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Word 2010 Section 508 Accessibility Checklist

Word 2010 Section 508 Accessibility Checklist

Step 1. Perform manual tests

Use the checklist below to look for potential accessibility issues with your document
that cannot be detected automatically.

List Formatting

1 ) .
| 2 |
13 a)

cl i

Format lists so assistive technology users can easily navigate to a list, know

what type of list they are reading, and the level of an item within a list. Read
more about List Formatting, on page 9.

Complex Tables

Format data cells so they are associated with the correct table header. In
Word, screen readers cannot identify the column header of merged or split

cells. Therefore, convert the document to an accessible format. Read more
about Complex Tables (Merged/Split Cells), on page 15.
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Word 2010 Section 508 Accessibility Checklist

Language Settings

english
span;

russian
japanese

Set the correct language for passages of text. Screen readers pronounce
words based on language setting and if passages of text are set to a different
language than intended, screen readers will speak the passage with the
incorrect pronunciation. Read more about Language Settings, on page 18.

Document Properties

Include the document title and other information including author, subject, and
keywords in the document properties. Screen readers speak the file name
rather than title of the document if the title attribute is empty. Read more
about Document Properties, on page 23.

Color and Contrast

Make text readable and distinguishable from background colors, watermarks,
and background images. Also, ensure the content is readable when viewed in
High Contrast mode. Read more about Color and Contrast, on page 30.
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Word 2010 Section 508 Accessibility Checklist

Step 2. Run the Automated Accessibility Checker for additional tests

1. First, save the document in .docx format. If shown, “Maintain compatibility with
previous versions of Word” must be unchecked.
2. Second, start the Check for Accessibility.

Read more about Running the Automated Accessibility Checker, on page 42.

@

Unclear Hyperlink Text

Make hyperlink text meaningful, descriptive, and unique. Screen reader users
often call up a list of links in a document, and a long list of links called “click
here” does not provide enough information for them to know the link’s
destination or purpose. Read more about Unclear Hyperlink Text, on page 46.

Unstructured Document

AaBbCc AaBbCc

Heading 1 Heading 2

AgBbCc AaBbCe

Emphasis List lterm

AABBCC AaBbCc

Title Morma

Logically structure documents using heading styles so assistive technology
users can easily navigate the document. Read more about Unstructured
Document, on page 52.
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Word 2010 Section 508 Accessibility Checklist

Skipped Heading Level

<H1> |

| <H3}3
<HT>

Skipped heading levels give assistive technology users misleading document
structure and make navigation more difficult. Read more about Skipped
Heading Level, on page 58.

Repeated Blank Characters

s

Screen readers speak “blank” for carriage-return characters. Hearing the
word “blank” multiple times in a row disrupts reading flow. Read more about
Repeated Blank Characters, on page 64.

Objects Not Inline

Ran.

Objects that are not ‘inline’” with text, also called floating objects, are
impossible to access with the keyboard, and therefore cannot be read by
screen reader users. Read more about Object Not Inline, on page 74.
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Word 2010 Section 508 Accessibility Checklist

No Header Row Specified

===

Define table column headers so users of assistive technologies can associate
data cells with the proper header. Read more about No Header Row
Specified, on page 81.

Blank Table Rows or Columns

Remove blank table rows or columns. Formatting the look of a table by using
blank rows or columns make tables more difficult to understand and navigate
by screen reader users. Read more about Blank Table Rows or Columns, on

page 87.

Missing Alt Text: Tables

_k

N

N\

- Empty (E) —

Add titles or summaries to tables, so that users of assistive technologies can
comprehend the purpose and design of the table without going through the
entire table. Read more about Missing Alt Text (Tables), on page 94.
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Word 2010 Section 508 Accessibility Checklist

Missing Alt Text: Picture, Text Box, Other Elements

hdut -

text box t.— &
box text bak. | *

L [ Empty(® |

Add alternative text to all non-decorative images and other objects in the
document. Alternative text conveys information to readers who are unable to
see. Read more about Missing Alt Text (Picture, Text Box, Other elements),

on page 101.

Check Reading Order

This issue can be ignored. SSA discourages the use of tables for page
formatting because layout tables create many accessibility challenges. If you
must use tables for formatting/layout, convert the file to an accessible format
and preserve the proper reading order when remediating for accessibility.
Therefore, ignore this automated test.

Heading is Too Long

This issue can be ignored. You should avoid long headings, but this is not a
requirement of Section 508, and often unavoidable with government
documents. Use plain and concise language for headers and otherwise
ignore this test result.

Infrequent Headings

This issue can be ignored. It is safe to ignore this test; it is a redundant test
already covered by the ‘Unstructured Document’ test.

Merged or Split Cells

This issue can be ignored. Refer to “Complex Tables” section above, and
ignore this automated test result.

Using Image Watermark

This issue can be ignored. Perform this test manually, with reference to the
“Color and Contrast” section for guidance.
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List Formatting

List Formatting

——
s P —

—

==

1
a |
L — |
¢* % |
\ B -~ a___ \i
If t;)h - __*'
C ——
| w2
| -—
-

Page 9



List Formatting

Requirements for 508 Compliance
Programmatically identify bulleted, numbered, outline, and multi-level lists.

How to test
Have lists been programmatically identified?
To check whether lists are programmatically identified:

e Open the Reveal Formatting pane: SHIFT [+ F1 ..

e Select various list items in the document.
e Bulleted items
e Numbered items
e Outlined items (i.e., items with a hierarchy, such as 2.a.iv)
e If the list is programmatically set, the Reveal Formatting Pane will contain
information under the Bullets and Numbering heading.
Note: The setting may be Numbered, Bulleted, or Outline

How to fix
To set selected lines and paragraphs as list items:

e Select the text that is a list

Innocuous affection and attention procure
Head Pats

Ear Scratches

Kisses %

Obnoxious procurement methods

Festering

e Onthe Home Tab, in the Paragraph Group, use the desired settings, either:
e Bullets
e Numbering
e Multilevel Lists
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List Formatting

®
|
4
T
Il
4

N
QE
i

Paragraph

R A [ |

T =

== £-‘|’ T &aBhCeD
e R TrHormal | T

Innocuous affection and attention procu

Head Pats

*  Ear Scratches

»  [jzses

Obnoxious procurement methods

Pestering

Note: Plain bullets and numbers are
and numbers.

more accessible than pictographic/fancy' bullets

Note: Sub-list can be created programmatically: On the Home Tab, in the Paragraph

Group, select Increase Indent.
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List Formatting

- i‘al'
: &aBhCele | &3
~ ﬁ ~ T Marmal THa

Paragraph u

Innocuous affection and attention procur

* HeadPats
*  Ear Scratches

*  Ljsses

Obnoxious procurement methods

*  Festering
o Mosing

o Staring

o Whimpering

* lumping

rkin

Note: Styles can be used to to set up and control bulleted and numbered lists.
However, it is not possible to control Multilevel lists with Styles. Multilevel lists can
only be controlled from the Home Tab, Paragraph Group).

o
I

4
o
[11

]

= b= - P
= = {E} HHH

Paragraph =
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List Formatting

Examples
Correct:
External Link: Correct Example List Formatting in Word

(http://www.socialsecurity.gov/accessibility/checklists/docs/ListFormatting eq correct

.doc)

* —+ EarScratchesq

&+ Kissesh

= Obnoxious-procurement-methodsf

& - Pesteringd
o—+ Mosingq]
o+ Staring]
o—+ Whimperingq

®— Jumpingy

Incorrect:
External Link: Wrong Example List Formatting in Word

|Revea| Farmatting - X

b1

Selected texnt

Staring

Compare to another selection

Formatting of selected text

[E[H Sli |a
/ HBullets and Numbering_ |’
M |List:
Bulleted
Level: 2
Aligned at: 0.75"
Indent at: 1"

Section |

(http://www.socialsecurity.gov/accessibility/checklists/docs/ListFormatting eg incorre

ct.doc)

" Innocuous-affection-and-attention- procurement-methods”

-+ -HeadPatsq)
-+ -EarScratchesq

=+ -Kiszesf]

» Obnoxious-procurement-methodsq

-+ -Festering]

- -+ “Mosingf] No Bullets and
= TR Numbering Sectior_i in

the Reveal Formatting
- -+ *Whimpering® Pane (which is incorrect)

=+ -Jumpingl

-+ -Barkingf]

| Reveal Formatting X

“ | selected text

* Staring

[ Compare ko another selection

Formatting of selected text

[H Font -

Bont: 0
(Default) Calibri —
11pt

Lanquage:
English (LU.5.)

E Paragraph
Aligrinent:
Left
Indentation:
Left: 0"
Right: 0"
Spacing:
Before: Opt
After: 10 pt
Line spacing: Multiple 1.15 i

= Section
Margins:

Lefk: 1"
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Complex Tables (Merged/Split Cells)

Rationale

Programmatically identify bulleted, numbered, outline, and multi-level lists.
Lists that are programmatically formatted allow users of assistive technology to easily
navigate through and out of list content.

Legal References

508 references:
1194.21(a); 1194.21(d); 1194.31(a); 1194.31(b).

WCAG references:
4.1.2;3.2.4.

Jump to All Word Requirements, page 108.
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Complex Tables (Merged/Split Cells)

Complex Tables (Merged/Split Cells)
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Complex Tables (Merged/Split Cells)

Requirements for 508 Compliance
Ensure data cells are associated with the correct header cells.

How to test
Check for merged or split cells. If used, convert to an accessible format.

To check for merged or split cells in data tables:
e To look for the presence of merged or split cells, visually inspect the
document.
e If Merged or Split Cells are used, convert the file to a PDF for reading.
Note: Because merged and split cells are inherently inaccessible in MS Word, this
check must be completed visually.

How to fix
If merged or split cells are used in the document, this requirement is applicable.

Note: It is not possible to programmatically associate merged or split data cells with
their associated data headers. The MS Word format does not support this capability.

¢ Fix any other accessibility issues with this MS Word document.
e Convert the document to an accessible format for distribution.
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Complex Tables (Merged/Sp

lit Cells)

immediately if we aretohave a successful 4th Quarterand meet our projections.

Table 1: Actual Treat Consumption (3rd Quarter)

Others
Tahle scraps (22)

Rawhide
Rawhide banes (29)

Meaty Snacks
Real meat leftovers (4)

Dry Biscuits

Dental bone biscuits

Rawhidg Low guality 'meat food pred hites Grass (2]
Rawhide flat S_'p"t cells are not accessible Cat food Cat food
in MS Word. Convert the file {stolen) | (discarded)

to an accessible format (1) (2)

Table 2: Projected Treat Consumption {3th ELL
___-_----_
(’:;u::?irahiliw Low Desirability D
Ravehida Meaty Snacks Nthops——""
LowVYolume Rawhide bones bone Grass(5)
(23] (1m
HighVolume Rawhide sticks flavared | Table scraps (30)
(80)

Milk bone biscuits | Cat food (stolen)

%

Jeefy sticks (80 30) (10}
38U 130 A
Tutals( o5 —
___._--...—

From this point onwe will be addingnew volume categoriesformanaging ourtreat acquisition
ble 2 abgve)|

Examples
Not Applicable.

Rationale

Ensure data cells are associated with the correct header cells.

Complex tables may require additional header labeling to maintain the correct
relationship for cells and headers. Merged and split cells can confuse the
programmatic associations between data cells and their intended table headers.
Legal References

508 references:
1194.22(g); 1194.22(h); 1194.31(a); 1194.31(b).

WCAG references:
1.3.1-H51.

Jump to All Word Requirements, page 108.
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Language Settings

Language Settings

english
spani

russian
japanese
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Language Settings

Requirements for 508 Compliance

Set the appropriate language for passages and phrases that use a language
other than the document default. Exceptions: proper names, technical terms,
or foreign words that have become part of the vernacular.

How to test
Is the main language set, and are language changes set for the document?
To examine the languages in the document:

e Open the Reveal Formatting pane: | SHIFT [+ F1]..

e Select various places in the document where the default (main) language and
other languages are used. Does the correct language show in the language area
in the Formatting Pane?

Note: Each text element should have only one language assigned. Multiple

overlapping languages are usually the result of the document’s original author setting

multiple languages for editing in their MS Office environment. To resolve this, one
main editing language should be set when authoring original documents.

How to fix
To set the language for an individual passage or phrase:

e Select the region of text that differs to the main body of text

HCice o€ fhr deputy Commyssitier

Departamento de adquisicién para
atencidn y afecto,
Oficina del Comisionado Adjunto

Division Annual Report Division para el informe

. ) anual
This year has seen many changes in
our procurement process.We have Este afio ha presentado muchos
eliminated excess competition by firing cambios en nuestro proceso para
all of the unhappy dogs. We have obtener contratos. Hemos eliminado la
streamlined the process by channeling competencia al despedir todos los
over 30% of the affection towards yours perros gque estaban infelices. Hemos
truly. This is excellent progress for our simplificado el proceso mediante el
division. traslado de mas de noventa por ciento

del afectohacia mi, su servidor. Esto
significa un excelente progreso para
nuestra division.

Y e VA WP NI W W WP Vo I S P N W

Page 19



Language Settings

¢ On the Review Tab, in the Language Group, select Language, then Set Proofing
Language.

Insert Page Layout References hailings Fewiews ey

a% ' == \j 2 Delete = fj Final: Showe Markup
& = =
L = Previous = 2 show Markup ~
Translate |Language M ety Track

- | Comment T Mesxdt Changes = [B] Reviewing Pane ~
Lang & Set Proofing Language.., Tracking

-

Language Preferences...

e The Language dialog box opens.

P

" Spanish (Mexica)
& Spanish {Micaragua) -

s

\‘é& Mark selected text as:
{g ’{:?’Spanish {Dominican Republic) -
‘é‘ & Spanish {(Ecuador)
x & Spanish (El Salvadar)

9‘,‘ ¥ Spanish {Guatemala)

4 & Spanish {Honduras)
o€6ice o {he Spanish (International Sork) [

del afecto hacia mi, su servidor. Esto
significa un excelente progreso para
nuestra division.

