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' ACCESSIBLE DIGITAL DOCUMENTS

Word
Excel

PowerPoint
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| ACCESSIBLE WORD

* The easiest way to have an accessible PDF is by creating an
accessible word document based on:
* Structure/styles/images
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WORD - DOCUMENT STRUCTURE
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Requirements:

* Make sure the headers are
created from the styles
options and not implicit

* Home > Styles



JWORD — DOCUMENT STRUCTURE
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! Update to Match Selection . TextBox Shape Picture & Themes
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Rename...
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Font:{Default) + Theme Headings, 26 pt, Expanded by 0.25 pt, Font
color: Text 2, Kern at 14 pt, Space After: 15 pt, Don't add space
between paragraphs of the same style, Border:Bottom: {Single sol...

(] Add to template Add to Quick Style list | | Automatically update
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WORD - HEARDERS

WikH- -0 - Navigation-Pane - Microsoft Word — [
Home Insert Page Layout References Mailings Review View
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* Keep a logical order (Bl Urex e @ EEEw s il
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Styles ~ Styles ~ -

* Use navigation pane ot [ i e— —

Search Document -l :
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5 1 | Proin ullamcorper enim nec nunc gravida auctor. M

venenatis varius tellus. Nullam tincidunt, ligula vit
neque. quis hendrerit quam ex at est. Suspendisse ¢
ultrices sem. Pellentesque sit amet ipsum mollis, n
fermentum justo. Proin odio libero, sollicitudin a u
nisi id ex scelerisque commodo sed id neque. Mau
| iaculis lectus. Maecenas mollis mattis purus. ac au

4 Section 1.1
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4 Chapter 2

4 Section 2.1

Subsection 2.1.1
4 Chapter 3
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Document with Navigation Pane.

=1
Page:3of4 Words: 1,389 | .j." English (U.S) | (B HEd =2 =2 110% \—




) WORD — COLUMS
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* Make sure that content in
columns format has the

:
E
:
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appropriate order. or
* Format > Columns B
e

Equal column width

Apply to: | Whole document |_| Start new column

Gancel |




WORD - HEADER AND FOOTER
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SmartArt | Review |
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* Headers and footers must be
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Footnote and Endnote

used correctly
* |nsert> footnote

Leocation

© Footnotes: | Bottom of page

O Endnotes: End of document
Convert...

Format

MNumber format: 1,2,3, ..

Custom mark: I:I
Start at: E 1<l

MNumbering: | Continuous

Apply changes

Apply changes to: | Whole document

WM | Curcor




WORD — HEADER AND FOOTER

Requirement:
* All the lists must be structured il @__J a2
correctly Gl 2| | )
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Define New Bullet...
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) WORD — HYPERLINK

ReqUirement: it  Wiew Iml Format Font Tocols Table Window # Help
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Document Elements | Tables | Charts | SmartArt | Review |
Paragraph : Etyles g Inaart : Bmes

* You must avoid hyperlink texts such : ———— | =
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Insert Hyperlink E.

as click here or read more Az
|

Link to: ||

* Insert> Hyperlink>Display
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ScreenTip...

In the Link to box, enter the address (URL) of the Web page that you
want to link to.

% Anchor:
|

If you want to link to a specific location (anchor] within the Wekb
page, enter the name of the anchor above or click Locate to find it.

Cancel




) WORD — TABLES

Requirement:

* Tables must be structured correctly

Insert tables, do not draw them.
Include alternative text
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Web browsers di Iternatl xt while tables load or if tables are missing.
Web search engines use alternative to help find Web pages. Screen readers.
Iso use alternati xt to help users wi sabilities.
cancer | (T




7 WORD — TABLES

Requirement:

Include titles and headers.
Avoid empty cells

Test the table structure with
tab

Table Styles g Draw Borders
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Table Properties

—— | Table [QEEURN Column  Cell Al Text |

Size

Rowr 1:

" Specify height: 0 cm = Row height is: At least

Options

Allow row to break across pages

Repeat as header row at the top of each page

* Previous Row MNext Row i

_

Cancel “
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Review | o~

Requirement: L
* Include a document title: File e
> Info > Properties> Title - Fromied

Author: Monica Duhem

Company: HearColors
Category:
Keywords:

Comments:

Hyperlink base:

Template: Mormal.dotm

Save preview picture with this documen t

Cancel | (I




WORD - METADADA

Requirement:
* Predetermine the language of Mark sefected text as.

the document. L

T 3
. . English (C
* File > Options > Language Engish QNG

English (US)
Estonian
Finmish

The speller and other proafing 1ools
automatically use dictionaries of the selected
language, if available.

