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Accessible Document Practices in Microsoft Word

Todd M. Weissenberger, University of lowa

Microsoft Word is one of the most popular applications in the world, widely used to create worksheets,
articles, syllabi, and other documents.

Here are a few tips and tricks to help you provide more accessible Microsoft Word documents for your
students and others.
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Microsoft Word Accessibility To-Do List

Microsoft Office Accessibility Checker
e Use the Accessibility Checker to review accessibility issues in Word
e Accessibility Checker covers only a fraction of potential accessibility issues

Content Reading Order
e Use Headings to create outline and structure
e Provide a Table of Contents for longer documents
e Use Word Layout features—not tabs or line spaces—to provide columns, sections, and breaks

Alternative Text for Images, Graphs, and other Non-text Content
o Apply contextual alternate text to all images that provide content or functionality
e For complex images such as charts or graphs, provide a link or reference to a longer description
or alternate presentation (e.g., a data table in addition to a chart; a sequence in addition to a
visual process)
e Forimages that do not provide content or functionality, select “Mark as Decorative” (This
feature is not available in all versions of Microsoft Office)

e Provide appropriate captions or transcripts for media such as linked or embedded audio or
video

Data Tables
e Identify a header row and column as appropriate for each data table
e Avoid merging or splitting cells
e Include borders to clearly separate individual cells

Links
e Use descriptive text, not URLs, for links
e Ensure that links point to accessible resources, documents, and websites

Color Contrast and Use

e Ensure that all foreground/background color combinations meet or exceed guidelines for color
contrast

e Do not use color as the sole means of identifying an object in your presentation
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Microsoft Word Accessibility Checker

Microsoft Word offers an Accessibility Checker feature that can help you to manage your accessibility
tasks in Word. The accessibility checker doesn't provide a comprehensive assessment of a document's
accessibility, but it can help you to find opportunities to add important accessibility features to your
Word document. This tool is also available in Microsoft PowerPoint and Microsoft Excel.

Run the Microsoft Office Accessibility Checker
e Select File>Info
e Select Check for Issues=>Check Accessibility
e Errors, Warnings, and Tips appear in the Accessibility Checker pane

Accessibility Checker v X
AutoSave (@ o) [2 B - - Mount-Everest-Fi .
iasme IS O : Inspection Results
File Home Insert Design Layout References Mailings Review View Help Acrobat AbleBit] Errors
abc = ) x 7 U o :
V3 [D =123 A" [b' aé A | l‘;] > Missing alternative text (9)
Check  Thesaurus Word Read Check Translate Language New I [mage or object not inline. (67)
Document Count Aloud Accessibility - Comment
Proofing Speech Accessibility Language Comments Warnings

> Check reading order (16)
4 Hard-to-read text contrast
Campus-wide Paradigm Shift from “Diversity”

T e L
Keep accessibility checker running while | work

Additional Information v
Why Fix?
Text becomes difficult to read when its color is too similar to the color behind it.
Increasing contrast makes text easier to read, especially when viewing documents
in bright light.
Steps To Fix:
Increase contrast by changing the color of the font (Home tab) or by changing the

Read more about making documents accessible

When you select one of the Inspection Results, Accessibility Checker will open a panel with Additional
Information that describes the accessibiilty problem and offers suggestions on how to fix the issue.

In Office 2016 for Windows, you can also activate the Check Accessibility Tool from the Review ribbon.

File Home Insert References  Mailing Help  AbleBits.com £ Search

ab \

¢ Check Document A)’I I:'l 22} J 3 7 o Ijl I £ &

Thesaurus Read Check Language | Comments | Tracking | Accept Compare | Protect Ink | Resume

5% Word Count Aloud [l Accessibility e o w o B - v v v
Proofing Speech Changes Compare

Note
Not all accessibility issues are of equal concern. Focus on structural and content issues like headings,
tables, and ALT text. Be aware that images that are not inline will not be read by some screen readers.
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Use Headings to Create Outline and Structure

For documents with multiple topics or sections, headings are a simple way to simplify navigation.

Screen reader users are able to efficiently traverse a file using headings; others can use the Navigation

pane or Outline view. Word headings will also export to PDF and HTML, ensuring a higher level of

accessibility in those formats as well.

Document creators can also leverage headings and other style elements for consistent formatting and

simplified maintenance.

