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Accessibility Guidelines for Microsoft Word
Documents

This document offers tips and tools to ensure that the Word documents you submit for this
conference are 508 accessible.
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Check the Accessibility of Word Documents

The first thing to do when making a document file 508 compliant is to check its accessibility to
know what aspects of the file need to be revised. All Microsoft Suite programs allow you to
check the accessibility of the file.

To check the accessibility of your file, follow these steps:

1. Click on the “File” tab and then on the button that says “Check for Issues.”

Info

FINAL AccessibilityGuideline-Word-pubs_TM

E-mail attachment:  C:\Users\jkatham\AppData\Local\Microsoft\Windows\Temporary Intemet Files\Content.Outlc

Save . Read-Only Document
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Save As
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Save As

Save as Adobe
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Print Protect Document

» Cantrol what types of changes people can make ta this document.

Share Protect

Document -

Export

Close

nspect Document
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Versions
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2. Select the “Check Accessibility” option.

©

DRAFT_Cambined_AccessibilityGuidelines_LC1

Info

DRAFT_Combined_AccessibilityGuidelines_L

New

Open H: = share » IDEA ACDM_MATO 2014-19 = Task 4 Meetings » Subtask 44 Ar
Save Protect Document
} Control what types of changes people can make to
Save As Protect this decument,
Document ~
Save as Adobe
PDF
Inspect Document
Print
o Before publishing this file, be aware that it contains:
T LizEiE Comments
e Document properties, document server

on, template
Export =N Inspect Document

Check the document for hidden properties
ey

Close

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

Idyare unable

Account

E‘E Cheromy =
Check for features not supported by earlier

Opti
[t versions of Word.

this file.

3. The results of the Accessibility Checker will appear in a box on the right-hand side of the
screen. Text in the box will describe errors that need to be addressed.

Accessibility Checker ~ %
Inspection Results

ERRORS

4 Missing Alt Text
Picture 10
Picture12
Picture 13
Picture 5
Picture 11
Picture 14
Picture15
Picture 16
Picturel
Picture 2
WARNINGS
4 Unclear Hyperlink Text
www.Section508.gaov
4 Objects not Inline
Picture 1

4 Repeated Blank Characters
4 Characters
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Accessibility Tips for Word Documents

When submitting a Word document, please make sure that you follow these steps to ensure
accessibility:

1.

Use Heading styles to establish a clear structural hierarchy throughout the document.
This helps put content in the correct reading order. The title of the document should
always be assigned “Heading 1.” To do this, you must highlight the text that you want to
make the main heading and then select “Heading 1” under the “Home” tab. This means
that “Heading 2” will be the first subheading in the main part of your document. (You
can modify headings by right-clicking on the heading and clicking “Modify.”)

AaBbCcDt AaBbCcDe | AaBhC 4aBbCel Aabl LaBbCcC AaBbCcD: AaBbCch:

TMNormal T Mo Spac... | Heading 1 Heading 2 Title Subtitle Subtle Em... Emphasis

Ensure that color contrast is sufficient for those with low vision and for black-and-white
printing and that colors are not the sole means of conveying meaning. Use the color
contrast checker from WebAIM to see if the colors in your document are accessible (to
use the checker you will have to enter in the colors you are using in RGB hexadecimal
format).

Use recommended, standard fonts (e.g., Times New Roman, Verdana, Arial, Tahoma,
Helvetica, or Calibri) and font sizes larger than 10 pt.

When possible, use bullets or numbering to help make the content easier to read and
support proper reading order, rather than incorporating long lists into your textual
narrative.

Ensure that each hyperlink uses descriptive text to identify the destination of the link
and is distinguishable from the text surrounding it. The descriptive text should be
explicit (e.g., website name), not ambiguous (such as “click here”).
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6. Include ScreenTips for all hyperlinks:

— Right-click on the hyperlink and select “Edit Hyperlink.”

— Click on the “ScreenTip” button in the top-right corner of the Edit Hyperlink dialog

ot Hyperhnk - | /
Lk 1 Test 1o deipliy: Uois cador contrai dhder @
iC] Leepirinc S =] [ il
Exnting File c
of Web Page Archive =
it B (B
z Falder e T
vl g DRAFT Combened ArcessdalityGuiSebnes LC17 4.12  Tanget Frame.
Parce i Tha 8% DRAFT PowerPeintheessibilityGuidebne LCI7_DWEdits
Dacument Browsed |2, L = al
Pages |3 FINAL AccessibdityGuideine-Intro-pets
8% FIMAL SccessibelityGuidebne- PET-pubs
Ciale fiw Regent 8" FIMAL AccessibaltyGuidelne- Word-pubs
Dacument Filen
&l sadgin i) et arg/ surce oenk i bk Ay =| | Remeve Link
E-myail J
Addrer

[ ex ][ canea |

— Enter a brief description of where this link will take the user. The Accessibility

Checker will generate an error if this is not done.
Set Hyperlink ScreenTip &I&J

ScreenTip text:

[ OK l[ Cancel ]

7. Use automatic linking features in Word when creating footnotes, endnotes, or a table of
contents.

HOME INSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW ACROBAT

=t T Add Text~
[ Update Table

1 I Insert Endnote ol =l Manage Sources -J [ Insert Table of Figures

AE, Mext Footnote - [3 style: [aPa - t-.;rl i
nse
. [ Bibliography = Caption I'_l_:l Cross-reference

#Gle of Contents Footnotes & #lions & Bibliography Captions
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8. Fill in the Document Properties for Title, Author, Subject (e.g., Description), Keywords,
Language, and Copyright Status. To access these fields, click on the “File” tab. Then
access the drop-down menu under “Properties” (at top right) and select “Show

III

Document Panel.