W i e A VPN W NPV Vo PRI NI Ve W

e Choose English (U.S.), or Spanish (International Sort), or other language as
appropriate.

Note: The method described above is used to set the language for an individual

paragraph. This method can be used to set multiple paragraphs, sections, or even

the whole document. However, better results and ‘cleaner’ formatting can be

achieved by (1) Adjusting language settings for individual styles; and (2) Setting your

editing/proofing language to that of the main text in your document.

Departan
Oficing 4 The speller and other proofing tools automatically use
1 dictionaries of the selected language, if available.
["] Do not check spelling or grammar

Division Annual Report Division [V Detect language automatically
This year has seen many changes in anual
our procurement process.We have Este afio geb.bs Defauk [ 2. ] [ Sancel ]
eliminated excess competition by firing cambios gmm
all of the unhappy dogs. We have obtener contratos. Hemos eliminado la
streamlined the process by channeling competencia al despedir todos los
over 30% of the affection towards yours perros gue estaban infelices. Hemos
1r}1l_y: This is excellent progress for our simplificado el proceso mediante el
division. traslado de mas de noventa por ciento
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Language Settings

Examples
Correct:

External Link: Correct Example Language Settings in Word

(http://www.socialsecurity.gov/accessibility/checklists/docs/LangSetting eg correct.d

0CX)

X_.-

HEEkiCR 26 THe depufy Commissioier

.Division‘AnnualReporty

This year has-seen-many changes-in-
our-procurement: process.-Yve-have:
eliminated-excess competition-ty-firing-
all of the unhappy- dogs. We have:
streamlined-the process by channeling

over 90%-of the-affection-towards yours-

truly - This-is-excellent- progress-for-our
division 1

Colurnn Break

-

L]

Departamento: de-adquisicion: para:
atencion-y-afecto.+

Oficina - del-Comisionado. Adjuntof

T

Divisionpara-<l-informe:
anualy

.. Section Break (Continuous).

Este-afio-ha-presentado muchos:
cambios-en-nuestro- proceso-para:
abtener contratos - Hemos-eliminada-la
competencia-al despedirtodos-los
perros gue estaban-infelices - Hemos:
simplificado el proceso mediante el
traslado-de mas de noventa- por ciento
del-afecto-hacia-mi - su-servidor. Esto
significa-un- excelente- progreso-para

nuestra: division Y.Section Break {Continuous) s

s

Reweal Formatting v X

Selected text

Division para e

Compare to another selection

Formatting of selected text
= Font

Font:
{Default) +Headings D
(werdana)

old
Language:

[ElParagraph
Paragraph Style:
Heading 1
Alignment
Left
Qutling Level:
Level 1
Indentation:
Left: 0"
Right: 0"
Spacing:
Before: O pt
After: 12 pt
Line spacing: single
Line and Page Breaks:
Keep with next

[H Section
Marqins:
Left: 1"

Section start: Continuous
Paper;

width: 8.5"

Height: 11"
Columns:

Numnber of colurmns: 2

PN ¥ o
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Language Settings

Incorrect:
External Link: Wrong Example Language Settings in Word

(http://www.socialsecurity.gov/accessibility/checklists/docs/LangSetting eq incorrect.

docx)

.DivisionsAAnnualReporty

This-year-has seen-many-changes-in-
aur procurement process . We-have-
eliminated excess competition-by firing:
all-of-the- unhappy - dogs. We-hawe:
streamlined-the-process by channeling
ower 90%-of the- affection- towards-yours
truly.- This-is-excellent- progress-for-our

éq,b’im“' Pracy,

& \‘??

9Ekice oF fie deputy Commissiorer

Departamento- de-adquisicidn: para-
atencion.y-afecto.«
Oficina: del Camisionadao: Adjuntof

Section Break (Conbinuous) .

Divisionpara-el-informe:-
anual9

Este-afio-ha presentado-muchos
cambios-en-nuestro- proceso-para

obtener contratos.-Hemos-eliminado-la:

competencia-al despedirtodos-los
perros-que-estaban-infelices - Hemos-

|» |51

division § simplificado-el-procesomediante-el:
ivision.
del-afecto-hacia-mi,-su-servidor -Esto
significa-un- excelents- progreso-para-
stra- dideion Ve..Sect opki

L PP Column Break. oo vt

Rationale

traslado-de mas-de noventa: por-ciento:

Selected text

Rewveal Formatting hd

Division para

e

[ Compare ta another selection

Formatting of selected text

[=I Font
Fork:
(Default) +Headings
(Werdana)

1
/ old
Lanquane:
\ English {U.5.}
cher Spacing:
Ketn &l Ft

[=l Paragraph
Faraoraph Style:
Heading 1
Alignment:
Left
Cutline Lewvel:
Level 1
Indentation:
Left: 0"
Right: 0"
Spacing:
Before: 0pt
After: 12 pt
Line spacing: single
Ling and Pane Breaks:
Keep with next

[=] Section
Margins:
Left: 1"
Right: 1"
Top: 1"
Batkom: 1"
Laryout:
Section skart: Continuous
Papet:

-~

&

Width: 8.5"

Height: 11"
Columns:

Mumber of columns: 2

38 Jog el

Set the appropriate language for passages and phrases that use a language
other than the document default. Exceptions: proper names, technical terms,

or foreign words that have become part of the vernacular.

Screen readers pronounce words according to the language specified, so if a
passage of text is in another language it will mispronounce the words in the passage.

Legal References

508 references:
1194.21(d); 1194.31(a); 1194.31(b).

WCAG references:
3.1.2.

Jump to All Word Requirements, page 108.
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Document Properties

Document Properties

Author:
Title:
Subject:

Keywords:
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Document Properties

Requirements for 508 Compliance

Set the document title attribute in the document properties.

How to test

Does the Title Metadata property match the document title?

To examine the title field:

e Open the Document Properties panel: On the File Tab, in the Info Sub-Tab,
Select Properties, then from the drop-down select Show Document Panel
e Examine the Title property. Does it match the document’s title?

How to fix
To set the Document Properties:

e Open the Document Properties (“Metadata”) Panel: On the File Tab, in the
Info Sub-Tab, Select Properties, then from the drop-down select Show

Document Panel

@“ = | LRP-DTP-2011-Final.docx - Microsoft Wiford
File Horne Insert Page Layout References Mailings Rewiew e
H Save . .
Information about LRP-DTP-2011-Final
Fu, Save A3
Ki\Document Guides\Mew Word Interfacetyord 20106EPL content pages ...

55 Open

| Close
- — Permissions
nfo ’Lea ;J Aryone can open, copy, and change any part of this

- document,

Recent

MNew

Print

Save & Send

Help

=] Options

B9 Exit

Pratect

Properties =

5 Show Document Panel
=
=) Edit properties in the Document

Document~
~ Prepare for Sharing
[ F23 Before sharing this file, be aware that it contains:
- Document properties and author's name
Check for
T — Headers

CY
F
gl ®

Manage
Wersiohs ©

Custorn XML data

Content that people with disabilities are unable to
read

Versions

1] There are no previous versions of this file.

Comments

Related Dates
Last Modified
Created

Last Printed

Related People
Author

Last Modified By

Related Documents

, Open File Location

Show All Properties

Panel above the document, L\\)

gl _Advanced Properties
B Showe the Properties dialog box,

Today, 1:54 PM
Today, 154 P

459901
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Document Properties

The Document Properties Panel Opens

o Document Properties ¥ Lacation: C:\Users) 939901 DeskiopiLRP-DTP-2011-Final docx

Author: Title:
959901

Status;

Camments:

Subject: Kesmwords: Category:

* Required field X

»

m

Set the Title property to match the document’s title.

o Document Properties ¥ Location: C:iUsers) |'|,Deskt0p|LRP—DTP—2EIl1-Final.d0cx # Required field
Authar: Title: cubject: Keywords: Cateqgory:
The Agency Agency Report: Long-range pls Treats, Snacks, Chews, Ravhic
Skatus:
Final
Camments:
Includes an introduction from the director, Pastel Bokken
lin
A gency Report Long-range plan for dog treat distribution 1 |
Agencv Report:
Long-range plan for dog treat distribution
An introduction from the director -
a " - Z pene ; .

Set other relevant attributes and information fields as needed (author,
keywords etc.).
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Document Properties

Note: If the Document Properties Panel only shows the title field, it is because the
document is stored on a server. In this case, open the regular properties from the
drop-down menu at the top of the panel. Updating the regular properties will also

update the server file once it is saved/uploaded.

o Diocument Properties - Sery Location:  C:\Usersi490593\ Documents! SharePoint Drafts\Document Properties s Required field X

Title:

]

\ Agency Report:
Long-range plan for dog treat distribution

o Document Properties - Server ™ ‘

Tith |+ Document Properties - Server

Docurnent Properties I}
E B Advanced Properties...
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Document Properties

Examples
Correct:

External Link: Correct Example Document Properties in Word
(http://www.socialsecurity.gov/accessibility/checklists/docs/DocumentProperties eq

correct.docx)

o Diocument Properties * Location:  C:iUsers) \Deskkop LRP-DTP-201 1-Final docx # Required field X
Author: Title: Subject: Keywords: Category:
The Agency Agency FRepart: Long-range pls Treats, Snacks, Chews, Rawhic
Skatus:
Final
Camments:
Includes an introduction from the director, Pastel Bosken
lin
A gency Feport Long-range plan for dog treat distribution 1 Py
Agencv Report:
Long-range plan for dog treat distribution
An introduction from the director M
n T P z . o ; .
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Document Properties

Incorrect:

External Link: Wrong Example Document Properties in Word

(http://www.socialsecurity.gov/accessibility/checklists/docs/DocumentProperties eq i

ncorrect.docx)

Author:
959901

Skatus:

Comments;

ﬂ Document Properties =

Title:

Location:  K:\Document GuidesiMew Wword Interfaceiword 2010YEPL content pag # Reguired field X

Subject: Keywords:

Category:

Agency Report

Long-range plan for dog treat distribution

Agencv Report:
Long-range plan for dog treat distribution

An introduction from the director
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Color and Contrast

Rationale

Set the document title attribute in the document properties.

File names often contain abstract code that confuses users about the purpose of the
document. When a document is first opened, screen readers will convey the title
rather than the filename when a document title is set in the document properties.
Consider adding other document attributes that can assist users as well (author,
keywords, organization, etc.) . Match the text in the title attribute to the full title used
in the main body of the document.

Legal References

508 references:
1194.21(d); 1194.31(a); 1194.31(b).

WCAG references:
2.4.2.

Jump to All Word Requirements, page 108.
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Color and Contrast

Color and Contrast

There are 3 parts to examine:

e HIGH COLOR CONTRAST
e VISIBLE IN CONTRAST MODE
o TEXTUAL EQUIVALENT
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Color and Contrast

HIGH COLOR CONTRAST

Requirements for 508 Compliance

Use high color contrast (background to foreground contrast, watermark to
foreground contrast, etc.). The color contrast ratio between the background
and text should be at least 4.5:1.

How to test and fix

Have high contrast combinations been used?

To check contrast:
e Print the document in grayscale and/or turn down the color on the computer

monitor
¢ Examine items to ensure that there is sufficiently high contrast for elements, e.qg.:

Table headers (text versus background fill)

Text in foreground versus background colors or images
Text in images
Watermarks versus text in foreground (the watermark should not interfere with
the foreground text, as can happen when there is too little contrast)

e Note: this is a subjective test

: : —
Tall vl a

A message from the director

Guide Dogs have not been getting Action plan forymproving our
enough attention andfor affection lately. procurement mymbers in the coming
Itis tune that all service animals demand Rgcal year

aMew Deal At the request of the

-
—Pastel Bosken, Director, AAPD

comnissioner, [ deliver in this report my

& —

“da @

—
AA Ratings for the Agency: Current and Projected

Cuide Dogs have not been getting
enough attention andfor affection lately.
It1s time that all service ammals derdand fiscal vear.
a New Deal Atthe request ofthe
commissioner, I deliver in this report my

Draft v0.5a

A message from the director

achon plan for mproving our
procurement numbers in the coming

—Pastel Bosken, Director, AAPD

I ==y ===

A& Ratings for the Agency: Current and Projected

Page L of 15

Page 1 of 15
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Color and Contrast

Note: For this requirement, contrast is being measured in a subjective manner. To
have confidence that this requirement is being met, it may prove useful to show the

document to a number of people of different ages (contrast sensitivity decreases with

age) and visual capabilities. It also may be useful to examine the document under
different types of lighting condition (from well lit rooms down to low light situations).

Examples
Correct:

External Link: Correct Example HIGH COLOR CONTRAST in Word

(http://www.socialsecurity.gov/accessibility/checklists/docs/ColorAndContrastl eq co

rrect.docx)

G e depofy Commissesner

The New Deal

Guide Diogs have not heen getting
enough attention and/or affection lately.
It1s time that all service animals demand
aNew Deal Atthe requestofthe
comrmissioner, | deliver in this report my

Draft wll.5a

A message from the director

actionplan for mproving our
procurement numbers in the coming
fiscal year.

—Pastel Bosken, Diractor, AAFPD

Attention Affection
Current FY 23.6 12.7
Next FY 56.0 67.0

AA Ratings for the Agenry: Current and Projected

The New Deal: Highlights

Attention up 32.4 points

o Affectionup 54.3 points
Systemnatic attention & affection
mechanisms

* Improved walk cycles

® Introducion of Yappy Hour

Page 1 of 15

The New Deal

Draft wl.5a

A message from the director

Guide Dogs have not heen getting
enough attention and/or affection lately.
Ttis time that all service animals demand
aNew Deal Atthe request ofthe
commussioner, 1 deliver in this report my

~ [ eveutn [ tectan |

Current FY 236 12.7

action plan for improving our

fiscal year.

