheViewtab, selectthe Grayscale button in the Color/Grayscale region (Alt+W + O).

SLIDE SHOW REVIEW VIEW ACROBAT

3 Q “lil' . Color DE E

— mm Grayscale
ez | Zoom  Fitto Mew

Window | mm Black and White | \window B

P Zoom ColorfGrayscale

| Grayscale

View this presentation in grayscale,
and customize how the colars are

! translated into grayscale.

Figure 4.14. View tab and Grayscale button

2. Clickon anelementyouwishtoview, andthenselect Grayscale inthe selection paneltosee how

your slide looks (Alt+B + G).
3. ClickBack To Color View when finished (Alt+B + C).

GRAYSCALE HOME INSERT DESIGM
L1 ]
== -

Change Selected Object

TRAMSITIONS

AMNIMATIONS

Automatic Grayscale Light  Inwverse Gray with Blackwith  Black with Black White Don't
Grayscale Grayscale White Fill Grayscale Fill White Fill

Show

SLIDE SH

Back To
Colar View

Close

Figure 4.15. Grayscale and Back to Color View buttons

Note, before printing color presentations in grayscale, use print preview to make sure all elements are
visible. You may have to change the propertiesto getthemto print properly.
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Outline and notes panels

There are two panelsthat can be very useful forthe author, the Outline panel and the Notes panel.

o The Outline panelis inthe Presentation Views group onthe Viewtab (Alt+ W + PO). Clickit to
bring up the full text outline of your PowerPoint presentation. This panel makesitvery easy to
check:

o Eachslide hasa unique and meaningful title.
o Theslidesareinthe properorder.
o Thetexton eachslideisinthe properorder.

o The Notes panel (Ctrl _+ Shift + H) is used to add information that does not show up on the slides. In
addition, any information here is notrecognized by most screen readers. Do not putinformation for
the end-userinthe notes panel. Thisis only used forthe authoror presenter of the PowerPoint.

Example:anote to discuss a specificevent related to that particularslide’s topic.

HOME INSERT DESIGM TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW

ﬁ‘ I’_j Ruler IE O\ B color

i ] ] Gridlines ) == Grayscale
Slide Motes Reading | Slide Handout Motes ] MNotes | Zoom Fitto
Sorter Page  View Master Master Master Guides Window | mm Blackand W
Presentation Views Master Views Show P Zoom Color/Grayscal

1 PowerPoint Accessibility

2 Slide Titles

= All slides must have titles Cl'Ck to add trtle

= Screen readers use titles as
a table of contents

= Aids In navigation .
= Can be visible or hidden * Click to add text

3  Images

4 Hyperlinks
1| Minnesota State Government
Website (www.mn.gov)

507 |

Click to add notes

Figure 4.16. Outline and Notes panels

Audio and video

All audioandvideofiles should have alternate means of accessinginformation inthe form of closed
captioning and transcripts. In addition, video files must have fullyaccessible player controls.
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Accessibility checker

Microsoft has a built-in Accessibility Checker similarto Word and Excel. Check forissues afterfinishing the
presentation.

1. OntheFiletab,selectInfo(Alt+F +1).
2. SelectCheckfor Issuesand then select Check Accessibility (1).

The Accessibility CheckerInspection Results panel opens up along with your presentation.

9} Inspect Presentation
Before publishing this file, be aware that it contains

Check for B Docurnent properties, author's name and cropped out image
Issues~ data

es are unable to read
—@ Inspect Document

= Check the presentation for hidden properties
or personal information.

F Check Accessibility

@ Check the presentation for content that people
with disabilities might find difficult to read.

EE Check Compatibility

Check for features not supported by earlier
versions of PowerPoint.

Figure 4.17. Check Ac?essibility

3. Thereare threelevels of alerts:
e Errors: Fixall errors to make your contentaccessible for AT users (exception: tables do not
need alttext;ignore thiserror).
e Warnings: Thisis contentthat may pose a problem for people with disabilities to access or
understand. You may or may not need to fix these.
e Tips: Offers tips on how to make that area betterorganized or more user-friendly.
4. Clickeachitem.Thereisan Additional Information panel below that explainsthe problem and how to
fixit.

