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Today’s Agenda

Step 1 Document Structure
What gives a document structure?

Step 2 Microsoft Word

Styles, alt-text, links and more!

Step 3 Microsoft PowerPoint

Slide titles, accessibility checker and more!

Step 4 Microsoft Excel

Formatting tables, instruction for calculated fields and more!

Step 5 Adobe Acrobat

Accessibility checker, reading order, tags and more!



Resources to look up later

Minnesota’s Office of 

Accessibility

Preflight Panel and 

Accessibility Setup Assistant 

in Adobe Acrobat

Equidox and Accessibility 

On-Demand Remediation

NVDA, Colour Contrast 

Analyser and PAC Checker

International Association of 

Accessibility Professionals



What gives a document structure?
Good question.

Styles
Tells assistive technology 

how to identify headings, 

paragraphs, bullets, etc.

Reading Order
Assistive technology uses 

reading order to help 

navigate a document.

Accessibility Tags

Accessibility tags help 

determine a reading order 

and also identify the styles

+ Document Information



Microsoft

Word



Microsoft Office
Let’s Review







Let’s Review: Heading Styles
Microsoft Word Heading Styles



Why Styles Are Important



Styles Convey Meaning



Avoid Manual Formatting



Heading Level Example

YouTube Video demonstrating headings

https://youtu.be/9yDwcpGW2KY?si=9WjpfhAnVNOnXWG5


Heading Hierachy



Alternative Text for Images



Alternative Text Tips

Alt-texting like a boss!



Hyperlinks Tips

•

•

https://at.mo.gov/it-access/
https://at.mo.gov/it-access/


Accessible Hyperlinks

WCAG Guideline:



Microsoft

PowerPoint



PowerPoint 
Let’s Review



Microsoft 

Excel



Microsoft Excel
Let’s Review



Microsoft Excel
Let’s Review

Need to make 

something like this?



Microsoft Excel
Let’s Review



Tables, 

Charts and 

Graphs



Accessible Tables
Insert your awesome subtitle here

Table Title

Table Title



Accessible Tables
Insert your awesome subtitle here

Table Title

Table Title



Accessible Pie Chart
Insert your awesome subtitle here



Accessible Column Chart
Insert your awesome subtitle here



Accessible Bar Chart
Insert your awesome subtitle here



Accessible Line Chart
Insert your awesome subtitle here



Accessible Line Chart
Insert your awesome subtitle here



Adobe 

Acrobat
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