Next FY 56.0 67.0

AA Ratings for the Agency: Current and Projected

The New Deal: Highlights

Attentionup 32.4 points
Affectionup 54.3 points
Systematic attention & affection
mechanisms

e Improved walk cycles

e Introducion of Yappy Hour

procurement numbers in the coming

—Pastel Bosken, Director, AAFPD

Page 1 of 15
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Color and Contrast

Incorrect:

External Link: Wrong Example HIGH COLOR CONTRAST in Word
(http://www.socialsecurity.gov/accessibility/checklists/docs/ColorAndContrastl eq in

correct.docx)

Draft v0.5a Draft v0.5a
A message from the director A message from

Guide Dogs have not been getting action plan for improving our Guide Dogs have not heen getting
enough attention andfor affection lately. procurement numbers in the coming enough attention andfor affection lately. ent numbers n the coming
Itis titne that all serwice animals deraand fiscal year, It is timne that all service animals des
aMNew Deal Atthe request ofthe aNew Deal Atthe request ofthe

commissioner, I deliver in this report my —Pastel Bosken, Director, AAPD commissioner, I deliver in this report Bosken, Director, AAFD

&7.0

AA Ratings for the Agency: Current and Projected the Agency: Current and Projecied

Page 1 of 15 Pages 1 of 15
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Color and Contrast

Rationale

Use high color contrast (background to foreground contrast, watermark to
foreground contrast, etc.). The color contrast ratio between the background
and text should be at least 4.5:1.

Users with low vision and color blindness may have difficulty reading documents that
do not present sufficient contrast and color difference between background and
foreground elements.

Legal References

508 references:
1194.21(g); 1194.21(i); 1194.22(c); 1194.31(a); 1194.31(b).

WCAG references:
1.4.1 Use of Color; 1.4.3 Contrast (minimum); WCAG-AAA: 1.4.6 ; 1.4.8.

Jump to All Word Requirements, page 108.
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Color and Contrast

VISIBLE IN CONTRAST MODE

Requirements for 508 Compliance

Text, images, and non-decorative graphics (bullets, dividers, etc.) must be
visible when viewed in "High Contrast” mode.

How to test and fix
Are items visible in High Contrast Mode?

To ensure that text displays well in High Contrast Mode:
e When choosing font colors, use the Automatic setting. Text that is set to
Automatic will render properly in High Contrast mode.

—
' . Automatic

E LOlors

Standard Colors
| B | EEEEN

28 More Colors..,

To ensure that non-text elements display well in High Contrast Mode:
e Print out a copy of the document for comparison with the screen display
e Turn on High Contrast Mode: |Left Alt [+ Left Shift + Print Screen

Page 35



Color and Contrast

A message from the director

Guide Dogs have not been getting actiot plan for improving our
etough attention and/or affection lately procurement numbers in the coming
Ttis time that all serwice animals demand fiscal year

alew Deal Atthe request of the

commissioner, | deliver in this report oy —Pastel Boskan, Divectar, AAPD

Attention Affecm
Cwrrent FY 236 127 )
Next FY 56.0 67.0 A

Ratings for the Agency: Current and

e New Degl: Highlights
—

Atteation up 32.4 Points
Affectionup 54.3 pokats

Systematic attention &
¢tipn mechanisims

~Tew_Deal DRAFT v0.5a.docx @

gs have not been getting
Ttis ime that

commissicner, I d

Check that items are still easily visible, e.qg.:

Bullet characters

Graphics

Table borders

Information conveyed through color

Adjust color settings accordingly
Note: It may be necessary to switch between High Contrast and regular viewing
modes a number of times during this process.

A message from the director

action plan for improving our
on 1 ately. procurement numbers in the coming
a_mma.l drmand fiscal year.
Attl

in this 1cponm\ osken, Director, AAPD

Cf
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Color and Contrast

Examples
Correct:

External Link: Correct Example VISIBLE IN CONTRAST MODE in Word
(http://www.socialsecurity.gov/accessibility/checklists/docs/ColorAndContrast?2 eg co

rrect.docx)

166 € {on Sapofy Comprissiaser o66ica 16 fae depofy Commissivier

The New Deal The New Deal

Draft vl.5a Draft v0.5a
A message from the director A message from the director
Guide Dogs have not been getting action plan for improving our Guide Dogs have notb ting action plan for improving our
enough attention andfor affection lately. procurement mimbers in the comng enough attention and/or affection lately. procurement numbers in the coming
Ttis time that all serwice animals demand fiscal year. It is time that all service animals demand fiscal year.
aNew Deal Atthe request of the a New Deal. At the request of the
comrmissioner, [ deliver in this reportmy —Pastel Bosken, Diractor, AAPD commissicner, I del n this report my —Pastel Bosken, Director, AAPD

AA Ratings for the Agency: Current and Projected AA Ratings for the Agency: Current and Projected
The New Deal: Highlights The New Deal: Highlights
o Attentionup 32.4 points Attention up 32.4 points
o Affectionup 54.3 points Affection up 54.3 points
¢ Systematic attention & affection ystematic attention & affection
mechanisims mechanisms
® Improved walk cycles Improved walk cycles

o Introducion of Yappy Hour Introducion of Yappy

The_New_Deal_DRAFT v0.5a.docx Page 1 of 15 The_New_Deal DRAFT v0.5a.docx Pagel of 15
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Color and Contrast

Incorrect:

External Link: Wrong Example VISIBLE IN CONTRAST MODE in Word

(http://www.socialsecurity.gov/accessibility/checklists/docs/ColorAndContrast?2 eq in

correct.docx)

#6Gice o€ fie depoty Commissisner

Guide Dogs have not been getting
enough attention and/or affection lately
It1s time that all service animals demand
aNew Deal Atthe request ofthe
comraissioner, | deliver in this report my

Draft v0.5a

The New Deal

A message from the director

action plan for improving our

procurement numbers in the coming
fizcal year.

—Pastel Basken, Directar, AAPD

Attention Affection
Current FY 236 12.7
Next Fy 56.0 &7.0

b ]

A4 Ratings for the Agency: Current and Projected

The New Deal: Highlights

== Attentionup 32.4 points

== Affectionup 54.3 points

Systematic attention &
affectionmechanisms

== Tmproved walk cycles

== Introducionof Yappy Hour

The_MNewi_Deal_DRAFT v0.5a.docx

Page 1 of 15

A message from the director

Guide Dogs have not been getting action plan for improving our
enough attention and/or affection lately. procurement numbers in the coming
is ime that all i demand fiscal year.

—Pastel Bosken, Director, AAPD

The New Deal:
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Color and Contrast

Rationale

Text, images, and non-decorative graphics (bullets, dividers, etc.) must be
visible when viewed in "High Contrast” mode.

Users with low vision must be able to see the document content when displayed in
“High Contrast” mode.

Legal References

508 references:
1194.21(g); 1194.21(i); 1194.22(c); 1194.31(a); 1194.31(b).

WCAG references:
1.4.1 Use of Color; 1.4.3 Contrast (minimum); WCAG-AAA: 1.4.6 ; 1.4.8.

Jump to All Word Requirements, page 108.
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Color and Contrast

TEXTUAL EQUIVALENT
Requirements for 508 Compliance
Information conveyed through color must also be conveyed textually.

How to test and fix
Is information conveyed through color also be conveyed textually?

To examine information for color redundancy:

¢ |dentify elements where color is used to convey meaning, e.g.:
e Pie charts

Bar charts

Table data cells (text and background/fill)

Figures

Status (statements, indicators)

Instructions

Flowcharts

e Determine whether there is a text equivalent used to convey the same
information.

Status key: X = Completed; X = Ongoing; X = Mot started / In Preparation

Project status update: June 31st

 TreatAcquisition Requisition & Procurement X
o  Walking And Guiding to Snacks: X
+ Longitudinal Inventory Contral K-9 Systerm: X

e Add atext equivalent on or adjacent to the element that conveys the same
information.

Status Key: X = Completed; X = Cngoing; X = Mot started / In Preparation

Project status update: June 31st

« TreatAcquisition Requisition & Procurement: X (Completed)
« Walking And Guiding to Snacks: X (Cngoing)
» Longitudinal Inventory Cantrol K-9 System: X (Ongoing)

Note: Information conveyed in text may be placed in the alt-text, but it should not be
the only place that the text is shown. The information should be clearly visible at all
times for all users of the interface. Using alt-text attributes to “pop up” information
normally conveyed in color is inappropriate, because people who have color vision
problems are not required to have their interface set to show alt-text on mouse-over.
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Color and Contrast

Examples
Correct:

External Link: Correct Example TEXTUAL EQUIVALENT in Word
(http://www.socialsecurity.gov/accessibility/checklists/docs/ColorAndContrast3 eg co

rrect.docx)

Status Key: X = Completed; X = Ongoing; X = Mot started / In Preparation

Project status update: June 31st

* TreatAcquisition Requisition & Procurement: X (Completed)
« Walking And Guiding to Snacks: X (Cngoing)
« Longitudinal Inventory Control K-8 System: X (Cngoing)

Incorrect:

External Link: Wrong Example TEXTUAL EQUIVALENT in Word
(http://www.socialsecurity.gov/accessibility/checklists/docs/ColorAndContrast3 eq in

correct.docx)

Status Key: X = Completed; X = Ongoing; X = Mot started / In Preparation

Project status update: June 31st

+ TreatAcquisition Requisition & Procurement: X
« Walking And Guiding to Snacks: X
+ Longitudinal Inventory Caontral K-9 Systerm: X

Rationale

Information conveyed through color must also be conveyed textually.
Users who are blind, low vision, or color blind require alternatives for information
conveyed by color. In addition to static colors, this includes color used to indicate
dynamic changes in status, alerts, errors, etc.

Legal References

508 references:
1194.21(g); 1194.21(i); 1194.22(c); 1194.31(a); 1194.31(b).

WCAG references:
1.4.1 Use of Color; 1.4.3 Contrast (minimum); WCAG-AAA: 1.4.6 ; 1.4.8.

Jump to All Word Requirements, page 108.
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Running the Automated Accessibility Checker

Running the Automated Accessibility Checker
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Running the Automated Accessibility Checker

1. Save your document in the correct format

(A) Before using the checker, you need to save your document from within
Word 2010 in .docx format

(B) When you save your document, the option to “Maintain compatibility with
previous versions of Word” may be shown. If shown, make sure that it
remains unchecked.

@a intain
gompatibility with

previous versions of
Word

If you do not follow steps A and B above, the following error will show when
you try to run the checker:

Accessibility Checker b

Inspection Results

i, Unable to run the
= Accessibility Checker

Cannot check the current file
type for accessibility issues,

Note: If you must have a .doc file format (e.g., for policy reasons), save in the
.docx format first, run the checks, and then save the checked / fixed document
in the desired format).
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Running the Automated Accessibility Checker

2. Run the Accessibility Checker

(A) Select Check Accessibility from the File Tab: On the File Tab, in the Info
Sub-Tab, select Check for Issues, then select Check Accessibility from the

drop-down list.

Home Thsert Page Layout References Mailings Rewiew Wien
|l save .
Information about
Sawe As
5 Open
i Close o
- Permissions
t;j Anyone can open, copy, and change any part of this document,
Protect
Recent Document -
Mew
Prepare for Sharing

Print E Befare sharing this file, be aware that it contains:

- Document properties, document server properties and content type

Check for
Save & Send 1 infarmation
il Characters formatted as hidden text
Help ==, Inspect Docliment
'—g" Check the ument for hidden properties kes are unable to read
[ optians e TS
=& Check Accessibility

3 ext 7@ Check the document for content that peaple

with disabilities might find difficult to read,

Check for features not supported by earlier
wersions of ¥ard,

Properties -

Size

Pages

Wiords

Total Editing Time
Title

Tags

Comments

Related Dates
Last Madified

Created
Last Printed

Related People

Authar

Last Modified By

Related Documents

| Open File Lacation

Show Al Properties
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Running the Automated Accessibility Checker

(B) The Accessibility Checker Pane Opens.

Accessibility Checker v X

Inspection Results

'f Errors

[ Missing Al Text
Table
Picture 1
Picture 2
Picture 3
Picture 4
Table
Picture &
Picture &

[ Mo Header Rowe Specified

Selecting a

Table

checker item takes ||i wanings

= Unclear Hyperlink Text

you to that point in || remwesgenasonston.

’ httpitfann.agency, gov/DTDRY ..

the document — httpedfwanenagency, gov’DTOR .

httpiffnannn,agency. gow DTDR ..
[ Repeated Elank Characters
14 Characters
42 Characters
14 Characters
14 Characters
13 Characters
14 Characters

Quick instructions
are her ... .~y | Additionalinformation -

Why Fix:

Hyperlink text should provide a
clear description of the link
destination instead of providing
anly the URL,

| »

m

How To Fix:

aw More detailed To make the hypetlink text more 0

. . accessible

1) Select the link and click
InStrUCtlonS and Hypiflink oen Itrr]'uealrr':serctl'gah to
open the Edit Hyperlink dialog.

examples are T |6
linked to from your
checklist

Aepeaved Blank
Charncinmn

== -ﬁ “Blank” multighe times in a row disrupts readingllow, Read bose >

...ﬂ |
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Unclear Hyperlink Text

Unclear Hyperlink Text

4 i 1
.....
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Unclear Hyperlink Text

Requirements for 508 Compliance

Use meaningful plain language for links and/or user controls. The name must
describe the destination, function, and/or purpose of the user interface. Links
and controls that repeat the same name should provide a unique and specific

description for each.

How to test
Do links have functional target-specific destinations?

To examine the functional target of links:
e First, run the checker:
e To look for the presence of more than just a URL on links, Run the
accessibility checker: “Unclear Hyperlink Text”
e Second, examine links individually:
e Go through the links to verify that unique, plain-language target-specific
descriptions are given for each link.

Form fields:

To check if the document is a form / contains form elements:
e Examine the document for form fields, e.qg.:

Checkboxes

Radio Buttons

Combo boxes

Fillable text fields

e Interactive elements

Note: Word is an inappropriate format for electronic forms. If found, the document

needs to be in a different (accessible) format for reading.

How to fix
To provide a functional target-specific destination for links:
e Select the text that is (or is to be) the link.

ave been dog Biscuits. These tra
S in thanks. However, the tastie
piscuUits are our target. One of thi

e Open the context menu (right click)
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Unclear Hyperlink Text

Select Hyperlink
The Insert Hyperlink dialog box appears

Arial [Bo ~ 12

B I U=

Cut

Lopy

- A A E
hr . A~

Paste Options:

A

Font..

