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Resolving Accessibility Issues in Word 2010/2011

Use the Accessibility Checker
1. Click File > Info > Check for Issues

2. If the Accessibility Checker sees any potential B insoect Doc
issues, you will see a message next to the e R
Check for Issues button. i ssabi

t De 1
\D“ spect Documen

3. To view and repair the issues in your file, click gk i
Check for Issues > Check Accessibility . Check Accessibiity

w7 Check the document for content that people
with disabilities might find difficult to resd b

4. Your file reappears, and the Accessibility
Checker task pane lists the inspection results.

E Check Compatibility
V| Check for features not
versions of Word.

5. Click a specific issue to see Additional
Information and steps to change the content.

TIP: Documents being viewed in Protected view (opened from an e-mail or the Web) will not
offer the option to Check for Issues. Enable Editing in the highlighted area at the top of the
document and then return to File > Info > Check for Issues > Check Accessibility.
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(W] e 9 - o[z TR 00K LIST NUMBER 56.docx (Protected View) = Microsoft Word

“ Home Insert Page Layout References Mailings Review View Add-Ins EndNote X5 Acrobat

o Protected View This file originated as an e-mail attachment and might be unsafe. Click for more details.< Enable Editing >

1

TIP: Documents with a .doc extension cannot run the | Accessibility Checker w X
Accessibility checker. Go to File > Save As, and save
as .docx. Then return to File > Info > Check for Inspection Results

Issues > Check Accessibility.
/) Unable to run the Accessibility
Checker

Cannot check the current file type
for accessibility issues.
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Designate Headings

Headings allow screen readers to easily navigate a document. A screen reader won’t recognize
bold text or large font as a heading. Headings are located in the Home tab, Styles Group.

m.» nsert  Pagelayout  References  Mailings  Review  View  Addns  EndNote X5  Acrobat
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1. Go to the Home tab in st 21 E AaBbCcL AaBbCCL AaBbCe A
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2. Highlight the "IF__L.:j ] Font A Paragraph ] ]

appropriate text to be used as a heading.
3. Select the appropriate heading level. Use Heading 1 for main titles, etc.

To designate a heading:
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Adding Image ALT Tags
Recent versions of Microsoft Office offer ALT S |
tags for inserted images, which can be read by a :
screen reader. Descriptions should be limited to Z’:em AltText '
approx. 20 words or 155 characters. Charts and . T ot put Alt text here
graphs may require longer explanations. Shadow Rescrption: '
. Word 2010 Format Picture window on ALT Tag option i
Word 2010 :h:.'.:nd S‘uft Edges |
The Alt Text tool can be found under Picture 70 Rotaton _ _ _ |
Tools, Format, Picture Styles group. (In Word | "= || FeqEESnmmmrinr
2007, right-click after adding an image and R impairments vihaljgay not be able to ses or understand the object. ‘
choose Size. In Word 2003, it is under the g ereine whether Bl v t pee th desipion o the urtan
Format Picture options.) Alternatively: Text Box |
1. Select an image so that square anchors | '
are visible. l _ |
2. Right-click the mouse and select Format | cose
Picture. ” Y

3. Inthe Format Picture window, select the Alt Text link on the right, and insert text into
the Description field. Click Close to save the Alt Text.

Word 2011 (Mac)

Formapicure Note: This tool is not available in Office 2004 or
B e Office 2008 for Macintosh. You must have Service
D G| Pack 1 to access the Alt text feature.
8 30 ot Don’t put Alt text here | . .
—pet 5 - 1. Select an image [square anchors are visible].
. rontn 2. Right-click the mouse, select Format
P e Picture.

You can type alt text for tables, diagrams, images, and other objects.
readers can then read the alt text to pesple who may have difficulty seein
objects.

3. Inthe Format Picture window, select the
Alt Text link.

4. Insert the ALT text into the Description area.
Cama) (80 5. Click OK to close and save the Alt Text.

The screen reader first reads the title. The person can then decide whether to hear
a longer description.
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Charts and Graphs

Charts and graphs may require longer explanations than simple images. There are two actions

recommended to make these items accessible:

1) Add a short caption preceding that describes

the content; 2) Provide an alternative presentation of the findings. For many charts, the best
alternative format is a table with the original figures.

To add a caption:

1. Right click near the edge of the
chart, graph or table and choose
Insert Caption.

Bl >0 B

2. Word offers a few default options for the

caption. Create your own by selecting

New Label and enter a caption into the

pop-up dialog box.

Cut
Lopy

Paste Options:
=]
Reset to Match Style =
Eont...
Change Chart Type...
Edit Data...
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@] 1nsent Caption...
Wrap Text
Fomat ChatArea..  [oY 2 Eategory beeoryd
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Caption -2
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Position: |Below selected item E
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Qetete Cells

Selegt
Sgit Ceits.