Properties ~

D Show Document Panel

0:| Show and edit properties
above your document

E Advanced Properties

See more document
properties

9. Name the document with a file name that is between 20 and 30 characters. The file
name should not include spaces or special characters. You can use hyphens to separate
words in a file name. This is a best practice and should be followed, if possible.

Using Tables in Word

Use tables in Word sparingly because they may be difficult for users to access. If you must use a
table in your Word document, follow these tips:

1. Do not use the “Draw Table” tool in Word to create tables. Instead, use the “Insert
Table” option.

2. Use only simple tables. A simple table has no merged cells. If possible, do not leave any
table cells blank. If you must use a complex table (i.e., one with merged cells as part of
the header row), either (a) convert the table to an image and apply alt text or (b) rework
the table into multiple simple tables.
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3. Identify the header row by right-clicking in the header row of your table; select “Table
Properties” and “Row,” and finally mark the box labeled “Repeat as header row at the
top of each page. In this same box, make sure that the box labeled “Allow row to break

across pages” is NOT checked.
( Table Properties @Ié]

| table | mow | cowmn | cen [ amten |
Rows
Size
I:‘ Specify height: |0 ~| Row height is: |At least
Options

Allow row to break across pages
I:‘ Repeat as header row at the top of each page

[A Previous Row ] [V HNext Row

Cancel

4. Apply alt text to each table. Right-click anywhere in the table and then select “Table
Properties.” Next, click on the “Alt Text” tab and insert text in the “Description” field;

the “Title” field is optional.
( Table Properties @Iﬂ—hl\

| Table | Row [ cowmn | cen |VAifTar!

Title

Description

Alternative Text

Titles and descriptions provide alternative, text-based 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 to see or understand the object.

Atitle can be read to a person with a disability and is used to determine
whether they wish to hear the description of the content.

0K ] [ Cancel
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Accessibility of Images (Alt Text)

Alt text must be applied for all images and graphics in your document.

1. Right-click on the image or graphic.

2. Select “Format Picture.”

X Cut
E@ Copy

y  Paste Options:

b e
3 Ll
-
&g Change Picture...
Bring to Front
"y Send to Back
eo Hyperlink...
Save as Picture...
1 C
Sl >ize and Position...

';'f Format Picture...

3. Select “Alt Text.”
Format Picture

— 1B e
b SIZE

b POSITION

b TEXT BOX

b ALT TEXT

4. Insert text in the “Description” field (the “Title” field is optional) and then close the box.

SIZE
POSITION
> TEXT BOX

4 ALT TEXT
Title G

Description
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Best practices for alt text:

* Accurately describe the content of the image so that its meaning is understandable for
an individual with a visual impairment.

* Be concise with the description.

* Do not use “image of” or “graphic of” when describing the image or graphic.

Tips for Accessibility When Using Multiple Icons or Complex
Graphics

If you are using multiple icons or complex graphics (including smart art), two easy ways can be
used to capture all the visual information in one picture: The first is the “Snipping Tool,” and

the second is “Print Screen.” Note: If you are using a Mac, you can only use the “Print Screen”
option.

Snipping Tool

1. Navigate to your computer’s “Start” button and find the “Accessories” folder. In that
folder you will find the “Snipping Tool” application.

. Accessories o
9 Bluetooth File Transfer
J Calculator
Bl Command Prempt
22 Connect to a Metwork Projector
B Connect to a Projector
ﬁ Math Input Panel
j Notepad
22 Paint
& Remote Desktop Connection

193] Run

m

8 Snipping Tool
t Sound Recorder
Sticky Notes
l'_:ID Sync Center
=1 Windows Explorer
_@ Windows Mobility Center -

1 Back

Search orograms and files o |
Search programs and files
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2. The application will look as follows, and you will need to hit the “New” button to begin

snipping:

%5 Snipping Toocl | = |-?h]
L% New - .. Options
Select a snip type from the menu [&]
or click the Mew button,

b

3. After you have hit the “New” button, you can select any area of your screen for the
“Snipping Tool” to capture. Once you have made this selection, you can simply select
the area you would like the image to be and hit “Paste.”

Print Screen

1. The vast majority of keyboards have a button that is labeled “Print Screen” or a variation
of abbreviations of those words. Hit that key, and your entire screen is captured and
copied to your computer’s clipboard. (If your computer does not have a print screen key,
it most likely has an onscreen keyboard option where that key is accessible. To access the
onscreen keyboard, search in your computer’s start menu or application menu.)

2. Paste that image in your preferred image editor (for PCs we recommend Paint; for Macs
we recommend Paintbrush) and use the cropping tool to isolate the image you would
like to include in your presentation.
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