Paragraph...

Bullets

Mumbering

Shyles

Hypetlink...

Look Up

SN0y S

Transzlate

Additional Actions

Insert Hyperlink

Lirk. ka:

Existing File or
web Page

Place in This
Docurnent

Create Mew
Document

E-mail Address

Text ko display: |dog biscuits

7|

Destination in plain
English goes here

o) (=)

Look in: TSP -,
- Bookmark...
Current T
Browsed g
Fages
Recent
Files
Destination
Address: http: v, snackycakes-time. comy indez, cfm?Fusedction=db| web address

goes here

In the Text to Display field, enter the functional, target specific destination in plain

English.
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Unclear Hyperlink Text

Note: For documents that are also intended for printing, the link/URL can also be
appended at the back of the plain English name.

dog biscuits (http ey s nackycakes-time . comfindex.cim?fuseAction=db) .

Note: Links and controls that repeat the same name should provide a unique and
specific description for each.

Analysis of freat intake in FY 2009

e meaty

our target.

eEntage of real

to persuade the distributors of

. b
treats to 'up theafte’ from ndwmon.
Deal Plan (NOA]. (Click Here]]

Form fields:

This requirement is not applicable, as Word is an inappropriate format for electronic
forms.
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Unclear Hyperlink Text

Examples
Correct:

External Link: Correct Example Unclear Hyperlink Text in Word
(http://www.socialsecurity.gov/accessibility/checklists/docs/UnclearHyperlinkText eq

correct.docx)

Analysis of freat intake in FY 2009

The majority of treats in this year have been dog biscuits. These
treats are welcomed, and we wag our tails in thanks. However, the
tastier meaty snacks biscuits and real bones biscuits are our target.
One of the main goals for 2010 is, therefore, to increase the
percentage of real bones and meaty snacks. Ve must endeavor to
persuade the distributors of treats to 'up the ante’ from now on.
Details are given in Appendix L of the New Deal Plan (MDF).

Incorrect:

External Link: Wrong Example Unclear Hyperlink Text in Word
(http://www.socialsecurity.gov/accessibility/checklists/docs/UnclearHyperlinkText eq
incorrect.docx)

Analysis of freat intake in FY 2009

The majority of treats in this year have been dog biscuits
(http v shaclkycakes-time comiindex cim?fuseAction=db).

These ftreats are welcomed, and we wag our tails in thanks.
However, the tastier meaty snacks biscuits
(http v Snaclkycakes-time comdindex cim?fuseAction=msh)  and

real bones biscuits (hitpfhwnened snackycakes-
time.comfindex cim?fuseAction=rbb) are our target. One of the
main goals for 2010 is, therefore, to increase the percentage of real
bones and meaty snacks. Ve must endeavor to persuade the
distributors of treats to "up the ante’ from now on. Details are given
in Appendix L of the New Deal Plan (NDP). Click Here for the NDP ]

Page 50


http://www.socialsecurity.gov/accessibility/checklists/docs/UnclearHyperlinkText_eg_correct.docx
http://www.socialsecurity.gov/accessibility/checklists/docs/UnclearHyperlinkText_eg_correct.docx
http://www.socialsecurity.gov/accessibility/checklists/docs/UnclearHyperlinkText_eg_correct.docx
http://www.socialsecurity.gov/accessibility/checklists/docs/UnclearHyperlinkText_eg_incorrect.docx
http://www.socialsecurity.gov/accessibility/checklists/docs/UnclearHyperlinkText_eg_incorrect.docx
http://www.socialsecurity.gov/accessibility/checklists/docs/UnclearHyperlinkText_eg_incorrect.docx

Unstructured Document

Rationale

Use meaningful plain language for links and/or user controls. The name must
describe the destination, function, and/or purpose of the user interface. Links
and controls that repeat the same name should provide a unigue and specific
description for each.

Users need to know the unique target or function of an interface. Sometimes the
name or text of the link is sufficient and/or confusing. Users will need a unique name
for links and/or user controls that repeat the same name but serve different purposes
(i.e. when a link ‘Here’ appears multiple times give the link a unique description.)

Legal References

508 references:
1194.21(d); 1194.21(f); 1194.22(a); 1194.22(l); 1194.31(a); 1194.31(b); 1194.21(c).

WCAG references:
41.2:1.3.2:2.4.3.

Jump to All Word Requirements, page 108.
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Unstructured Document

Unstructured Document

AaBbCc ApBbCe

Heading 1 Heading 2

AaBbCc AaBbCc
Emphasis List Itermn

AABBCC AaBbCc

- Title Normal

Page 52



Unstructured Document

Requirements for 508 Compliance
Use programmatically discoverable headings to logically structure content.

How to test
Are heading styles used to logically divide and structure the document?

To check if heading styles have been used:

e To look for the presence of a headings styles, Run the accessibility checker:
“Unstructured Document” will show if headings are not set correctly on a long
document.

Note: The above check only works on documents of about 1200 words or more. If

headings are used on shorter documents, use the manual check described below.

To check that all headings are marked:

e Open the headings (navigation) pane: On the View Tab, in the Show Group,
Select Navigation Pane.

e The headings in the navigation page should be selectable to go to any heading in
the document.

e The hierarchy of the headings in the document should be indicated in the
Document Map.

How to fix

To set headings programmatically:

e In the document, select the text that is to be set as a heading.
MWWMMWW\MM

An-introduction-from-the-directory
In-this publication: I-outline my- Long-range- plan- for- dog-treat- distnbution: atthe Agency. - As-you
can-zee-from- the chart-below, - this- iz an-ambitious,- aggressive plan- that will' require- the-
cooperation: of all- Agency service: dogs. |

MW
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e Open the Styles Pane: CTRL + ALT + SHIFT {S|.

It is best to use built-in styles
named Heading 1, Heading 2 etc.

An-introduction-from-the-director9

puthne- my- Long-range: plan- for- dog treat distribution- at-the- Agency. - As you-
at-below, this 13- anambitious, aggressive: plan- that will require- the-
sency service dogs g

Use these controls to
manage which styles
display in the Styles Pane,
and how they are shown.

HEADING 1
HEapmg 2
HEADING 3
HEADING 4
Heading 5
Intense Kmphasis

Tniense Quote 13

INTENSE REFERENCE @
—

-
Shiowe Preview

[ pisable Linked Styles

o —

Note: It is best to use the built-in styles named ‘Heading 1’, ‘Heading 2, ‘Heading 3’

etc., because these styles work well with assistive technologies used by people with
disabilities. If ‘Heading 1’, ‘Heading 2’ etc. do not show in the Styles Pane, select the
Options button in the bottom right corner of the pane, and set the types of styles that

show to ‘All Styles’.

e Find the appropriate style name (Title, or Heading 1, heading 2, heading 3 etc.).

Open the context menu (right click) for the style name.

e If necessary, update a heading style to match any current visual character
formatting. Choose Update <style name> to Match Selection

Shyles

Heading 1 = G

F

HEADING 1

v X

Ciptions,

Update Heading 1to Match Selection

om-the-director M Modify..
Select Al (Mo Data)
r-dog-treat- distnbution: atthe: Agency - As Rernove All: (Mo Data)

- aggressive plan that will require- the-
P 4 Delete Heading 1.

Rernowve from Quick Style Gallery
fnferse Emphiasis

*
.
LSy e

m

Q‘ |_I;I'eading 1 @
4
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Unstructured Document

If necessary, modify the heading style’s settings to match your desired
formatting. Choose Modify...

1| Styles v X
" o
Heading 1 EJ
Update Heading 1to Match Selection 5
e-director M Modify.. |,\\5"‘- || W] Mody Sue
Select All: (Mo Data) 3 Properties
t'dlstnbutmn-l at'mE'Agency. “Ahs Rermove All: (No Data) m lame: Heading 1
' plan- that: will- TEQUITE " the- Style bypie: Linkad (paragraph and charactar)
Bewert to Section starter...
Styde hased on: (no ste)
Rermowve frorm Quick Style Gallery Style Fior Follssing paragraph: | 9F Mormal
Infense EmpRdasts Formatting
verdsna (Headnas =] 14 [+] IO Automatic
J
An introduction from the dire

Apply the heading style to the selected text. Select the heading style name,
and the selected paragraph in the main document will be programmatically
marked with the style name.

Mavigation v X EE Shyles v X
seareh Dorument 2 Section-2:-GoalsYe: oo .[-Hsading 1 ﬁ| i
5 oo [= oo et
B e T L Heading 2 hiE]
: Section-3::The-planY Heading 3 @
Anintradudtion from the .| paeenett T
[ 4 section 2: Goals “]‘"'" """" Heading 4 I3 =
Appendix B Treat Distr... .
Heading 5 mal
R T ¥ "“"-\.’."

Tip: The Navigation Pane can be used to visualize Heading settings while they are
being set: On the View Tab, in the Show Group, Select Navigation Pane.

LS Page Lavout References Mailings Fewigws ey

;J:—= [ Ruler (3] 5 ) one Page

@TWD Pages
Loom 100%

Jutline  Draft

Me
= Page width | waind o
Laanm

Mavigation Pane

Showy
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Examples
Correct:

External Link: Correct Example Unstructured Document in Word
(http://www.socialsecurity.gov/accessibility/checklists/docs/UnstructuredDocument e
g _correct.docx)

Navigation v X fE]
Search Document P - .
] |88 | B 2
A
=
Agency Report: Long-range plan for dog treat distrib,.. Agency Report:
4 Anintroduction from the director T ;
‘ ‘ Long-range plan for dog treat distribution =
Contents
Preface: budget concerns and treat forecast Areport from the director, DTDP, April 2011
4 Section 1: Current situation
Guide dogs
4 Other sewvice dogs
Hearing dogs 3
Medical response dogs
Mobility assistance dogs
Psychiatric service dogs
. 3§
Section 2: Goals
Section 3: The plan =
4 Appendices
Appendix A: Treat Selection An introduction from the director
Appendix B: Treat Distribution by Division T th: jeation T outline my L planfor dogtreat distribution 4t the Agancy. As you
cam see froan the chart belowr, this is m ftious ,aggressive pl: ill require the
cooperstion of all Agency service dogs.
-
2
Q
W\_A’\_.N—NV—\.-I\M"\- "\ r"
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Unstructured Document

Incorrect:

External Link: Wrong Example Unstructured Document in Word
(http://www.socialsecurity.gov/accessibility/checklists/docs/UnstructuredDocument e

g incorrect.docx)

Navigation v X &=
Search Document )9 v ~

oo | = N
oo | = v

3

»

= | Agency Report:
Appendix B: Treat Distribution by Division . 3 &
Long-range plan for doq treat distribution

Arepert from the director, DTDP, April 2011

An introduction from the director

B this publication I outline my Long-range planfor dog treat. distribation st the Agency. As you
can see from the chart belovr, this is it planthatwill ire the
cooperation of all Agency service dogs.

» 4

T el TN T\l Tl et N\ [ TN

Rationale

Use programmatically discoverable headings to logically structure content.
The use of styles and/or other programming allows keyboard-only and assistive
technology users to navigate content. Applying bigger fonts, bold, underline, italic
etc. does not programmatically set text as a heading.

Legal References

508 references:
1194.21(a); 1194.21(d); 1194.22(0); 1194.31(a); 1194.31(b); 1194.31(f).

WCAG references:
1.3.1;2.1.1;2.4.6 ; WCAG-AAA: 2.4.10 Section Headings.

Jump to All Word Requirements, page 108.
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Skipped Heading Level

Skipped Heading Level

P - -

<H1>
lI <H?2>
< H2 1I
| <H3>|
§H1> |

——
i - —

S—————

Page 58



Skipped Heading Level

Requirements for 508 Compliance

Use programmatically discoverable headings to logically structure content.

How to test
Are heading styles used to logically divide and structure the document?

To check if alogical heading structure has been used:

e To examine the heading structure, Run the accessibility checker: “Skipped
Heading Level” will show if headings are not set correctly.

To check the heading structure:

e To view the current structure, open the headings (navigation) pane: On the View
Tab, in the Show Group, Select Navigation Pane.

Note: Only headings that have been properly formatted with heading styles will show

in the Navigation Pane. All headings should have a heading style applied and should

show in the Navigation Pane. For instruction on setting heading styles, see the

guidance for Unstructured Document, page 52.

How to fix
To set a logical structure:

e Open the Outline View: On the View Tab, in the Document Views Group, select
Outline.

Outlining Insert Fage Layout Feferences Mailings R g Wiew
EENE (=) 2SS @1 5
= -‘"_l = - e
O Gridlines 04| Twro Pages
Frint  Full icreen WWeb |Outline [ Araft o foom  100% . Mew  Arrange
layout Reading Layout [C] Mavigation Pane (=] Page Width Window Al
Documert wiews | Shidne | foam
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The Outlining Tab opens in the Ribbon. The document is shown in Outline View.

Outlining i

B Show Level: Level 5 -
4 - o =
\3-.‘ A Level 2 -

Showe Text Formatting

& w G = . ) Shiowe Clase
[T Shows First Line Only Document Qutling Wiew
Outline Toals Maszter Document Clasze

© Agency Report:

LOHG ranqulan for doq treat distribution

Q) Guige dogsj

O Medigal remonsa.dogs
© Mobility asmistance dogs
© Paychiatric.servics dogs

© Section 2: Goals
© Section 2: The plan

WEizies Sefeczmn

Use the controls in the Outlining Tab to set a logical heading structure. The level
of the heading under the cursor is shown in the Outline Tools Tab. The controls in
the Outlining Tab can be used to promote/demote headings, move headings
within the document, show or hide formatting, and more.

Note: A logical structure will mean that ‘jumps’ in heading level are eliminated (or at
least minimized). For example, Heading 1 precedes Heading 2, which precedes
Heading 3.