Organize your document with Word headings

1. Open your Word document for editing

2. Click or key your cursor into the text you want to present as a
heading

3. Inthe Formatting toolbar (Home tab) click the Heading 1
button, OR use key combo ALT+0O, S to open the style pane and
key to the Heading 1 style option

4. Continue through the document, applying appropriately nested
headings for each topic heading.

5. Review the document outline in Navigation View
(View—>Navigation Pane)

Shyles v X
Clear Al -
Harmal T

I Heading 1 ﬁl
Heading 2 1a
Heading 3 Ta
List Paragraph b U
Header Ta
Mumbered, Left: 0.25", Hang

Figure 1: Styles Pane, opened

with ALT+O, S

&aBbCeDe 4aBbCeDd AaBbCh JAaBbCc &aBbCel deBblch Aalj daBbCe. Agsblcli AaBbCcik  AaBbCcDd AaBbCeDe |
— Change

Tharmal  Tho Spaci.j Headingl JHeading 2 Heading 3 Heading 4 Title Subtitle Subtle Em...

Shyles

Figure 2: Heading buttons in the Styles ribbon
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Figure 3: Document before and after application of headings
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Create a Table of Contents

Once you have applied a robust outline structure to your Word document, you can add another layer of
accessibility by generating a Table of Contents (ToC). A ToC lists the contents of your document by topic
heading, and allows users to hyperlink directly from an entry in the ToC to the corresponding content in
the document.

The Table of Contents uses heading levels and other styles as entries, so the ToC will reflect the true
structure of the document. Note that ToC levels become Bookmarks when your document is exported to
PDF.

Create a Table of Contents
1. Inthe References tab, select Table of Contents
2. Select one of the Built-InToC options, or create a custom Table of Contents
3. Select levels and other preferences
4. The ToC appears at the point of insertion

File Home Insert  Design  layour [RGEIENES
a ) Add Text~ AB I Insert Endnote B/
! Update Table AE Next Footnote ~
Table of Btue et ¥ Insert Our World: The Canary Islands
Contents = Footnote Citation ~
Built-In o
Automatic Table 1 Table of Contents o=
Contents Table of Contents | | Table f Figures | Table of Autharities
" ”:‘ ! Print Preyiew Web Preview
Heading2 4 Heading 1 1]+ | [Heading1 -
- s
Heading 2 Heading 2
Automatic Table 2 el )
Heading Heading 3 - N
Do oo “
Table of Gontents sesepapn: 2
Heasing 1 '
< o — .
Show page numbers Use hyperlinks instead of page numbers S -
. s
[¥] Right align page numbers Jre— s
Manual Tabl, Tab leader: | — .
Table of Contents - s
General
- s
Type chaprer Formats: From template || s s
VD8 ERSBIE U DOVA3) e - PR s
Type dhapte e el 1. a Show levels: |3 = o .
[@ More Tables of Contents from Office.com 3
B Custom Tabeof onters..
EX Remove Table of Contents
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Create Column Sections for Layout

Objects that are “wrapped” are not accessible to assistive technologies, because their content does not
appear in the content flow. Using columns for layout helps to ensure that your document content will
follow a logical order and flow in a linear sequence when accessed by users of assistive technology. This
is especially important when your images contain information, but you want them to “float” next to text
content in your document.

For layout purposes, always use columns instead of multiple tabs or tables.

e Place the cursor at the beginning of the section where you want to apply two or more columns
e From the Layout tab, select Breaks, and then Continuous

e Place the cursor at the end of the section where you want to apply the columns

e From the Layout tab, select Breaks, and then Continuous

e Place the cursor at the point where you want your columns to break

e From the Layout tab, select Breaks, and then Column

e You can also adjust the width of your columns to suit the needs of your document layout.

Once you have created your columns, you no

longer need any Wrap Text settings other than
“In Line With Text”. After you have applied this
setting ,your content will flow naturally, and
your image’s ALT text will be available for
screen readers and other assistive technologies.

o ety Attcompt's to Srach the Sumemty

e e
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Provide ALT Text for Images

Images, charts, and other graphical elements are not read by screen readers, and present an
accessibility barrier to users of those technologies. Good ALT text lets users know the meaning and
purpose of a graphical element when they can't view the image on the screen.

In Word, ALT text is exposed to screen readers when an image is positioned inline with text; images that
use wrapping are excluded from the document flow and unavailable to screen readers. To ensure that
your ALT text is exposed to assistive technology, position your images inline. If the appearance of an
image wrap is essential consider creating a section with multiple columns for layout.