Accessibility Checker ¥ *
Inspection Results

ERRORS
4 Missing Alt Text
Cantent Placeholder 3 (Slide 3)
Cantent Placeholder 8 (Slide 5)
I» Mo Header Row Specified (1)
I+ Missing 5lide Title (1)

Additional Information v
Why Fixe:
Alternate text helps readers

understand information presented in
pictures and other objects.

How To Fioc

Select and fix each issue listed above to
make this document accessible for
people with disabilities.

Figure 4.18. Inspection Results
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Protect your presentation

If you are publishingyourdocumentonthe internet, protectitfrom unwanted edits (forinternal
documents, you may wish to skip this step). There are several levels of protection. The level you choose
dependsonwhetherthe document needs furthereditingoris complete.

1. OntheFiletab, select Protect Document (Alt+F+I+P).
2. Choosethetype of protectionyou want.
3. Follow promptsforthe level of protection you desire.

Protect Presentation

,4’ Control what types of changes people can make to this presentation,
Protect

Presentation =

D Mark as Final
E Let readers know the presentation is
final and make it read-only.

Encrypt with Password

} Require a password to open this
presentation.

D Restrict Access
& Grant people access while removing 4
their ability to edit, copy, or print.

D Add a Digital Signature

E Ensure the integrity of the presentation

by adding an invisible digital signature.

Create PDF

If you do not have Adobe Acrobat Pro, give your PowerPoint documentto someonewho does. Acrobat Pro
isa superior conversion program.

If you have Adobe Acrobat Pro, there are multiple ways of savinga “.pptx” as a “.pdf”, butonly two of them
create accessible documents. Do NOT use Save As and choose PDF (*.pdf). This does not produce an

accessible document.

There are two ways of savinga valid accessible PDF.

Create PDF, Method 1 (preferred method)

1. Openthe Acrobat tab. Select Preferences.
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HOME  IMSERT  DESIGM  TRAMSITIOMS — AMIMATIONS — SLIDE SHOW

=[] == = ]
- - ) =

) ¥ % = L

Create Preferences Create and Create and Create PDF and Embed

PDF Attach to Email Send For Review Run Action - Flash
Create Adobe PDF  JCreate and Email | Review And Comment | Create and Run Action | Flash

ACROBAT

Figure 4.19. Acrobat tab

2. Onthe Settingstab, ensure these boxes are checked:
e Create Bookmarks
e Add Links
Enable Accessibility and Reflow with tagged Adobe PDF.
o Convert Multimedia
o Preserve Slide Transitions

= Acrobat PDFMaker -
Settings | Security

POFMaker Settings
Conversion Settings: [Standard w7

@ |ge these settings to create Adobe PDF documents suitable for reliable viewing -

and printing of business documents. Created POF documents can be opened with =

View Adobe PDF result
Prompt for Adobe PDF file name
[¥] Convert Document Information Advanced Settings ..

POF/A Compliance: | None -

Application Settings
_|:| Attach source file
Create Bookmarks
Add Links
Enable Accessibilty and Reflow with tagged Adobe POF
Convert Multimedia
Preserve Slide Transitions
_|:| Convert hidden slides to PDF pages
[] Convert Speaker Notes

|| [ Restore Defauts | OK || Cancel || Hel

Figure 4.20. Acrobat PDF Maker Settings

3. Onthe Securitytab, ensure box labeled Enable text access for screenreader devices for the

visuallyimpairedis checked.