Tip: The Navigation Pane can also be used to visualize Heading settings while they
are being set: On the View Tab, in the Show Group, Select Navigation Pane. Use
the context menu (right click) within the Navigation Pane to promote or demote

headings.
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Examples
Correct:

External Link: Correct Example Skipped Heading Level in Word

(http://www.socialsecurity.gov/accessibility/checklists/docs/SkippedHeadingLevel eg

correct.docx)

File Sutlining Home  Insert  Page Layout References Mailings Review  Wiew
a- oy Lewel: | Lewe A = =
woloms e e S B
4 v * = [ Show First Line Only Duscﬁ?nhﬁnt Subcduclulfupr;ints Outllcilr'uﬂesﬁfiew
Cutline Tools Master Docurent Close
Long-range plan for dog treat distribution|
&2 An mtroduction from the director
&2 Contents
2 Preface: budeet concerns and treat forecast
2 Section 1: Current situation
62 Guide dogs
£ Other gservice dogs
£» Hearnng dogs
& Medical response dogs
& Mobility assistance dogs
& Psychiatric service dogs
€2 Section 2: Goals
£ Section 3: The plan
& Appendices
& Appendix A: Treat Selection
& Appendix B: Treat Distribution by Division
T Level 3
Level 2
Level1

Page 61


http://www.socialsecurity.gov/accessibility/checklists/docs/SkippedHeadingLevel_eg_correct.docx
http://www.socialsecurity.gov/accessibility/checklists/docs/SkippedHeadingLevel_eg_correct.docx
http://www.socialsecurity.gov/accessibility/checklists/docs/SkippedHeadingLevel_eg_correct.docx

Skipped Heading Level

Incorrect:

External Link: Wrong Example Skipped Heading Level in Word

(http://www.socialsecurity.gov/accessibility/checklists/docs/SkippedHeadingLevel eq
incorrect.docx)

File Dutlining Hame Insert Page Layout References Mailings Review “wiewy
D Show Lewel: Level § - - .
H@ e Llevel 4 M X I = v B
|:| Showy Text Formatting —

- v F = ) ) Shiow Collapse Close
[C] show First Line Only Document Subdocuments | Outline Yiew
Ciutline Toals taster Document Close

& Agency Report:

Long-range plan for dog treat distribution
€2 An introduction from the director
£» Contents

£ Preface~budsetconcerns and treat forecast

£ Section 1: urrent situation
—— Section1 has a

uide
Other service dogs
assistance dogs higher level than

sychiatric service dogs Section 1.

Section headers
have inconsistent
levels.

Content under

oals
ection 3: The plan
& Appendices

\ £ Appendix A; Treat Selection

Level 1 jumps to
Level 4

© Appendix B; Treat Distribution by Division|

Page 62


http://www.socialsecurity.gov/accessibility/checklists/docs/SkippedHeadingLevel_eg_incorrect.docx
http://www.socialsecurity.gov/accessibility/checklists/docs/SkippedHeadingLevel_eg_incorrect.docx
http://www.socialsecurity.gov/accessibility/checklists/docs/SkippedHeadingLevel_eg_incorrect.docx

Repeated Blank Characters

Rationale

Use programmatically discoverable headings to logically structure content.
The use of styles and/or other programming allows keyboard-only and assistive
technology users to navigate content. Applying bigger fonts, bold, underline, italic
etc. does not programmatically set text as a heading.

Legal References

508 references:
1194.21(a); 1194.21(d); 1194.22(0); 1194.31(a); 1194.31(b); 1194.31(f).

WCAG references:
1.3.1;2.1.1;2.4.6 ; WCAG-AAA: 2.4.10 Section Headings.

Jump to All Word Requirements, page 108.
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Repeated Blank Characters
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Repeated Blank Characters

Requirements for 508 Compliance

Use paragraph spacing settings instead of carriage returns when additional
line spacing is needed between paragraphs.

How to test
Have carriage returns been used in place of paragraph spacing formatting?
To determine whether multiple blank characters have been used for
spacing/layout:

e Run the accessibility checker: “Repeated blank characters”
How to fix
To show/find Repeated Blank Characters

e Show blank (non-printing) Characters: CTRL + | SHIFT 1+ |*|.

- -+ -+ - -+ s s - Division‘Annual-Report.

Division Annual Report -
Pl
e
+
1
Repor RS -+ "This- year- has seen many- changes- in our- procurement process - - We have«
-+ eliminated- excess competition: by firing: al- of the unhappy dogs - - We haves
- streamlined: the process by channeling: ower- 90%- of the affection towards: wours-+
- fruly - This-is-excelent progress-for-our-division ™
consaned F PP VPP """"'""""'—'P&SfE‘."BDSKE‘H,'A.&P'DCﬂ
1 1
1
1
T
| = - Reporthighlightsy
1
T
-+ This-reportisthe-firstin-a-series-of-annual --|---ments-this-year - (1) Steps taken o]
- repors-from-the newly crerated- Affection. --|--identify- and- ‘retrain’-(fire)- unhappyy
- &-Attention Procurment Division - This- - dogs-at the- Agency;-and (2) StepsT]
- report-details the-two-major accomplish----- - taken-to-retrain- those who-have been
-+ -+ -+ -+ -+ -+ -+ | hesitant-to-provide- AAfor-guide-dogs
1
1
1
1
= - Contentsy
T
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e Repeated blank characters that need to be removed and replaced are:
e Paragraph marks

S —Pastel-Bosken, - AAFP-DCY

A A

Y iahli

e Manual line break marks

WMM%WW

-+ =+ -+ - =+ - s - Division‘Annual-Report.

=t t t t

e Tab Characters

-+ fruly - Thisis-excellent- progress for-our-division.” 4

~o-Fastel-Basken - AAP-DICY
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To remove and replace repeated paragraph marks (and manual line break marks)
e Delete unnecessary blank characters

Select the remaining single paragraph mark (or select the single paragraph)
On the Page Layout Tab, in the Paragraph Group, select the Spacing options

for Before and/or After the selected paragraph. (e.g., If the font is 12pt high, and 4
blank lines After are to be replaced, set After to 48pt).

y Select the blank
I Paragraph Mark

Delete unneccessary
blank characters

me Insert Page Layout References Mailings Feviewy e

508 Accessibility Check

J 3 ]3 J j Set the Paragraph Indent

: . = Lett: 07
Margins Orientation  Size  Columns a SpaCIng

- - - - big

Lpacing
x: Eefore: 0 pt
£ Right: 0" ¥= sfter 48 pt
Paragraph
7
I N T T N N e
-+ fruly. -This-is-excellent progress-for-our-division.” 1

Page Setup

S

EE=]

- Reporthighlightsq

Note: There should be only one paragraph marker per paragraph, as a general rule.

Note: To control different types of paragraph spacing for a large document, it is
easiest to use the Paragraph settings in Styles.
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To remove and replace repeated Tab Characters and Spaces used for indenting text

e Delete unnecessary blank characters
e Select the paragraph

e Onthe Page Layout Tab, in the Paragraph Group, select the Indent options for
the selected paragraph.

RPN

Delete unnecessary

blank characters
" ————

Select the

-Division-Annual-Reportqy
- "T_his_- year- has- seen UEDS changey

Paragraph

Ihsert Page Layout = failings Fewisg o B 508 Accessibility Check

20 E A Setthe ¥ _ " seacing

rgins Qrientation  Size  Columns : Paragraph
N v N - Indent

Before: 0 pt

Positi
Afterr 72 pt

Ak Ak

Page Setup

I

Division-Annual-Reporty

in- our- procurement: process.- - We have-«
. . O Ol

Note: It may be useful to show the Ruler when setting indents: In the View Tab in the
Show Group, Select Ruler.

Merences Mailings Review ey S08 Accessibility
Fuler () 90 2l one Page .—_=|

[ Grid)jfies AR 030 Twso Pages T

P Zoom  100% Mews  Arrange

| Mavigation Pane =] Page Width | window Al

Shiow Zoom

raft

M O N O IO

Bl

T

Division-

Note: To control different types of Indents for a large document, it is easiest to use
the Paragraph settings in Styles.
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To remove and replace repeated Tab Characters and Spaces used for setting
columns

e Delete unnecessary blank characters and move any errant text so that it becomes
one continuous paragraph

B R N N i Vi e T B P W e W

il
- This report-isthe firstin-aseries-of-annual- ¢ --ments-this year. (1) Steps taken-to 1]
- reports-from-the-newly created-Affection: - - -identify- and-‘retrain’ - (fire)- unhappv]
- & Aftention Procurement- Division. - This - -dogs-at-the- Agency-and-(2)- Stepsy]
-+ report-details the-twio-major- accomplish---- 4 - taken- to-retrain- those who- have: beenf]
- - - - - - - orlichesitant to-provide- A8 for-guide-dogs |

L
WWM\MW—W ‘i
This report is the first in a series of annual reports from the newly crerated Affection & o
Attention Frocurment Division. This report details the two major accomplishments this year: (1)

Steps taken to identify and ‘retrain’ (fire) unhappy dogs at the Agency, and (2) Steps taken to
retrain those who have been hesitant to provide AA for guide dogs.

B T e i it T W T N L N

e Select the paragraph
A A TN e e A i e N T T iy AN e T
)l
This-report-isthe-firstin-a-series-of -annual- reports from-the newly: crerated- Affection- &
Attention- Procurment: Division. This report: details the-twio-major- accomplishments- this - year: - (1)
Stepstaken-to-identify-and-retrain’ (fire)-unhappy- dogs-at-the Agency; and-(2)- Steps taken-to-
retrain-those who-have been-hesitant- to-provide AA for-guide-dogs

1
e e i e R e P

e Onthe Page Layout Tab, in the Page Setup Group, select Columns. Choose a
preconfigured option from the list, or choose More Columns... to set your own
column preferences.

Haorne Ihsert Page Layout References Mailings
M byy [j V= Breaks -
B £ Line Mumbers -
Margins Orientation  Size  [Columns Lk
= = = = bE™ Hyphenation =

Page Se

=<l

1

Lilh_ l_h.._ ll

Right

More Columns..

s

Page 69



Repeated Blank Characters

e If More Columns... is chose, the Columns dialog box appears. Set your
preferences in the dialog box.

-

-

Colur T
Presets
Qe Tiwo Left Right
Murber of columns: |2 = | Line between
Width and spacing Presigw

Col #:  width:
3.5" :
[ ]

Equal column width

Selected bewxt IZI

Spacing:
n.s" =

Ak

Skart new calumn

Lo ]|

e The selected text is correctly set in columns.

Apply to:

Cancel

1 Section Break {Continuous)

This report-is-the-first-in-a-series-of annual-
reports-from-the-newly- crated- Affection- &
Attention Procurement: Division - This-report:
details-the two-major-accomplishments- this-
year (1) Steps taken-to-identify- and-retrain’

ffire)-unhappy: dogs-at-the- Agency;- and-
{2)-Steps taken-to-retrain-those-who-
have been-hesitant- to-provide-A A for-
guide d0gs Jwmmm-Section Break {Continuous) s

Note: Setting paragraphs of text in columns also divides the content into sections.
Section break characters will also appear if non-printing Characters are showing:

CTRL + | SHIFT +[*|.
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Examples
Correct:

External Link: Correct Example Repeated Blank Characters in Word
(http://www.socialsecurity.gov/accessibility/checklists/docs/RepeatedBlankChar eg c

orrect.docx)

I I R e T NP T T e P N

Division-Annual-Reportq]

"This- year has- seen- many: changes- in- our procurement- process - Ve have- eliminated-
excess competition- by- firing- all- of-the-unhappy- dogs .- We-have streamlined-the- process:
by channeling: over- 90%: of- the- affection- towards- yours: truly - This- is- excellent: progress:
for-our-division." 9

--Pasiel-Bosken, AAP-DCY

Reporthighlights

T[ Section Break {Conkinuous)

This: report-isthe-firstin a-series-of-annual- (fire)-unhappy- dogs-at-the- Agency;-and-
reports from-the newly- crated- Affection- & (2} Steps taken-to-retrain-those - who-
Attention- Frocurement: Division - This-report- have- been-hesitant- to-provide-Ah for
details-the two- major-accomplishments- this- guide-dogs wmmSection Break (Continuous)

year - (1)-Steps-taken-to-identify and-'retrain’

Contentsy
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Repeated Blank Characters

Incorrect:

External Link: Wrong Example Repeated Blank Characters in Word
(http://www.socialsecurity.gov/accessibility/checklists/docs/RepeatedBlankChar eq i
ncorrect.docx)

- =+ =+ =+ =+ =+ =+ - Division-Annual-Report-

Pl

Pl

!

Pl

1
-+ "This- year has seen many changes in our procurement- process.- - Wye have«
-+ eliminated- excess. competition- by firing: all of the- unhappy- dogs. - YWe have-«
-+ streamlined- the  process: by channeling: over- 90%- of the- affection- towards. yours-+
- truby. This-is-excellent progress-for-our-division.” 9

1

1

1

1

- & Reporthighlights]

1

1
-+ This-repart-isthe-firstin-a-serigs-of-annual- |- ---ments-this-year - (1) Stepstaken-to 9]
-+ repors-from the-newly- created-Affection- - identify- and-'retrain’-(fire)- unhappyl
-+ & Attention- Procurement- Division --This -1 -dogs-at-the- Agency; and (2} StepsT]
-+ report-details-the-two-major- accomplish-------1- taken-to-retrain- those-who- have-beent]
-+ -+ -+ -+ -+ -+ -+ -|--hesitant to-provide-AAfor-guide-dogs

E e

» - Contentsq

e e (sl P ™ sy e Pt e T o [Pl
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Object Not Inline

Rationale

Use paragraph spacing settings instead of carriage returns when additional
line spacing is needed between paragraphs.

Excess carriage returns are spoken by screen readers, interfering with normal
reading.

Legal References

508 references:

1194.31(b).

WCAG references:
WCAG-AAA: 1.4.8.

Jump to All Word Requirements, page 108.
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Object Not Inline

Ran.
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Object Not Inline

Requirements for 508 Compliance

Place images, data tables, charts, and other objects ‘inline’ with the document
content (rather than ‘floating’). Where floating objects are unavoidable, ensure
both the object and wrapped text around the object are part of the read order.