Add ALT text to an image in Word
1. Inthe Insert tab, click Picture, OR use key combo (ALT+N, P) to insert an image into your Word
document
Right click on the image, OR use key combo SHIFT+F10 to open the context menu
Select Format Picture from the context menu
In the Format Picture menu, select ALT text
In the ALT text view, enter your ALT text in the DESCRIPTION field
Close the Format Picture dialog box

o vk wN

Filee Home Insert Design Layout References Mailing

View Help AbleBits.com M Picture Format £ Search g W

( B4 Color v =/ g Z / Position ¥ O ] ] .
O /] = N ) = 10205
B8 Artistic Effects v G v A Za=Wrap Text ¥ K Selection Pane AU~
Remove  Corrections Quick I o Align Crop — 2.08"
Background v E@Transparency v £J v | Stylesv 7 - = Align S A
Adjust Picture Styles Arrange
L& F ' 1 [ 2 | 3

S e A Text

How would you describe this object and its
context to someone who is blind?

bl

(1-2 sentences recommended)

1921 Everest Expedition with George

Mallory and others

Generate a description for me

Mark as decorative

Powered by Office Services

Figure 3: ALT Text dialog
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Provide Header Cells for Data Tables

Compared to other file formats, Word offers little in the way of accessibility for data tables. Still, there

are a couple of steps you can take to ensure that your data table is as accessible as Word will allow.
Your best bet is to keep your table as simple as possible; straightforward, grid-shaped tables with a

single row of header cells will yield the most accessible results.

Create Your Table
1. Inthe Insert tab, select Table (ALT+N, T)
to open the Table grid
2. Drag or arrow through the grid to select
the dimensions of your table
3. Enter your data into your table
4. Edit the caption if necessary

na

Insert

Table

-

3In8 Ta

Page Layout References

ble

bd B8 @ W

Ficture Clip  Shapes Sma

Art ~

I
I
I |
|
I
I
I |
I |

9

Designate Header Row
1. Place the cursorin a header cell in the top row
2. Select the “Design” tab in the “Table Tools” section
3. Make sure that “Header Row” is checked

Sales z gnnovgou

Product Rotal Price  JenMar  Apedon  dukdep Oct-Owc Fotal Sabes
. \ . . - .
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\
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Provide Meaningful Link Text

If you use links in your Word documents, be sure the text of the link clearly indicates where the link
goes. Avoid generic link text such as "More" or "Click Here", in favor of descriptive text such as "Read a
biography of Carver at Wikipedia" or "View a PDF map of the Canary Islands"

Bad: Click here

Slightly better, but still not great: Click here to learn more

Good: Learn more about the Canary Islands

Still better: Our World: The Canary Islands (Tagged PDF, 1.2 MB)

Consider all of the information contained in the last hyperlink example above—document title,
document format, file size—each element conveys information to the user about the upcoming
experience, and helps the user to make an informed choice about how to approach the material.

Ensure that links are understandable out of context

If you include links in a body of text, make sure that the link text contains all of the information a user
needs to understand the purpose and target of the link. Do not use link text that consists only of the
URL; if you want to provide the URL, place it AFTER the link text, and not in the link itself.

Example:
View the International Space Station Overview (https://www.nasa.gov/mission_pages/station)

Enter or edit link text in your document

To create or edit link text, you can use the Insert Hyperlink command (Control+K), or select Hyperlink
from the Insert tab. This opens the Insert Hyperlink dialog box, where you can add both your text and
your link's URL.

1. Place the cursor where you want to Sl Rl
X Link. ta: Texk to display: | Visit the Web Accessibiity Focus website ScreenTip...
add a hyperllnk i) Look In: | Current Work E| EREIE
. . Existing Fils or
2. Open the Insert Hyperlink dialog et | I i ot ] Bt
- Folder | i3 Vid I Er—
(Control+K) - Vo for Tranig e —
Document Browsed I A11yMotesintra
n H n g Pages AllyMotesIntroFinal
3- In the TeXt to dlSplay fIE|d; enter 3 ] Acc;sswblhty Meets Praductivity
h f | . k céeate Ner Recent Ej] :ccesswgi:izy EotestNarration
acurment les W] Accessibiity Repar
t € teXt o your n i AccesswbilityrG\Dpssar S
4. In the "Address" fleld, enter the E_maﬁem;s addrgss: | http:fiwebaccess its. uiowa.eduf [=]
URL of your link ; Lo J[ o)
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Use Sufficient Color Contrast

Providing sufficient contrast between background and foreground colors is not specifically a Microsoft

Word accessibility technique; all documents need a level of contrast that makes them readable by low-

vision or color-blind users. In general, light text should go on a dark background, and dark text on a light

background.