Note: This boxis grayed out but should be checked. Ifitisn’t, check “Restore Defaults and then click OK.
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TR ==

Securty

Encryption Level:  128bit RC4 - Compatible with Acrobat 6.0 and later

Require a password to open the document

Crocument Open Pazswiord:

@ When set, a document password is required to open the document

Permissions

Restrict editing and printing of the document. A password will be required in order to
change these permission settings

Change Permizzions Pazsword; |

Printing Allowed: | High Resolution

Changes Allowed: |}-‘-n1,r except extracting of pages - |
[V] Enable copying of text, images, and other contents
[/] Enable text access for screen reader devices for the visually impaired
[] Enable plaintext metadata
|| Restore Defauits | oK || camesl || Hep

Figure 4.21. Acrobat PDF Maker Security tab

4, Click Create PDF.
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Create PDF, Method 2

1. SelectSave as Adobe PDF on the File tab.
2. Clickthe Options button.
3. Ensurethese optionsare checked:
e Convertdocument information
e Enable Accessibility and Reflow with tagged Adobe PDF
e Create Bookmarks
e Convert Multimedia
e Preserve Slide Transitions
4. Click OK, thenselect Save.

] Save Adobe POF Fle As

| —
{ o) | J <« Tsawyer Dmndeof”
G = ! = Acrobat PDFMaker S

Organize = Mew folder
FDF Options
- =l Recent Places & Mam
= I Convert document information I
) g ["|create PDF/A-1a: 2005 compliant file
U'i'_l"hra”es s Enable Accessibility and Reflow with tagged Adobe PDF
. j Documents Create Bookmarks
CJ" Music Convert Multimedia
=| Pictures Preserve Slide Transitions
E Videos || convert Speaker Motes
8 Computer slide Range
ave as Adob &, windows (C) © Al
PD = HO-CARD (W () Current Slide
= HQ- {umn Selected Slide(s)
. 5 data f\\mndeedc_ © slide(s) 1 1
5 Tsawyer (WVwmnnde
OK ] ’ Cancel ] I

-

e nie

N
2 File name: PowerPoint A=

Save as type | PDF files

Figure 4.22. Save as PDF Options

Afterconvertingthe documentinto a PDF, checkit foraccessibility. Properly created documents may still
have accessibility issues.

For help with PDF files, refertothe Adobe Xl Pro Accessibility Repair Workflow document:
(http://www.adobe.com/content/dam/Adobe/en/accessibility/products/acrobat/pdfs/acrobat-xi-pdf-
accessibility-repair-workflow.pdf).

Note: PDFs have someinherent problems with accessibility. Even when doing everything correct, they may
not be accessible forsome users. Check forand correct all errors.



http://www.adobe.com/content/dam/Adobe/en/accessibility/products/acrobat/pdfs/acrobat-xi-pdf-accessibility-repair-workflow.pdf
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Multimedia

There are best practices for making multimediafiles accessibleforall users, including those with vision,
hearing, motor, or cognitive disabilities. The following sections deal with the best practices, but not with
specifictypes of software necessary to carry it out. Speak with your supervisor about the appropriate
software foryourneeds.

General requirements

Ensure site can be navigated by keyboard.

Provide links to download sites forspecial applets or plug-ins to play multimedia.

Provide keyboard navigation forall media players (play, stop, volume, etc).

Do not interfere with accessibilty features of programs and site.

Do not override user-defined settings in the operating system.

Do not rely on color for direction. Must use alternate means of communication in addition to color.
Do not use an auto-play feature foraudiofiles on your web sites. Always have an On/Off button and
allow the userto make the choice to play the file or not.

Provide keyboard shortcuts in both audio and visual formats when giving instructions. Example: To
openthe Font Dialogbox, click on the Font Group launcher or press Ctrl+D.

Audio

Provide aword-for-word transcript of the audio file. This can eitherbe on the same page or as a link
to a textfile.

Provide description of background sounds/musicif it provides context and/or content.

Video and other multimedia

Provide synchronized open orclosed captioning forall files that contain speech or other auditory
information.

Provide synchronized audio equivalent of all visual information necessary forunderstanding the
content. Example: Voiceover explaining atask a personis carrying out.