How to test

Are objects inline with text?

To examine whether items are inline with document content:

How to fix

To set a picture or drawing object as ‘inline’:

5 & =

3 @ 3§

scratche2
E

Call the attention and affection hotline. |28
=

1-555-SCRATCH %

Insufficienlt_ belly

QO-‘-'J‘M—.: Pr‘?cf’r

o

=
=2
!

Ly
?
s/ e
k)
%

\{.e

#Ekice 3 Hhe depufy Commissisier

The object is set to be Inline with text
Remove any blank character formatting of text that was behind the original
floating object. It may be useful to show blank characters: CTRL# SHIFT [+ *|.

[ il 22

o 202t

Run the accessibility checker: “Object Not Inline”

D
Rl TR
|

Cut

Lopy
Paste Oplions:

A

Sawe as Picture..,

Change Picture..,

Bring to Fromt | »
Send to Back | »

Hyperlink...

Ihsert Caption...
Wirap Text 2
Size and Position...

Format Picture...

k?

E B & E R EEE E

In Line with Text

s

Square

Tight

Through

Top and Bottom
Eehind Text

In Front of Text

Edit Wrap Points

hore Layout Options..

Select the floating item (‘floating’ is the opposite of ‘inline’), then open the
context menu (right click).
Select Wrap text, then select In Line with Text
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Object Not Inline

Apply regular character and/or paragraph formatting to the object to return it to
the desired visual look (an inline object behaves like a text character).

[ = 8]

The object is now
‘Inline’ with text. It
behaves like a
single character in
a paragraph

After setting the object as
inline, remove any empty
paragrah marks from the
previous (incorrect) formatting

Insufficient: belly-scratches-this-week?q

Note: Some visual layout effects are not possible when objects are set as ‘inline’ For
example, text cannot be wrapped around an object. If floating objects are absolutely
necessary, then (1) fix any remaining accessibility issues with the document, and (2)
convert the file to an accessible format (one in which floating objects can be made
accessible).
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Object Not Inline

To set a data table as ‘inline’:
Select the table, then open the context menu (right click).

[ ]
e Select Table Properties...
e The Table Properties dialog box opens.
e Inthe Table Properties dialog box, Table Tab, set Text wrapping to None.
Table Properties IEI

Tablz | Row | Calumn | Cell | Alk Text |

Size

|:|F‘ref heio0” | Measurein: |Inches

Alignment:

Igdent Fram left:

J|E2
s
=

Left

The Text
wrapping setting
should always
be 'None' for
Tables

Text wrapping

Bordets and Shading. .. ] [ Options... ]

[ ok || cancer |

Note: Some visual layout effects are not possible when objects are set as ‘inline’ For
example, text cannot be wrapped around an object. If floating objects are absolutely
necessary, then (1) fix any remaining accessibility issues with the document, and (2)
convert the file to an accessible format (one in which floating objects can be made

accessible).

To set a Text Box as ‘inline’ (do not use Text Boxes):

Note: The content of text boxes does not get read by screen reading software used
by people who are non-sighted or who have low vision. Therefore, it is never
acceptable to use text boxes in documents that are intended to be distributed in MS
Word format. If text box use is absolutely necessary for layout, it is necessary to
convert the file to an accessible format.
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Object Not Inline

Examples
Correct:

External Link: Correct Example Object Not Inline in Word
(http://www.socialsecurity.gov/accessibility/checklists/docs/ObjectNotinline eqg corre

ct.docx)

Objects always show in

\\ Print Layout View

Insufficient belly scratches this week?
Call the attention and affection hotline. We're here to help
1-555-SCRATCH
e EEN KRR _
N .'mx
H
PN } Only the Objects
s — that are set as
| ] ‘Inline with text’ will
/ correctly show as
placeholders in
Draft View
MNormal
Headng 1 . Insufficient-belly-scratches-this-week?q|
Marmal w, Call the-attention-and-affection hotline. We're-here-to-help |
-
Normal 1-555-SCRATCHY
Mormal 1.[
Mormal 1‘[

W\t g ™ el
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Object Not Inline

Incorrect:

External Link: Wrong Example Object Not Inline in Word

(http://www.socialsecurity.gov/accessibility/checklists/docs/ObjectNotinline eq incorr

ect.docx)

Objects always show in

Print Layout View

Insufficient belly scratches this week?

Call the attention and affection hothine. We're here to help

1-555-5CRATCH

Headiry 1'
Headiry 1'
Heading 1 1 If an Object is not set
as ‘Inline with text', it
Heading 1 will (incorrectly)
never show up in
Heading 1 1' Draft View
Heading 1 Insufficient-belly-scratches-this-
Mormal Callthe-attention-and-affection-hotline. We're-here to-help
Normal 1-555-SCRATCHY
Normal
Multiple empty paragraph
Normal marks showing where
Normal images are supposed to
ormal - - -
be...this is a tell-tale sign that
Normal the images are not ‘Inline*
Mormal
e o e e A ad
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No Header Row Specified

Rationale

Place images, data tables, charts, and other objects ‘inline’ with the document
content (rather than ‘floating’). Where floating objects are unavoidable, ensure
both the object and wrapped text around the object are part of the read order.
Screen readers can only detect and properly read objects when they are placed
'inline’. Assistive technologies must present users with the correct reading order when
text wrapping is used or content may be read in a confusing manner (line of text,
followed by a table row, followed by a line of text, etc.)

Legal References

508 references:
1194.21(a); 1194.31(a); 1194.31(b); 1194.31(f).

WCAG references:
2.4.3.

Jump to All Word Requirements, page 108.
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No Header Row Specified

No Header Row Specified

S | )
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No Header Row Specified

Requirements for 508 Compliance
Identify column and row header cells programmatically.

How to test
Data in Columns:

Are data column header cells identified in the first row?
To check the identification on the first row:
e To look for the presence of a marked Header Row, Run the accessibility
checker: “No Header Row Specified” will show if it is not set correctly.
Note: The data tables must be formatted with Table Grid style for this check to work.
To inspect a table to determine its’ style, select the table, then open the Reveal

Formatting Pane: | SHIFT + F1/.

Data in Rows:

Are data row header cells used in the first column? If used, convert to a an
accessible format.
To check row headers in data tables:
e Inspect the table headers and data to determine if row headers have been
employed in the first column.
e If the first column must contain row headers, convert the document to an
accessible format for distribution.

How to fix

Data in Columns:

To identify the first row as column data headers:
e Select the first row of the table

wewlll beaddingnew volume categoriesformanaging ourtreat acquisition processes (Table2).

Table 1: &ctual Treat Consumption (3rd Ouarter)

Rawhide Ideaty Snacks Dry Biscuits Others
Rawhide bones(25) Realmeat leftovers {4) | Dental bone hiscuits Tahle scraps (22)
(22)
Rawhidesticks {38) Law quality ‘'meatfood | Cheesyflavared hites | Grass (2)
product’ bites(248) 1102
Rawhideflatchews(2) | High Quality beefy ilk bone biscuits (87) | Cat food (stolen)(3)
sticks (35)

T T i N e P
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No Header Row Specified

e On the Layout Sub-Tab (of the Table Tools Tab), in the Data Group, select
Repeat Header Rows.

| | =

ility Check Design Layout

3F wistribute Rowes — &

—_—

T Distribute Columns Text Cell Repeat |Co

=l Direction Margins Header Rowes | to
Cell Size Alignment Data

e The Repeat Header Rows button remains highlighted when set (and the cursor
is placed in the header row).

Cesign Layout

¢ Bfoistribute Rows

= g J

Texk Cell )
= = Direction Margins

ize Alignment

-

jj Distribute Columns

-

i [ m]
i

rt Repeat Cotwert For
Header Rows|

[Daty

irtreat acquisition processes (Table ),

scuits \ Others }
|honehiscuits Selabloserdps (22)

yflavored hites | Grass (2)

onebiscuits (87) | Cat food (stolen) (3]

Note: In addition to identifying the header row, this function also makes header
appear on each new page (where a table spans more than one page).
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No Header Row Specified

Data in Rows:

To identify the first column as row data headers:

Table 2: Projected Treat Consumption (dth Ouarter)

\Hawhide

Meaty Snacks

Dry Biscuits

Others

Low Yolume

whide bones
(23

Real meat
leftovers (20)

Dental bone
hiscuits(10)

Grass (5)

High Yolume

Rawhide sticks
{50)

Low quality ‘meat
food product’
bites(300)

Cheesyflavored
hites(80)

Tahle scraps (30)

Variahle

Rawfiiceflat
chghws (5]

High Quality
beefy sticks (60)

Milk bone biscuits
(30

Cat food (stolen)
(10)

380

140

45

This cannot be done in MS Word. If the first column must contain row headers:

e Fix any other accessibility issues with this MS Word document.
e Convert the document to an accessible format for distribution.
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No Header Row Specified

Examples
Correct:

External Link: Correct Example No Header Row Specified in Word
(http://www.socialsecurity.gov/accessibility/checklists/docs/NoHeaderRowSpecified e
g _correct.docx)

- o — - =
category and a drop inthe (desirable)Meaty Snacks category, This situation must be addressed B | ReeallRo it e
immediately if we aretohave a successful 4th Quarterand meet our projections. From this paint an p|fociected text
wewill be adding new volume categories for managingourtreat acouisition processes (Table2). Others
Table 1: Actual Treat Consumption (3rd Ouarter) [ Compare to another selection
Rawhide Meaty Snacks Dry Biscuits L Others ) Formatting of selected text
Rawhide bones (25) Real meat leftovers (4) | Dental bone biscuits “eJable 2) = |STable o

(22) Table Style:
Rawhide sticks(38) Low guality ‘meatfood | Cheesyflavored bites | Grass(2) - Pr;é‘:l;gr\:{,jidth:
product’ bites (248) (102) \Fn\-'idlth :"100%
Default cell margins:
Rawhideflat chews (2) | High Quality beefy Milk bone hiscuits (87) | Cat food (stolen)(3) Left: g
i ight: 0,08"
sticks (35) <>Row:
N Repeat as header row
Table 2; Projected Treat Consumption {3th Ouarter) Borders:
Box: (Single solid line, Auto,
Rawhide Meaty Snacks Dry Biscuits Others 0.5 pt)
Low Yolume Rawhide bones Real meat Dental bone Grass (9] Dl section
(25) leftovers (20) hiscuits (10) Margins:
Left: 1" S
High Volume Rawhice sticks Low guality ‘meat | Cheesyflavored Tahle scraps (30) bl o 5
ons
(50) food product’ hites (80) o

N . 2] Distinguish style source

pell MMW “‘Www
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No Header Row Specified

Incorrect:

External Link: Wrong Example No Header Row Specified in Word

(http://www.socialsecurity.gov/accessibility/checklists/docs/NoHeaderRowSpecified e

g incorrect.docx)

Table 1: Actual Treat Consumption {3rd Duarter)

category and a drop inthe (desirable)Meaty Snacks category, This situation rmust be addressed
immediatelyif wearetohave a successful 4th Quarter and meet our projections, From this point on
we will be addingnew volume categories formanaging ourtreat acqguisition processes (Table2),

Rawhide Meaty Snacks Dry Biscuits Others
Rawhide bones(25) Real meat leftovers (4) | Dental bone hiscuits S Table scrads (22)
(22)

Rawhide sticks (38)

Low quality ‘meatfood | Cheesyflavored bites
product’ bites (248) (102)

Rawhideflat chews (2)

High Quality beefy Milk bone biscuits (87)
sticks (33)

correctly

ﬂ(ﬁw Volume \

Table 2 cannot be made accessible in MS

High Yolume

Word because the Header Column
(Column 1) cannot be set. To make this
document accessible, convert it to an

Variable

accessible format (see the

\
N\

accompanying instructions).

Rationale

Identify column and row header cells programmatically.
Sighted users can visually scan up and across a data table to find row and column
headers. Correctly labeling rows and columns headers allows non-sighted users can

make this association.

Legal References

508 references:

1194.22(g); 1194.22(h); 1194.31(a); 1194.31(b).

WCAG references:
1.3.1-H51.

Jump to All Word Requirements, page 108.

» I

Reweal Farmatting v X

Selected text

Others

[] Compare ko another selection

Formatting of selected text

H Table -
Table Style:

'Repeat as Header Row"
would show here if set

Table Grid
Preferred Width:
width ¢ 100%

frders:
Box: (Single solid line, Auta,
0.5 pt)

=l Section
Margins:
Left: 1"
Right: 1"
Top: 1"
Bottom: 1"
Lavaoub:
Section stark: Mew page
Paper:
width: 827"
Height: 11.69"

Dptions
[ Distinguish style source

‘O»{
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Blank Table Rows or Columns

Blank Table Rows or Columns
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Blank Table Rows or Columns

Requirements for 508 Compliance
Ensure data cells are associated with the correct header cells.

How to test
Check for Blank Table Rows or Columns

To determine whether blank Table Rows or Columns have been used for
spacing/layout:

e Run the accessibility checker: “Blank Table Rows or Columns”
How to fix

Note: If a data table row or column is blank, it is usually set that way for visual
formatting purposes (e.g., to make a thick, bold border between rows). These blank
rows or columns contain no data, and therefore cannot be associated with any
header cells. Blank rows or columns need to be identified and then removed. After
removal, the desired visual formatting can be applied with table border controls.

P ey N R T LW M [ e N

immediatelyif we aretohave a successful 4th Quarter and meet our projections, |

Table 1: Actual Treat Consum ption (3rd Ouarter)

Rawhide IMeaty Snacks Dry Biscuits Others
Rawhide bones (25) | Real meatleftovers(4) | Dental bone biscuits Tahle scraps (22)
(22)
S ——
Rawhide sticks (38) Low guality ‘meatfood | Cheesy flavored bites Grass (2)
product’ bites (248) [102)
S ——
Rawhideflat chews (2] High Quality beefy Milk bone biscuits (87) Cat food (3)
sticks (35)

B W g Y A e L N
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Blank Table Rows or Columns

Find blank table rows or columns:

e Viewing the table with gridlines showing and formatting cleared will visually
reveal blank rows or columns:

Iy a

Table 1: Actual Treat Consumption {3rd Quarter)

immediately if we are to have asuccessful 4th Quarter and meet our projections.