In digital documents, colors are constructed using a Red, Green Blue (RGB) color model. In Microsoft

Word, authors typically select colors from a palette associated with the current document. If you are

uncertain which colors your document contains, you can evaluate them for sufficient contrast.

Determine a font color in your Word document

1.
2.
3.

Place the cursor in a line of text

Open the Format Font dialog (ALT+O, F)

Open the Font Color picker and select More Colors
(ALT+C, M)

The color picker dialog will contain the RGB value of
the selected text

Use the Colour Contrast Analyser

1.

Download the CCA at
http:/www.paciellogroup.com/resources/

contrastanalyser/

Select your foreground and background colors from

the CCA color picker, or use the eyedropper to

select colors from an existing document, or enter

color values into the foreground and background

color fields

e To change between HEX and RGB color

values, select Options—> Displayed Color
Value (Control+E for HEX; Control+R for
RGB)

Make necessary adjustments to corresponding

colors in your Microsoft Word document
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Set the Human Language

Setting the human language of content enables assistive technology to accurately and properly convey
the inflection and pronunciation of text, providing a more accurate experience for the user.

To set the human language of a word or phrase:
e Select the content
e From the Review tab, select the Language tool
e Apply the desired language to the content

English

Spanish

Good morning.

Buenos dias.

Good afternoon.

Buenos tardes.

Good evening.

Buenos noches.

| want some breakfast.

Yo quiero el desayuno.

Where is the beach?

Donde es la playa?

What is the telephone number? Cual es el numero de telefono?

File Home Insert Design Layout References Mailings Review
ABC = ABC Y t:ﬁ’.—-—. L o
v [ JORIET s
Spelling & Thesaurus Word Smart  Translate Language New  Delete Previous MNext
Grammar Count  Lookup < = Comment
Proofing Insights Lang '@g Set Proofing Language... iments
= Language Preferences... !

Language @
Mark selected text as:
& spanish (Ecuador] -

i¥ Spanish (El Salvador)

& Spanish (Guatemala)

& Spanish (Honduras)

o Spanish [Latin America)
T
% Spanish [Micaragua) B
f¥ Spanish (Panamal -

The speller and other proofing tools automatically use
dictionaries of the selected language, if available.

|:| Do not check spelling or grammar
Detect language automatically

o] (o
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Export to PDF

For whatever reason, you may want to distribute a document at some point. If you have created your
Word document with accessibility in mind, most or all of the accessibility features should transfer to the
PDF version of your document.

Note: you must have the Acrobat toolbar to perform the following task.

To export your Word document to PDF
e Create your Word document, applying any appropriate accessibility features
e Inthe Acrobat toolbar, set any preferences such as Heading conversion, Advanced tagging, etc.
e Select the “Create PDF” tool from the toolbar

Home Insert Design Layout References Mailings Review View MathType ACROBAT

-y - -y - L _[E - -l -l
= =, -4 ! ; iz ®
Create Preferences Create and Mail Create and Send For ~ Acrobat Create PDF and Embed
PDF Attach to Email Merge Shared Commenting Comments - Run Action = Flash

Create Adobe PDF Create and Email Review And Comment Create and Run Action ' Flash

= Acrobat PDFMaker ==
Settings | Security | Word | Bookmarks
PDFMaker Settings
Conversion Settings [Standard hd

Use these settings to create Adobe PDF documents suitable for reliable viewing -
and printing of business documents. Created PDF documents can be opened with =
View Adobe PDF result
Prompt for Adobe POF file name

[¥] Conwvert Document Information Advanced Settings
PDF/A Compliance:

Application Settings
[T Attach source file
Create Bookmarks
Add Links
Enable Accessbity and Reflow wih tagged Adobe POT
[C] Enable advanced tagging

Reserved. Adobe, the Adobe logo, Acrobat, the Adobe PDF loge and PostScript are
either registered trademarks or trademarkes of Adobe Systems Incorporated in the

Adobe United States and/or other countries. All ather trademarks are the property of their
respective owners.
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r ‘ Copyright © 1584-20716 Adobe Systems Incorporated and its licensors. All Rights
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About this coursework:

The educational information in this coursework is provided under the Creative Commons Attribution-
ShareAlike license.

Content in the exercise files and screenshots regarding the Canary Islands is adapted with significant
truncation from https://en.wikipedia.org/wiki/Canary Islands, and is provided under the Creative
Commons Attribution-ShareAlike license.

Content in the exercise files and screenshots regarding Mount Everest is adapted with significant
truncation from https://en.wikipedia.org/wiki/Mount Everest, and is provided under the Creative
Commons Attribution-ShareAlike license.
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