Do not use any flashing, strobing, blinking, or flickering elements between rates of 2 Hz and 55 Hz
for anyvideo, whetherlive oranimated. This range can cause seizures, dizziness, and nausea, as well
as beingdistracting forusers with cognitive disabilities.

If you must use some of these elements onaweb page, you must place a warningonthe web page.
Provide aplay/stop button for media. Do not have itautomatically play when a person goes to the
site.
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6. Parts of the Ribbon:

The ribbonis the primary interface unitfor Microsoft Word 2013. These terms are used throughoutthe
manual:

e Button:anyiconon theribbon that can be clicked to performafunction

e Dialoglauncher:small box with arrow. Used to launch dialog boxes fora particular group.

e Group: setof buttonsthatbelonginthe same family. Example: Fontgroup

e Tabs: The buttons at the top of the ribbon that bring up different sets of related commands.

HOME INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW Ta bs
‘h B E:;}f e "fz -[R A [Aa- Rz is- e |EE AT ABBCE AaBbC
F'Ejte  FormatPanter | B I U ~aex. ' |A-¥ - A =E====- |8} =~ TNormal  No Spac
Clipboard a Font m : Paragraph M
Group Dialog Button
Launcher

Figure 7.1. Parts of the Ribbon
7. Glossary

Definitions

Hereis a list of some terms you may be unfamiliar with:
1x1 Box / 1x1 table: A table with only one column and one row. This isin place of a text box.

Accessible/accessibility: In terms of electronicinformation and websites, accessibility means individuals
with disabilities “have access to and use of information and datathat is comparable to that provided to
[those] who are notindividuals with disabilities” (http://www.access-board.gov/guidelines-and-
standards/communications-and-it/about-the-section-508-standards/section-508-standards).

Assistive Technology (AT): “...any item, piece of equipment, or product system, whether acquired
commercially, modified, or customized, thatis used to increase, maintain, orimprove functional capabilities
of individuals with disabilities” is the federal definition [20 U.S.C. Chapter 33, Section 1401 (25)]. This
includes various forms of technology that enables access to digital information such as screen readers,
specialized mouse devises, eye-tracking software, etc... A person may use two or more different
technologies atthe same time, such as one software that magnifies content on the computer monitor, and
anotherwhich reads out loud the text on the screen.

Format/Formatting: To change the look or feel of something, in this case, an electronicdocument.

e Format the textusingstyles
Example: Format Heading 1 text to Times New Roman, Size 20, Bold.

e Format the documentusingacombination of Headings, Paragraph lists, and Normal text to make it
easyto read and accessible to those with screenreaders.


http://www.access-board.gov/guidelines-and-standards/communications-and-it/about-the-section-508-standards/section-508-standards
http://www.access-board.gov/guidelines-and-standards/communications-and-it/about-the-section-508-standards/section-508-standards
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Plainlanguage: To communicate ina way that is easy forthe average layperson to understand. Thisincludes
not using specialized acronyms, terminology, orlanguage thatis exclusive to your position.

Style: A styleisa “set of formatting characteristics, such asfont name, size, color, paragraph alignmentand
spacing. Some stylesincludeborders and shading.” (http://office.microsoft.com/)

Text (call out) box: Text with a borderaround it to bring attention to the content.

Usability: “The extentto whichthe intended goals of use are achieved, the resources that have to be
expended to achieve the intended goals, and the extent to which the user finds the use of the product
acceptable.” (from 150 9241-11 https://www.iso.org/obp/ui/#iso:std:is0:9241:-11:ed-1:vl:enand
http://www.w3.0rg/2002/Talks/0104-usabilityprocess/slide3-0.html)