Rawhide

Meaty Snacks

Dry Biscuits

Others

Rawhide bones [25)

Real meat |eftovers (4)

Cental bone hiscuits
(22]

Tahle scraps (22)

Rawhide sticks {38)

Low quality ‘meat food
product’ hites (248)

Cheesy flavored hites
(102)

Grass (2]

Rawhide flat chews (2)

High Quality beefy
sticks (35)

Milk bone hiscuits (87)

Cat food (3)

e To view Table Gridlines, place the cursor anywhere in the table, then in the
Table Tools Tab, in the Layout Sub-Tab, in the Table Group, select View
Gridlines.

Insert Page Layout References kailings Rewiew Wiew Design Layout
: ¥
~ fl ﬁ ﬂ ﬁ ﬂ —= J 2l Height: 0.35"
Wiew  Prpperties | Delete | Insert Insert Insert Insert split  Split | AutoFit ;ﬂWidth: 1,59" :
Gridlines =2 Aboye Below  Left  Right Cells  Table =2
Tahle Fowws & Calumns ferge Cell Size
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Blank Table Rows or Columns

e To clear formatting for the table, in the Table Tools Tab, in the Design
Sub-Tab, in the Table Styles Group, select the More (drop-down) icon,
and then select Clear from the bottom of the drop-down.

Haorme Insert Page Layout References Mailings Review: e Design Layout

umn _ &Shading =

umn

—————————————————————————————— S Borders © b p

d Calumns

1= |

ewy Table Style...

Note: After inspecting the table, formatting can be reapplied by selecting the ‘Undo’
control. Alternatively, prior to clearing table formatting, any desired formatting for a
table can be saved as a ‘New Table Style’ in the drop-down list described above. The
new style can then be reapplied after inspecting the table for blank rows or columns.

Fix blank table rows or columns:

e First, delete blank columns or rows: Place the cursor in the column or row to
be deleted. In the Table Tools Tab, in the Layout Sub-Tab, in the Rows &
Columns Group, select Delete.

Ahowe
Delete Cells...

Delete Columns

Delete Rows

Delete Table
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Blank Table Rows or Columns

e Next, use the various borders and shading controls in the Table Tools Tab,
Design Sub-Tab to re-do the desired visual formatting.

I -

————— EEE(E -| i Borders - fi pt —

Dra

=~ iPen Colar = Tahkl
Drave Borders

Dry Biscuits Others

rs(4) | Dental bone biscuits Tahle scraps (22)
(22)

Cheesy flavored bites
43 (102)

Note: It is acceptable to have a table containing a column of blank data cells, as long
as there is a data header cell.

Others

Page 91



Blank Table Rows or Columns

Examples
Correct:

External Link: Correct Example Blank Table Rows or Columns in Word

(http://www.socialsecurity.gov/accessibility/checklists/docs/BlankTableRowsOrColum

ns eg correct.docx)

| Rewhide

Rarwhide bones (35)

Tabilr 2: Sretual Treat Comumptios{$id Uuartesh

Bsaty Shacka

Beral mest leltosers (1)

Dy Biicuits

Demal bone bissuis
22

DOthara

Tahble seraps (121

sticks [35)

Rawhics sticks [38] | Low gualiey ‘mesk food | Chewsy flavored ks Grass (2]
product’ bites [248) {1o2)
Rewhide Flot chews (2} | High Ouslity beefy | Balk bome biscuits (37 Cat Fond 3]

Table 1: Actual Trext Consumption (3rd OQuarter)

immediatelyif we are to have a successful 4th Quarter and meet our projections.

Rawhide f

Meaty Snacks

Dry Biscuits

Others

Rawhide bones (25)

Real meat leftovers (4)

Dental bone biscuits
(22]

Tahle scraps (22)

Rawhide sticks (38)

Low guality 'meat food

product’ bites (248)

Cheesy flavored hites
(102)

Grass (2]

Fawhide flat chews (2]

High Quality beefy

sticks (35)

Milk bone hiscuits (87)

Cat food (3)
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Blank Table Rows or Columns

Incorrect:

External Link: Wrong Example Blank Table Rows or Columns in Word
(http://www.socialsecurity.gov/accessibility/checklists/docs/BlankTableRowsOrColum
ns eg incorrect.docx)

Talibe & dciual Treai Commmpiion (lod Duaried

Rawhide Peaty Snaiks [y Wiscuins Db

Aawhide bones (25) | Realmeat lefiovers(4) | Dental bone biscuits Table soraps (32)
[37)

Aawhite sticks [38) | Low guiality ‘maattood | Cheasy flavored bites Grags (2
produt’ bites {(148) {102
e
Rawnidafiat chews (2) | HighQuality bagfy | Milkbona biscuts (87) Catfaod (3)

sticks [35]

D R, s e Fon s NI S NP = N s e VA Ty =W Ty ) 1 SN s e S T e S
immediately if we are to have a successful 4th Quarter and meet our projections. |

Table 1: Actual Treat Consumption (3rd Quarter)

Rawhide Meaty Snacks Dry Biscuits Others
Rawhide hones (25) Real meat leftovers (4) | Dental bone biscuits Table scraps (22)
(22)
Rawhide sticks (38) Low guality ‘meat food | Cheesy flavored bites Grass (2)
product” hites (248) [102)
Rawhide flat chews (2) High Quality heefy Milk bone biscuits (87) Cat food (3)
sticks (35)

D i T

Rationale

Ensure data cells are associated with the correct header cells.

Complex tables may require additional header labeling to maintain the correct
relationship for cells and headers. Merged and split cells can confuse the
programmatic associations between data cells and their intended table headers.
Legal References

508 references:
1194.22(g); 1194.22(h); 1194.31(a); 1194.31(b).

WCAG references:
1.3.1-H51.

Jump to All Word Requirements, page 108.
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Missing Alt Text (Tables)

Missing Alt Text (Tables)

)

I
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Missing Alt Text (Tables)

Requirements for 508 Compliance
Use a summary or a caption when displaying data tables.

How to test
Check to see if a caption or alternate text summary has been added to data tables

To determine whether Alternate Text has been applied to a Data Table
e Run the accessibility checker: “Missing Alt Text: Tables”
Note: This test only works when the Table style is set to ‘Table Grid'.

To determine whether a caption has been applied to a Data Table
e On the References Tab, in the Captions Group, Select Cross-reference
e The Cross-reference Dialog Box appears
e |If tables have proper cross-references then the tables will show in this dialog
box.
Note: This requirement is for either a caption or an alternate text summary, but
having both a caption and a summary is more accessible.

How to fix

To add an alternate text description to a data table

e Place the cursor anywhere in the table
e Onthe Table Tools Tab, in the Layout Sub-Tab, in the Table Group, Select
Properties

Haorne Trisert Page Layout References Mailings Revieuw e Design Layout

ﬂ 'ﬁ 'ﬁ‘ ‘E_| ﬁ lE' fll =2 E[] Height: 0,357

Lelect Delete | Insert Insert Insert Insert Split - Split AutoFit - —owigin: 159" s
© = Above Below  Left  Right Cells  Table =
Rowes & Columns Merge Cell Size
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Missing Alt Text (Tables)

e The Table Properties Dialog Box appears

e Inthe Alt Text Tab of the Table Properties Dialog Box, insert text in the
Description field. The text should orient a non-sighted user on the table’s
design and content.

o a
. b = o : Yy ¥y T ot A I sreme o S} .

immediately if we are to have a successful 4th Quarter and meet our projections.

Table 1: Actual Treat Consumption {3rd Ouarter)
+

Rawhice Meaty Snacks Dry Biscuits Others

Rawhide bones (25) Real meat leftovers (4] | Dental bone hiscuits Tahle scraps (22)

Tahle Propetties @

Cell | alText |

Rawhide sticks (33) Low quality ‘mea | Iable | Row | Coumn
product’ hites (] | Tie

ignored.

The Title field can be safely ‘

Descripkion

Insert text to orient non- 3rd Quarter treat consumption divided inko Four category columns. There
5|ghted users on the table's are three rows of data in each category.|

design and content

Alternative Text

Web browsers display alternative text while tables are loading or if they are
missing. ‘Web search engines use the alternative text to help find Web pages.
Alternative Text is also used to assist disabilities.

oK ] [ Cancel

Note: The Title field is not necessary for accessibility. It can be left blank.

To add a caption to a data table

e Place the cursor anywhere in the table
e Onthe References Tab, in the Captions Group, Select Insert Caption

Page Layout References hailings i l Layout

[ Insert Endnate & ; ' ‘X Insert Table of Figures

A Next Footnote ~ B : i SfUpdate Table
Ihsett Ihsett

Footnote = Show Notes Citation = @) Bibliagraphy -
Footnotes E Citations & Bibliography
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Missing Alt Text (Tables)

The Caption Dialog Box appears

o

Caption @
Caption:

Table 1: Actual Treat Consumption {3rd D_uarter',i| |
Options

Label: Table |E|

Position: | Above selected item IEI

[ ] Exclude label from caption

[ Murmbering. .. ]

0] 4 L\lsl Cancel ]

’ Bew Label. .. ]

’ AutaCapkion. .. ] [

Enter a descriptive caption in the Caption field. The caption description should

ideally make sense when spoken in isolation. Thi
reader users to access and use a list of tables.

s makes it easy for screen

Note: Once a caption has been added to a table, it can be programmatically cross-
referenced from elsewhere in the document. Cross-referencing ensures that table
numbers are correct even when new tables are added, or tables deleted. Cross-
referencing also makes it easier for people with low or no vision to navigate the
document. To add a cross reference to a data table:

Place the cursor where the cross-reference is to go in the text of the document

On the References Tab, in the Captions Group

, Select Cross-reference

Page Layout References kailings Reviewy ey

) Manage Sources
'\I.é‘ Style: APA Fifth -

[y Insert Endnate

Insert
Citation = @ Biblicaraphy ~

Citations & Bibliography

AE Mext Footnote =

Footnotes

ﬂ [ Insert Table of Figures ﬂ# =

Insert
Captio

" Cross-reference
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Missing Alt Text (Tables)

e The Cross-reference Dialog Box appears
e Select the desired cross-reference options

e
Cross-reference @

Reference bype; Insert reference to;
Table

Insert as hyperlink Include above/below

Separate numbers with

Far which caption:

[ Insert ﬂ[ Cancel ]

e The cross-reference becomes a selectable, navigable item in the document’s
text

MWHWMM

Current Document

Ctrl+Click to follow link

3rd Quarter numbers have just heen released for the current fiscal year (see TablE 11. Preliminary
analysis suggestethat cince the Ind Cuarter there has heen aMeaper) Dy Biscuit
y and a drop in the (desirable) Meaty Snacks category. This situation must be addressed

immediately if we are to have a successful 4th Quarter and meet our projections,

Table 1: Actual Treat Consumption (3rd OQuarter)

Rawhicle Meaty Snacks Dry Biscuits Others
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Missing Alt Text (Tables)

Examples
Correct:

External Link: Correct Example Missing Alt Text (Tables) in Word

(http://www.socialsecurity.gov/accessibility/checklists/docs/Missing Alt Text Table e

g correct.docx)

+

immediately if we are to have a successful 4th Quarter and meet our projections.

Table 1: Actual Treat Consumption {3rd Ouarter)

Rawhide

Meaty Snacks

Dry Biscuits Others

Rawhide bones (25)

Real meat leftovers (4] | Dental bone hiscuits Tahle scraps (22]

Rawhide sticks (38)

Table Properties

Lo quality ea | Table | [ta] |COIgmn| Cell |&ItText

product’ hites

Rawhide flat chews (2]

High Cuality b
sticks [35]

Title:

Description

3rd Quarter treat consumption divided inko Four categary columns, There
are three rows of data in each category.|

Alternative Text
b browsers display alternative text while tables are loading or if they are

missing. Web search engines use the alternative text ko help find Web pages.

Alternative Text is also used ko assist disabilities,

oK l [ Cancel
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Missing Alt Text (Tables)

Incorrect:

External Link: Wrong Example Missing Alt Text (Tables) in Word

(http://www.socialsecurity.gov/accessibility/checklists/docs/Missing Alt Text Table e

g incorrect.docx)

B

addressed immediately if we are to have a successful 4th Quarter and meet our projections.

Rawhide Meaty Snacks

Dry Biscuits

Others

Rawhide bones (25) Real meat leftavers (4]

Dental bone hiscuits

Table scraps (22)

Tahle Properties

Rawhide sticks (38) Low quality ‘meat | 1sble | Row [ cowmn | cal | abText \—

product’ hites (] | Title

Rawhide flat chews (2] High Quality be | pescription

sticks (35)

Alkernative Text
‘Web browsers display alternative text while kables are loading or if they are

missing, Web search engines use the alternative text to help find Web pages,
Alternative Text is also used to assist disabilities,

Rationale

Use a summary or a caption when displaying data tables.

Sighted users can quickly scan tables to understand their purpose, but many
assistive technology users navigate with the keyboard. These users need a table
summary or caption to describe the purpose of a table.

Legal References

508 references:
1194.22(a); 1194.31(a); 1194.31(b).

WCAG references:
No WCAG coverage.

Jump to All Word Requirements, page 108.
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Missing Alt Text (Picture, Text Box, Other elements)

Missing Alt Text (Picture, Text Box, Other

elements)

?i |

' " l; -

‘wElE
(T B .

text box to- i =
‘box text bo% ._;3" :

[ Empty @) |
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Missing Alt Text (Picture, Text Box, Other elements)

Requirements for 508 Compliance

Provide alternative text or descriptions for non-decorative images, images
within a link, form fields, and other interface elements.

How to test

Check whether alternate text has been used and is appropriate / sufficient

To examine alternate text for images:
e To look for the presence of alternate text, Run the accessibility checker:
“Missing Alt Text”
e Use SSA's “Alt text for images guide” to determine whether the alternate text is
appropriate / sufficient
Note: Null alt text (no alt text or a single space character) is acceptable for decorative
and redundant images, although an error will be generated in the checker.