[ | Do not check spelling or grammar

| Default... | | Cancel | [ OK




Requirement:
* Use adequate contrasts

Web Accessibility

Accesibilidad web
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Requirement:

* Avoid blank spaces to give
format (tab or space bar)

®* Use Format > Paragraph >
spacing

Tables
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Table Layout Charts SmartArt Review | ™~ Lk~ |

Table Steles :
Paragraph

Indents and Spacing Line and Page Breaks
Alignment: | Left B DOutline Level: Body text B

Indentation
i {nene)
Right: |0 cm
Spacing
Before: 0O pt - Line spacing: At
i Single
After: O pt

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

Preview

TexrSarols ool s Terterol s Terterols Treterols Terterols Terterns Teterss

Tabs... Cancel m




WORD - STYLE

Requirement:
* Avoid watermarks

) Mo watermark
1 Picture

Select Picture...
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{No Picture Selected)

v Washout Scale: Auto =

Apply the washout effect to lighten a picture so it
doesn‘t interfere with document text

D Text
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WORD — ALTERNATIVE TEXT

Requirement:

* Allimages must have an
alternative text.

* The alternative text has to be
representative

Nord File Edit View Insert Format Font Tools Table Window #® Help
Format Picture
A Fill
. . *w, Line Alt Text
* Whatis the image 2 e
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You can type alt text for tables, diagrams, image: d ot obje . Screen readers
can then read the alt text to peo pl e who may haw dfﬁ Ity seain gth objects.

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




J3) WORD — ALTERNATIVE TEXT

Requirement:

Text — repeat the word

Visual information — explain it
Sensorial information —
describe it

Nothing new —ignore it
Decorative images — without
alternative text




I WORD — ACCESSIBILITY CHECKER
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Requirement: ©
* |nfo > check for issues > Check -
accessibility Open

Save

Save As

Print
Share
Export

Close

Account

Options

Feedback

T&L Blog - Accessibility #10

INnfo

T&L

Docum

Blog - Accessibility #10 - Oct 2016

ents » Community » 2016 blog posts

Protect Document
} Control what types of changes people can make to this document.

Protect
Document ~

@ Inspect Document

Check for

Before publishing this file, be aware that it contains:
Document properties and author's name

Issues -

©

Characters formatted as hidden text
Inspect Document s find difficult to read

Check the document for hidden properties
or personal information.

@

Check Accessibility

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

4 changes.

")

Check Compatibility

Check for features not supported by earlier
versions of Word.

Today, 10:25 AM (autosave)



| \:/\ PORTABLE DOCUMENT FORMAT (PDF)




) ACCESSIBILITY TOOL

Go to accessibility tool
* Tools
* Accessibility
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= Prnimary language - Passed

©) Title - Failed -all

ag® Bookmarks - Passed Skip Rule
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Page Content (b issues)
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Check Again

Forms
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Show Report
Alternate Text (5 issues)
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ACCESSIBILITY TOOL - TAGGED

To fix this item automatically, select Tagged
PDF on the Accessibility Checker panel, and
then choose Fix from the Options menu.
Acrobat automatically adds tags to the PDF.
To specify tags manually, do the following:

Choose Tools > Accessibility > Reading Order
in Acrobat, and create the tags tree. For more
information, see Reading Order tool
overview.

Reading Qrder

Draw a rectangle around the content then click one of 3
the buttons below:

Text/Paragraph Figure
Form Field Figure/Caption
Heading 1 Heading 4 Table
Heading 2 Heading 5 Cell
Heading 3 Heading & Formula
Reference {q) Mote () Background/artifact
Table Editor
Show page content groups ||

® Page content order

() Structure types
Show table cells [ ]
Display like elements in a single block

Show tables and figures [ ]

Clear Page Sftructure... Showe Crder Panel

Help Close