8. Resources:

http://mn.gov/mnit/images/Stnd State Accessibility.pdf

http://www.howto.gov/web-content

http://webaim.org/

http://www.adobe.com/accessibility/products/acrobat/training.html#11

http://www.section508.gov/

http://www.section508.va.gov/section508/support/terms/term at.html

http://www.section508.gov/sites/default/files/documents/The Social Security Administration Accessible
Document Authoring Guide 2.1.2.pdf

http://www.section508.gov/Section-508-0Of-The-Rehabilitation-Act

http://www.w3.org/

http://www.w3.org/standards/webdesign/accessibility

http://romeo.elsevier.com/accessibility checklist/

http://office.microsoft.com/en-us/word-help/creating-accessible-word-documents-HA101999993.aspx

https://www.revisor.mn.gov/statutes/

http://www.ehealth.va.gov/508/tutorials/pdf/13forms 1.asp

http://governor.state.tx.us/disabilities/accessibledocs/

http://www.freedomscientific.com/documentation/screen-readers.asp

https://www.access-board.gov/guidelines-and-standards/communications-and-it/about-the-section-508-
standards/section-508-standards

http://www.udlcenter.org/aboutudl/whatisudl

https://www.eeoc.gov/facts/adal7.html



http://office.microsoft.com/en-us/word-help/style-basics-in-word-HA010230882.aspx
https://www.iso.org/obp/ui/#iso:std:iso:9241:-11:ed-1:v1:en
http://www.w3.org/2002/Talks/0104-usabilityprocess/slide3-0.html
http://mn.gov/mnit/images/Stnd_State_Accessibility.pdf
http://www.howto.gov/web-content
http://webaim.org/
http://www.adobe.com/accessibility/products/acrobat/training.html#11
http://www.section508.gov/
http://www.section508.va.gov/section508/support/terms/term_at.html
http://www.section508.gov/sites/default/files/documents/The_Social_Security_Administration_Accessible_Document_Authoring_Guide_2.1.2.pdf
http://www.section508.gov/sites/default/files/documents/The_Social_Security_Administration_Accessible_Document_Authoring_Guide_2.1.2.pdf
http://www.section508.gov/Section-508-Of-The-Rehabilitation-Act
http://www.w3.org/
http://www.w3.org/standards/webdesign/accessibility
http://romeo.elsevier.com/accessibility_checklist/
http://office.microsoft.com/en-us/word-help/creating-accessible-word-documents-HA101999993.aspx
https://www.revisor.mn.gov/statutes/?id=16e.03
http://www.ehealth.va.gov/508/tutorials/pdf/13forms_1.asp
http://governor.state.tx.us/disabilities/accessibledocs/
http://www.freedomscientific.com/documentation/screen-readers.asp
https://www.access-board.gov/guidelines-and-standards/communications-and-it/about-the-section-508-standards/section-508-standards
https://www.access-board.gov/guidelines-and-standards/communications-and-it/about-the-section-508-standards/section-508-standards
http://www.udlcenter.org/aboutudl/whatisudl
https://www.eeoc.gov/facts/ada17.html
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9. Microsoft Word Styles

List Mumber 3
Macro Text
Mormal Indent
Placeholder Text
Signature

TOA Heading

List Mumber 4
Message Header
Mote Heading

Plain Text

Table of Authorities

List Number 5
Mormal (Web)
Page Mumber
Salutation
Table of Figures

Styles
Clear all I Mormal ’1Ti Default Paragraph Font a =
Mo Spacing T4 Heading 1 a4 Heading 2 Ta :
Heading 3 T4 Heading 4 Td Heading & Ta
Heading & T ehmativ e ki
il 14 Title T8 subtitle Ta
Subtle Emphasis @ Emphasis a Intense Emphasis a
Strong 4 CQuote T3 Intense Quote Ta
Subtle Reference @ Intense Reference @ Book Title a
List Paragraph T Caption T Bibliography T
ToC 1 T TOC2 1T TOC3 T
TOC 4 T T1OCS T TOCs T
s A o s -
TOC Heading T Balloon Text Ta Elock Text T
Body Text T8 BodyText2 Td Body Text3 Ta
Body Text First Indent T8 Body Text First Indent 2 Td Body Text Indent Ta
Body Text Indent 2 T8 Body Text Indent 3 Ta Closing Ta
Comment Reference a Comment Subject Ta Comment Text Ta
Date T84 Document Map Ta  E-mail Signature Ta A
Endnote Reference @ Endnote Text Ta Envelope Address T 13
Envelope Return T FollowedHyperlink a Footer Ta
Footnote Reference a Footnote Text T3 Header Ta
HTML Acronym a4 HTML Address Ta HTML Cite a
HTML Code a HTML Definition a HTML Keyboard a
HTML Preformatted T4 HTML Sample a HTML Typewriter a
HTML Variable a  Hyperlink a Index1 T
Index 2 M Index 3 T Index4 T
Index 5 M Indexd M Index? T
Index & T Index3 T Index Heading T
Line Mumber a List T Lst2 T
List 3 T Lista T Lists T
List Bullet T ListBullet 2 T ListBullet 3 T
List Bullet 4 T ListBulets T List Continue T
List Continue 2 T List Continue 3 T List Continue 4 T
List Continue 5 T List Mumber T List Number 2 T