How to fix
Add alternate text for pictures, charts, shapes etc.:

e Select the item, then open the context menu (right click), select Format...

o al] 2, - | B
e bR L R

Cut

Copy

Paste Options:

g &

Save as Picture,.,

gg Change Picture..,

L=

[k

Guiding is a partnership between the dog and the han o go somewhere,
and the guide dog has to get the handler there safely.| 24 | ¥ hs are reguired of
both team-members. For exarmple, in crossing a stree @ e the capahility to

=, Hyperlink...
read traffic lights and "cross now" signals for pedestriz a

Ihsert Caption..
Wirap Text b

2]
£
@ Size and Pasition..,
W

Farmat Picture... L‘\5

i T R N
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Missing Alt Text (Picture, Text Box, Other elements)

The Format dialog box opens.
In the Format dialog box, Alt Text Tab, add the alternate text in the Description
field. Give the purpose and function of the picture within the context of the

surrounding information. Avoid putting redundant and/or irrelevant information

Faormat Picture

into the alternate text.

Fill

Lire Color

Line Style

Shadow

Reflection

Glow and Soft Edges
30 Farmat

3-0 Riokation

Picture Corrections
Pickure Color

Artistic Effects

Crop

T

Alt Text |
~.\“‘-"—t——-""."’

At Text

Title:

Descripkion:

& guide dog leads the way with her handler holding
hatness in his left hand

Titles and descriptions provide alkernative, text-b8sed
representations of the information contained in tables, diagrams,
images, and other objects, This information is useful For people
with vision or cognitive impairments who may not be able ko see or

understand the object.

A title can be read to a person with a disability and is used to
determine whether they wish to hear the description of the

conkent,

The Title field can be safely ignored.

the guide

Give the purpose and function of
the picture within the context of
the surrounding information

Close

Note: The Title field is not necessary for accessibility. It can be left blank.

Note: A detailed guide is available for determining content for alternative text in
different situations (see section entitled “Follow detailed guidance for alternate text:”,

on page 105).

For images depicting text

When an image depicts text, the alternative text for the image should use the
text in the image.

Give the purpose and function of the picture within the context of the
surrounding information. Also provide any text shown in the image, verbatim.
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Missing Alt Text (Picture, Text Box, Other elements)

A guide dog looks up attentively, saving This is me pretending to
be interested” and then vawns, saving "and this is me not
pretending’

Note: A detailed guide is available for determining content for alternative text in
different situations (see section entitled “Follow detailed guidance for alternate text:”,

on page 105).

Remove alternative text for decorative or formatting images

e Supply a null alternative text value for decorative or formatting images
(ALT="") so they are skipped by assistive technologies.

This 'banner’ is
comprised of
three images.

The left and right
images are
decorative so
they need no
alternate text.
The center image
is informational,
s0 it does
require
alternative text.

i< publication | outline my Long-range plan for dog treat distribution at SSA. As you can see from

r

Note: Null alt text (no alt text or a single space character) is acceptable for
decorative and redundant images, although an error will be generated in the checker.

Note: A detailed guide is available for determining content for alternative text in
different situations (see section entitled “Follow detailed guidance for alternate text:”,

on page 105).
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Missing Alt Text (Picture, Text Box, Other elements)

Text boxes (do not use Text Boxes):

Note: The content of text boxes does not get read by screen reading software used
by people who are non-sighted or who have low vision. Therefore, it is never
acceptable to use text boxes in documents that are intended to be distributed in MS
Word format. If text box use is absolutely necessary for layout, it is necessary to
convert the file to an accessible format.

Follow detailed guidance for alternate text:

Social Security Administration Guide:
Alternate text for images

Use SSA’s “Alternate text for images guide” to determine content for alternative text
in different situations. The guide covers the following topics:

Conveying purpose and function of a picture
Appropriate length and level of detail to use

Common mistakes

Specific guidance for different types of picture, including
e Portraits (head-shots)

e Charts, diagrams and illustrations
e Logos

e Text contained in an image

e Textrendered as an image

e Bullets

e Spacers (structural images)

e Lines, horizontal rules, and separators
e Decorative images

e Background images

e Watermarks

e Signatures

L]

Complex / ungrouped / tiled / layered images
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Missing Alt Text (Picture, Text Box, Other elements)

Examples
Correct:

External Link: Correct Example Missing Alt Text (Picture, Text Box, Other elements)

in Word

(http://www.socialsecurity.gov/accessibility/checklists/docs/Missing _Alt_ Text Picture
eq_correct.docx)

(]J A guide dog leads the way with her handler holding the quide
L harness in his left hand

Guiding is a partnership between the dog and the handler. The handler wants to go somewhere,
and the guide dog has to get the handler there safely. To achieve this, decisions are required aof
hoth team-members. For example, in crossing a street, guide dogs dao not have the capahility to
read traffic lights and "cross now" signals for pedestrians.

I i e e i e TV EE Ve |
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Missing Alt Text (Picture, Text Box, Other elements)

Incorrect:

External Link: Wrong Example Missing Alt Text (Picture, Text Box, Other elements) in

Word

(http://www.socialsecurity.gov/accessibility/checklists/docs/Missing Alt Text Picture
eg_incorrect.docx)

Guide Dog and Man

The alternate text for
this image is not
including the purpose.
The picture is of a
dynamic action of
guiding. Providing
static descriptions of
active images is not
conveying everything - -
that is pertinent. the dog and the handler. The handler wants to go somewhere,
handler there safely. To achieve this, decisions are required of
e . For exfole, in crossing a street, guide dogs do not have the capahility to
read traffic lights and "cross@hw" signals for pedestrians.

Rationale

Provide alternative text or descriptions for non-decorative images, images
within a link, form fields, and other interface elements.

People who are blind or have low vision may need additional information presented
as text so they can access information and control interface elements. Complex
images may require detailed descriptions to convey important or useful information.
For instance, provide a more detailed description for a chart demonstrating a growth
trend.

Legal References

508 references:

1194.21(d); 1194.21(F); 1194.22(a); 1194.22(j); 1194.22(1); 1194.22(n); 1194.31(a);
1194.31(b).

WCAG references:
1.1.1-H37.

Jump to All Word Requirements, page 108.
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All Word Requirements

All Word Requirements

This table contains SSA's Accessibility Requirements for Microsoft Word

No.

Requirement

Rationale

Document Properties

Section 508
Mapping

Instructional
Help

Set the document
title attribute in the
document
properties.

File names often contain
abstract code that confuses
users about the purpose of
the document. When a
document is first opened,
screen readers will convey
the title rather than the
filename when a document
title is set in the document
properties. Consider adding
other document attributes
that can assist users as well
(author, keywords,
organization, etc.). Match the
text in the title attribute to the
full title used in the main
body of the document.

1194.21(d);
1194.31(a);
1194.31(b)

Document

Properties,
page 23

Language Settings

Set a default
language attribute
for the document.

Screen readers pronounce
words according to the
language specified.
Problems occur when the
language has not been set at
all, or it has been set to the
wrong language.

1194.21(d);
1194.31(a);
1194.31(b)

None for
Word
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All Word Requirements

No. Requirement Rationale Section 508 | Instructional
Mapping Help
2.2 | Set the Screen readers pronounce 1194.21(d); | Language
appropriate words according to the 1194.31(a); | Settings,
language for language specified, so if a 1194.31(b) page 18

passages and
phrases that use a
language other
than the document
default.
Exceptions: proper
names, technical
terms, or foreign
words that have
become part of the
vernacular.

passage of text is in another
language it will
mispronounce the words in
the passage.
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No. Requirement Rationale Section 508 | Instructional
Mapping Help
Page Layout
3.1 | Place images, Screen readers can only 1194.21(a); | Object Not
data tables, detect and properly read 1194.31(a); | Inline, page
charts, and other objects when they are 1194.31(b); |74
objects ‘inline’ with | placed 'inline’. Assistive 1194.31(f)
the document technologies must present
content (rather users with the correct
than ‘floating’). reading order when text
Where floating wrapping is used or content
objects are may be read in a confusing
unavoidable, manner (line of text, followed
ensure both the by a table row, followed by a
object and line of text, etc.).
wrapped text
around the object
are part of the
read order.
3.2 | Format columns When TAB characters are 1194.21(a);
and page structure | used to visually separate text | 1194.21(c);
to present a and make it appear like 1194.31(a);
proper reading columns, the reading order is | 1194.31(b);
order to assistive garbled for screen reader 1194.31(f)

technologies (do
not rely on tables,
TAB characters,
etc.).

users. Programmatic column
formatting will maintain the
correct reading order. Also,
horizontal formatting of
vertically arranged letters is
difficult for low vision users
to read, and since the text
can be read one letter at a
time, confusing for screen
reader users.
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Document Structure
4.1 | Use The use of styles and/or 1194.21(a); | Unstructured
programmatically | other programming allows 1194.21(d); | Document
discoverable keyboard-only and assistive | 1194.22(0); | page 52
headings to technology users to navigate | 1194.31(a);
logically structure | content. Applying bigger 1194.31(b); | Skipped
content, and avoid | fonts, bold, underline, italic | 1194.31(f) Heading
the skipping of etc. does not Level, page
heading levels. programmatically set text as 28
a heading. Skipped heading
levels may lead screen
reader users to believe there
is missing information in the
document.

Paragraphs

5.1 | Use paragraph Excess carriage returns are | 1194.31(b) Repeated
spacing settings spoken by screen readers, Blank
instead of carriage | interfering with normal Characters
returns when reading. page 64
additional line
spacing is needed
between
paragraphs.

Color Contrast

6.1 | Use high color Users with low vision and 1194.31(b) Color and
contrast color blindness may have Contrast
(background to difficulty reading documents page 30
foreground that do not present sufficient
contrast, contrast and color difference
watermark to between background and
foreground foreground elements.
contrast, etc.). The
color contrast ratio
between the
background and
text should be at
least 4.5:1.

6.2 | Text, images, and | Users with low vision must 1194.21(g); | Color and
non-decorative be able to see the document | 1194.31(b) Contrast
graphics (bullets, content when it is displayed page 30
dividers, etc.) must | in “High Contrast” mode.
be visible when
viewed in "High
Contrast" mode.

Page 111



All Word Requirements

7 Lists and Outlines

7.1 | Programmatically | Lists that are 1194.21(a); | List
identify bulleted, programmatically formatted 1194.21(d); | Formatting,
numbered, outline, | allow users of assistive 1194.31(a); | page 9
and multi-level technology to easily navigate | 1194.31(b)
lists. through and out of list

content.
Data Tables

8.1 | Use a summary or | Sighted users can quickly 1194.22(a); | Missing Alt
a caption when scan tables to understand 1194.31(a); | Text
displaying data their purpose, but many 1194.31(b) (Tables),
tables. assistive technology users page 94

navigate with the keyboard.
These users need a table
summary or caption to
describe the purpose of a
table.

8.2 | Identify column Sighted users can visually 1194.22(g); | No Header
and row header scan up and across a data 1194.22(h); | Row
cells table to find row and column | 1194.31(a); | Specified,
programmatically. | headers. Correctly labeling 1194.31(b) page 81

rows and columns headers
allows non-sighted users can
make this association.

8.3 | Ensure data cells | Complex tables may require | 1194.22(g); | Complex
are associated additional header labeling to | 1194.22(h); | Tables
with the correct maintain the correct 1194.31(a); | (Merged/Split
header cells. relationship for cells and 1194.31(b) Cells), page

headers. Merged cells can 15
confuse the programmatic

associations between data

cells and their intended table

headers.
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Alternative and Descriptive Text

9.1 | Provide alternative | People who are blind or 1194.21(d); | Missing Alt
text or descriptions | have low vision may need 1194.21(f); Text (Picture,
for non-decorative | additional information 1194.22(a); | Text Box
images, images presented as text so they 1194.22(i); Other
within a link, form | can access information and | 1194.22(l); elements
fields, and other control interface elements. 1194.22(n); | page 101
interface Complex images may 1194.31(a);
elements. require detailed descriptions | 1194.31(b)

to convey important or useful
information. For instance,
provide a more detailed
description for a chart
demonstrating a growth
trend.

9.2 | When images When text is rendered as an | 1194.21(d); | Missing Alt
depict text, the image, decoration and 1194.22(a); | Text (Picture,
alternative text for | styling usually do not convey | 1194.31(a); | Text Box
the image should | additional information. 1194.31(b) Other
use the text in the | Therefore, alternate text and elements
image. descriptions should read the page 101

text depicted in the image.
(Note: This is different from
text within a larger image,
diagram, or chart; see 2.1
and 2.7, which would also
apply.)

9.3 | Supply a null Assistive technology users 1194.31(a); | Missing Alt
alternative text need not hear every instance | 1194.31(b) Text (Picture,
value for of decorative images on a Text Box
decorative or page. This information Other
formatting images | interrupts reading content. elements
(ALT="") so they Combining tiled and layered page 101
are skipped by images allows a single
assistive image to associate with a
technologies. single description. Images

not grouped or combined
may needlessly confuse
users about what they are
reading.
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9.4 | Information Users who are blind, low 1194.21(i); Color and
conveyed through | vision, or color blind require | 1194.22(c); | Contrast
color must also be | alternatives for information 1194.31(a); | page 30
conveyed conveyed by color. In 1194.31(b)
textually. addition to static colors, this
includes color used to
indicate dynamic changes in
status, alerts, errors, etc.
9.5 | Use meaningful Users need to know the 1194.21(d); | Unclear
plain language for | unique target or function of 1194.21(f); Hyperlink
links and/or user an interface. Sometimes the | 1194.22(a); | Text, page 46
controls. The name or text of the link is 1194.22(1);
name must sufficient and/or confusing. 1194.31(a);
describe the Users will need a unique 1194.31(b)
destination, name for links and/or user 1194.21(c)

function, and/or
purpose of the
user interface.
Links and controls
that repeat the
same name
should provide a
unique and
specific
description for
each.

controls that repeat the
same name but serve
different purposes (i.e. when
a link ‘Here’ appears multiple
times give the link a unique
description.)
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