ECE

Borders and Shading

Tables

Paste Options:

Tables may also require longer
explanations than simple images.

To add Alt text:

Test Direction.

Cell Alsgnment

Autofrt

fumbering

b TTIRTT

Hypertink..
Lock Up
Sunonyms

& Tranglate

&
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Addtional Actions
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Table Properties... & ]..
Buitets ] 2

Right-click within the table.
Select Table Properties.
Under the Alt Text tab, insert
your description in the
Description area. Do NOT use
the “Title” area.
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Table Column Headings

Screen readers will identify column headings for table content, if they are specified in the Word
document. This information is critical for vision-impaired users to understand a table’s content.

To specify column headings:

SORT_header.DOC [Compatibility Mode] - Microsoft Word =

1. Click anywhere in the table. ( o | B ; e
2. Go to the Design tab at the top g e — ' e
of the page.
3. Check the Header Row check
bOX. Income/Expense Table
4. Type (or retype) your column i Year Fxpenses Teome
headings. T990 000,000 30,40

5. Press the Enter key.

Hyperlinks

Screen reader users often scan a document for hyperlinks, so it is important to make sure your
links make sense without their surrounding content.

For example, a link should say “Readings for the week of February 14” rather than “Readings for
the week of February 14. Click here.”

To edit a hyperlink’s display text: R
Link to: Text to display: |Link to hitp:/jwww.virtual508.com/
1. Right-click the URL cxoieor | Lok 1 omee F@ @E
- - Web Page -
2. Select Hyperlink, and then Edit o | s |1 G
- J. Excel
Hyperlink. Pice i This | Oulook !
Browsed | | PowerPont 1
] Pages | ) word
Create New “] Access samplel.mdb
Document £ Accessbity_Issues_Office_2010.docx
BeceriEves 7] Accessbiity_Issues_Word.doox
] %7 Ancesshiity_Issues Word PowerPoint.docx i
E-mail Address | Address:  hitps//www.virtual508.com/ =]
oK
Lists

You should use the List Tool to create bulleted or numbered lists instead of manually inserting
bullets, numbers or asterisks. As with headers, this tool enables screen readers to process list
items more efficiently.

Numbered lists with multiple levels should use a different numbering scheme on each level. For
instance, if the topmost level uses “1, 2, 3,” the next level could use “a, b, ¢.”

To create a bulleted or numbered list: =
Mailings Review View Add-Ins EndN
1. Highlight the text. _ o g} Te (SEEE AL A
2. Under the Home tab in the top ribbon, ~ T :
select either the bulleted or numbered -A-||EESE| = i s R
list icon. “ Paragraph x
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Creating a Table of Contents

Adding a table of contents will help screen reader users to navigate a document quickly and
easily, in addition to providing a preview of upcoming content. NOTE: Headings must be
applied to appropriate text for Word to auto-generate a Table of Contents.

To auto-generate a Table of Contents:

1. Go to the References tab in the ribbon
at the top of the page.

2. Select Table of Contents. You can
select one of the automatically
generated formats or choose to enter
the titles of the sections manually

W d9-a|=

“ Home
= |[@BrAddText

| 3% Update Table

Insert

Table of
Contents ~

|| Built-In
Automatic Table 1

Contenls

Page Layout

Insert
Footnote

—_—

-

References
jn] Insert Endnote
A Next Footnote ~

Mailin

=
Insert
Citation =

Heading 1 : 5 . A
Heading 2 .. — - — - o——— o——— p— % |
Heading 3 ... i eaabtinin - - RN " - 1

Cautions on Converting Word to HTML

Although Microsoft products include a function to convert content to HTML, the implementation
IS not regarded as standards-compliant. If you need to convert to HTML, go to File > Save As
Web Page, Filtered (Word 2010). Alternately, purchase a plug-in to audit the accessibility of
the output file (For Windows only: Link to http://www.virtual508.com/ )

Accessibility Issues of Word Generated HTML

1. Styles use fixed font sizes, not relative font sizes. Fixed font sizes won't allow the text to
be zoomed in Internet Explorer 6 or earlier.

2. The font will probably be fixed to Times New Roman, which is designed for print, not for
computer monitors.

3. Style sheets are embedded and are time consuming to remove manually. In fact, all Word
styles in your template are exported even if they are not used in the original document.

4. Word HTML allows designers to specify unusual fonts and/or symbols, which may not be
available on all computers.

5. If Smart Quotes are turned on, then they will be converted to a Unicode numeric character
or left intact. Older browsers may not be able to decipher these symbols.

More Resources

Visit the Computer Applications Training Handouts page:
Link to http://lib.colostate.edu/cat/training-handouts

Visit the Microsoft Support website:
Link to http://office.microsoft.com/en-us/support/

Visit the Pennsylvania State University AccessAbility website:
Link to http://accessibility.psu.edu/
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