T T T
Ta Ta T
T Ta a

a Ta Ta
Ta T T
T
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10. Checkan Existing Document for Accessibility

Microsoft Word

To check existing Microsoft Word documents for accessibility, the following elements should be in the
document. Fordetailsrelated toany of the issues listed below, referto the Minnesota State Accessible
Document Reference Guide. (Draft version currently residing on T:\Tamara)

1. DocumentProperties
a. Savedasa.docx
Title
Subject
Table of Contents
Language Preference
2. Textformatting
a. Headings made with Styles
b. Other“specialized” text made with Styles
3. Color
a. Good contrast
b. Notreliantoncolorto give direction
4. Images
a. Descriptive Alt Text
b. InLinewithtext
5. Graphs and charts
a. Good colorcontrast
b. AltText
6. Tables
a. Headerrow identified
b. Bookmarked
c. Uncheck “Allow Rows to Break across Pages”

®oo0 o

7. Hyperlinks
a. Unique, descriptive Text
b. ScreenTip

8. Textboxes/Callouts
a. Textboxesmade using 1x1 table
9. White Space
a. Columnsmade with columnsfeature, nottables
b. Tab settings usedforspacing
10. Does Document have all of the above elements?
Yes: Run Accessibility Checkerand repairanyissues
No: Update document to standards, then run Accessibility Checker. Repairerrors
11. SetRestrictions
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PDFs

DocumentScanned?

a. Run “Recognize Text” OCR
Properties

a. TitleandSubject

b. “Show DocumentTitle”

c. Llanguageset
Tags

a. Documenttagged?
b. Correct structure order?
c. Headings properlyidentified?
d. Artifactsremoved?
Tables
a. Headerrowsidentified
b. Cellsidentified properly
Images, Charts, and Graphs
a. AltText
Forms
a. Allfieldsnamed
b. Propertab order
Run Accessibility Full Check
a. Fixanyerrors/issues
Restrictions set
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11. Accessibility Quick Guide

Pull this section outto use as a quick guide when creating documents.

Microsoft Word 2013 Quick Check Guide

Use this Quick Check Guide to ensure you have followed all guidelines to make your document accessible for
individuals who use assisted technology. Referto the Minnesota State Accessible Document Reference
Guide forin-depthinstructions on making an accessible document.

New document properties:

Includes atitle, subject

Headers and Footers properly formatted

Table of Contentsinserted and updated properly
Language Preference set

Clear, concise, easy-to-understand language

Set Styles Including:

Style Set

Colorused properly

Columnsusedin place of multiple tabs
White Space properly formatted

Images, Graphs, and Charts:

In Line text wrap (images)
Descriptive alttags
Good contrasting colors and/or texture

Tables:

Made using ‘Insert Table’ command

Headerrowsand columnsidentified

Uncheck box labeled “Allow rows to break across pages”
Bookmarked (optional)

Have no blank cells

Solidlinesused

Tab order checked

No blank rows or columns used forspacing

4

Text Boxes:

No textboxesinyourdocument

Excel Tables

Made within Word, if possible
Sheettabs have titles
Headerrows and columnsidentified
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No blankcells

Good colorcontrast

Solidlines used

Tab order checked
Hyperlinks

Clear, unique descriptive name

ScreenTip

Importing information

Information broughtin using Text Only or Destination Theme/Style

Checking for accessibility
Accessibility checker used
Allissues fixed

Protecting your document

Used correct setting fordocument type

Convert to PDF

Use Adobe Acrobat Pro

Use propersettings

Run PDF Accessibility checker
Correct errorsin PDF

Saving as HTML

Correct file type
Use online checkerto ensure accessibility
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Microsoft Excel 2013 Quick Check Guide

Use this Quick Check Guide to ensure you have followed all guidelines to make your document accessible for
individuals who use assisted technology. Referto the Minnesota State Accessible Document Reference
Guide forin-depthinstructions on making an accessible document.

New Document properties:

Includestitle, subject, and company name
Authorisdivision name
Documentlanguage set

Clear, concise, easy-to-understand language

Sheet tabs

All sheetstitled
Allunused sheetsdeleted

Table

Full, descriptive name

Centered, cells mergedif necessary
Row and Column headers identified
No blankcells

End of worksheetlabeled

Good color contrast
Solidlinesused

Tab order checked

Format Cells and Text
Use Stylesto formatcells
Do not merge or splitcells (except fortitles and charts)

Images

Have alt text

Charts

Have alt text
High contrast colorsand/or textures used
Differentshapesforplotpoints used

Hyperlinks

Descriptive textor hyperlink displayed
ScreenTip added
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Content structuring

Title region defined

Data range names added

Printarea defined

Unused rows and columns hidden
Spelling checked
Commentsremoved and placedin cell
Navigationinstructionsadded

Check accessibility
Accessibility checker used
Allissues fixed

Protecting your document

Used correct setting fordocument type

Save as PDF

Use properversion of PDF (Adobe Acrobat Pro)
Use propersettings

Run PDF Accessibility checker

Correct any errors inthe PDF

Save as HTML

Use online checkerto ensure accessibility
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Microsoft PowerPoint 2013 Quick Check Guide

Use this Quick Check Guide to ensure you have followed all guidelines to make your document accessible for
individuals who use assisted technology. Referto the Minnesota State Accessible Document Reference
Guide forin-depthinstructions on making an accessible document.

New Document Properties

Title and subject

Author— division name

Good use of text size and contrast
Good use of whitespace

Slides

Slides titled

Good layout

New layouts made with Slide Master
High color contrast

No textboxes

Images, Graphs, Charts, Clip Art, Audio, Video, etc.
AltText

Tables

Used ‘Insert Table’ command
Headerrows and columnsidentified
Bookmarked

No blankcells

Solidlinesused

Tab order checked

Hyperlinks

Descriptive textor hyperlink displayed
ScreenTip added

Content Structuring

Readingorderchecked
High contrast colors used
Notes panelunused

Audio and Video

Alternative means of obtaining information used
Fully accessible player controls
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Accessibility Checker

Accessibility checker used
Allissues fixed

Protecting your document

Used correct setting fordocument type

Save as a PDF

Use properversion of PDF (Adobe Acrobat Pro)
Use propersettings

Run PDF Accessibility checker

Correct any errors inthe PDF

Multimedia

Use this Quick Check Guide to ensure you have followed all guidelines to make your document accessible for
individuals who use assisted technology. Referto the Minnesota State Accessible Document Reference
Guide forin-depthinstructions on makingan accessible document.

All Multimedia

Keyboard navigation for entire site
Keyboard navigation for multimedia players
Links for applets and plug-ins provided

No auto play of any media

Audio

Word-for-word transcript available
Alttag or longdesc of links

Video and other multimedia

Synchronized open orclosed captioning forall speech or otherauditory information
Visual information has synchronized audio equivalent
No flickering, strobing, blinking, or flashing elements between 2 Hz and 55 Hz
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