Accessibility Guidelines: Creating MS Word Documents

Updated 3/13/19

Set Language
Identify Document Language
e In Office 2011 (Mac), select Tools > Language from the application menu
to define the default language.

e To define a different language for part of the document, select each foreign
language individually, then select Tools > Language to define the language
for each.

IMPORTANT: Currently language settings only effect accessibility of the Word
document itself. They do not survive when exported to PDF. If PDF is the final
format in which you intend to distribute your document, you will need to define
language in the PDF directly using Adobe Acrobat Pro.

Color

Contrast
Test the style colors to make sure there is proper contrast.

IMPORTANT: To analyze colors, the HEX code is needed. MS Word gives RGB
values, and they must be converted.

¢ Find the RGB value

Go to the Styles pane to get information for the style
3 sebcende:| | aosbecpdte N 0

Subtitle Subtle Emph... Styles
Pane

Styles
Current style:
Normal (Web) + (Latin) Arial, 13 pt, Left:
New Style... Select All
Apply a style:

Clear Fermatting
Normal T

Heading 1 v
Select All

Update to Match Selection

Click the arrow next to the color and More Colors button
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You can now see the RGB values.
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[ Modify Style
|
Properties

l Name: | Heading 1

Style type:
Style based on: ¥ Normal w4
| Style for following paragraph: 1 Normal ¥
Formatting
CalibriLight (Headi.. = 16 - B 1 u  IEE——

Font:(Default) +Theme Headings (Calibri Light), 16 pt, Font color: RG,8
(47,84,150) Space Before: 12 pt, Keep with next, Keep lines together,
Level 1, Style: Linked, Quick Style, Priority: 10, Based on: Normal,

Add to template

Add to Quick Style list
Automatically update

Format ﬂ Cancel “

e Convert the RGB values to HEX

Copy these values and enter them into a RGB to HEX converter, i.e.
https://www.rgbtohex.net/

Once you get the HEX number, go to
https://webaim.org/resources/contrastchecker and enter the HEX value.

e Analyze results to see if the color has proper contrast
https://webaim.org/resources/contrastchecker/

Conveying information
Never use color alone to convey information

BAD
Project Due Date Completed
Web comparisons report September 15 ¥
Webinar materials September 20 X
Survey questionnaire September 23 X

GOOD


https://www.rgbtohex.net/
https://webaim.org/resources/contrastchecker
https://webaim.org/resources/contrastchecker/
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Images & Wrapping Text

o Set the wrapping style to “In Line with Text”.
Text that wraps around an image or graphic often times will confuse a screen
reader, making it difficult for the user to understand. Right click the image and
select Text Wrapping, then choose In Line with Text.

Save as Picture...
Change Picture...

A Square
Group > S Tight
Bring to Front > =
Send to Back » | ==Throigh
= A Top and Bottom
Hyperlink... K
Lorem Ipsum = Behind Text
Insert Caption... =
B oo e

Crop
Size and Position...

What iS Lorem Ipsu Format Picture... €81

fords [* English (US) B =

More Layout Options... M
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Table Headers

« After a table has been created and populated with data, a Header Row needs to

be identified:
o Select the first row of the table, Right click. Select Table Properties > Row
tab.
o Ensure the option “Allow row to break across pages” is checked.
Webk . sx_rem Ipsum Used Date For Removal
wwy  Copy #C 5 Jan. 3, 2019
wail Paste £ ‘ NA
Insert > o
Delete Rows
Merge Cells

Distribute Rows Evenly
Distribute Columns Evenly

Borders and Shading...

Cell Alignment >
Table Properties...

New Comment

(I
i
Ijj!
1[1]
1

8 Words  gearch With Google
Add to iTunes as a Spoken Track ang.| e cou ng-

Table Properties

Table QEEUA Column  Cell  Alt Text
Row 1:
Size

Specify height: 0" - Row height is: At least <
Options

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

Styles and lists

o Use styles, not freely formatted text!
o Example: instead of bolding a title to indicate a new section, use headers

AaBbCcDdEe AaBbCeDdEe | | AaBbCeDe| AaBbCcDdEe| | AaBbCeDdEe >

Normal Mo Spacing Heading 1 Heading 2 Heading 3

e Use the list feature to create lists, not your own style
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ALT Text

Create Alt text for images:

o Right click on image

o Select Format Picture

o Select the Layout & Properties tab

o Enter Alt text into the Description field

Format Picture

SH 0 &
p Text Box
v Alt Text
Cut 8X
Copy ®BC | Title @
Paste BY
Save as Picture...
Change Picture...
= Group > Description
“={  Bring to Front > f o .
Send to Back > Three young friends hanging out in the
marketplace]
Hyperlink... 28K
Insert Caption...
Wrap Text >

Crop
Size and Position...
Format Picture... 31

Column Layout

For 2 columns of data: use 2 column feature, NOT spacebar or tab:

o Select the text you want formatted in columns, or place your cursor where you
want columns to begin

o On the Layout tab, click Columns

o Click More Columns

o Click the number of columns that you want.
ILa[.rout I References Mailings Review View Acrobat

= —— I Indent Spacin

D = - [ 4 EE|- » i 7| Line Numbers f 2
g — — == #= Lef: | O 2 3Z Before: 0pt .
Margins Crientation  Size  Columns Breaks - Hyphenation — .| #= .
¢ bc WP Se Right 0" LY amer opt ‘

Add a Table of Contents

Table of contents help users navigate to sections of the document and also

become bookmarks for PDFs

Word uses the headings in your document to build an automatic table of contents

o Click References > Table of Contents and then choose an Automatic Table of
Contents style from the list.
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Accessibility Checker
o Check overall accessibility of document:
o Under Tools, go to Accessibility and remediate

Word File Edit Insert Format
5 G & ~

Insert Design Layout Refer

View

tai)le Windpw HeIp
Spelling and Grammar > i

Thesaurus... X #R
Hyphenation...

f S Calibri(Body) ~+ 11 v A=« 2
Language...

m

Paste$_ B I U ~abe X; x2 A
Word Count... tea
AutoCorrect...

Check Accessibility E

Track Changes >
Combine Documents...

nta

Protect Document... £

he
Envelopes...
Labels... pm
has
Macro »>
Templates and Add-ins...
Customize Keyboard... st

SUrfOUNIng text, it still needs to be distinguished.

Converting Word to PDF

« Save As: select PDF for file format
o Select the radio button for accessibility

« IMPORTANT: The file must be exported correctly. If a file is created by printing to
PDF, it will not be correctly tagged.

Save As: Word to PDF Workshop
Tags:

=B = AccessU 2018 Word toP... & Q
Favorites Acoasshots f
A Applicati | AccessU 2..F Workshop »
\ Applications B ascema.1po
(=) Desktop
M Documents
© Downloads BN chunki
£ Creative Cloud... ™8 chunk2
joublering1.jpg
B ForFrame
etthumbnail j¢
Online Locations File Format: PDF B
© Best for ic distribution and
(uses Microsoft online service)
Best for printing
{8 Hide extension New Folder Cancel m
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