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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

Equidox and Accessibility
On-Demand Remediation

Preflight Panel and NVDA, Colour Contrast
Accessibility Setup Assistant Analyser and PAC Checker
in Adobe Acrobat

o
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What gives a document structure?

Good guestion.

Styles
Tells assistive technology
how to identify headings,
paragraphs, bullets, etc.

Reading Order Accessibility Tags

Assistive technology uses Accessibility tags help
reading order to help determine a reading order

navigate a document. and also identify the styles

+ Document Information




Microsoft

Word




Microsoft Office (’

Let's Review

Enter the Document Properties (Title, Author, Language)
Use document styles
Use short headings
Name hyperlinks appropriately
Use simple table structure
Add alt text to images and objects
Align images with text
Check color contrast
Avoid using repeated blank characters
. Use the Accessibility Checker tool
Use Acrobat’s Create PDF tool (Not "Save As")
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Accessible Document Title (’

Documents need a title, author and language for organization and accessibility.

This is an important part of document creation to make sure your file is indexed (cataloged
by the website) and is included in SEO (Search Engine Optimization.) The bottom line is
this is how people will be able to “find” program files on the internet.

; mfo PR - Identifi.catio.n: a unique descriptive title
o Mmakes it easier to locate.
z m B | Comruit ot hage el e Searchability: document titles are a
T e z primary source of keywords and search

= B engines.

G) | ocweobimgerie beme - .

e e e Accessibility: users of assistive

S technology, like screen readers, will

R o hear the title announced first.

Last Printed



Document Author and Language Q7

Document Author and Language.

In a Word document the author is automatically assigned with your state enterprise license.
Later, we will explore when you export your word document to a PDF how you can edit the
title to “Missouri Department of Health and Senior Services.”

Word Options ? X

21 st the ffc anguagePofences - Author: This may be set automatically,
o — but we can override it.

Save Buttons, menus, and other controls will show in the first available language on this list @

Languargrer ~1. Match Microsoft Windows [English] <preferred> | . . .
— Language: Microsoft Office 365 will

likely automatically set for “English”.

General

Advanced

Customize Ribbon

Quick Access Toolbar

Add-ins

Trust Center Install additional display languages from Office.com

Office authoring languages and proofing

Manage languages used for creating and editing documents, including proofing tools such as spelling and ®

English (United States) <preferred> Proofing installed

Add a Language...




Let’s Review: Heading Styles (’

Microsoft Word Heading Styles

Use styles

Plan ahead

Don't skip heading levels

Make your styles at least 2 point different

5 Use bold and non-bold variations in addition to point sizes
6. Use Outline mode to check quickly

7. Remember to check color contrast

INFOENIES




Why Styles Are Important Q7

s Mailings Review View Help Acrobat

References Mailings Review V

MO B rn & 8
N Styles | Editing Create PDF  Create PDF and  Request Dictate
e — A/’ p D Z M and Share link Share via Outlook Signatures ~
— ill i
N Normal No Spacing Headmg " Heading 2
Paragraph | Styles  Editing Create P
> M v and Share T|tle Subtitle  Subtle Empha  Emphasis
Styles  Tw -
Y Intense Emph Strong Quote Intense Quote
:: a 4 : LT Ii;_: S :: E gl ﬁ
m— i— = - = SUBTLE REFEREl INTENSE REFER  Book Title  List Paragrapt
_ | = = = | = d,. N
| — | — = = (=" R - A, Create a Style
Jﬂ‘@ Clear Formatting
Paragraph B A, Apply Styles...

The two features in Microsoft Word we care about most are the Paragraphs and
Styles tools.



Styles Convey Meaning (’

s Mailings Review View Help Acrobat Almost every desktop pu b||5h|ng
éf /Q B) ! Q- @ program available today allows you
Styles | Editing Create PDF  Create PDFand Reguest  Dictate to create Sty|eS Iﬂ some way, Sha pe

i M and Share link Share via Outlook Signatures v or form

Normal No Spacing Heading' Heading 2

) That WGAG guideline related to
Title  subtite  subtie mpha  Empnasis iInformation and relationships is

accomplished through Styles.

Intense Emph Strong Quote Intense Quote

E Styles use heading structure and
SUBTLE REFERE. INTENSE REFER  Book Title  List Paragrapt convey meaning to assistive

technology like screen readers.
I A, Create a Style

1'1"@ Clear Formatting

l A_,, Apply Styles...




lome

Avoid Manual Formatting (’

Number one change to your workflow.

Insert Draw Desi

Layout

Avoid using manual formatting. This
feature allows you to assign a piece of
text a bold or narrow weight, font
change or even color. Resist!

This provides visual changes only and
will not convey meaning to screen
readers.

Avoid the font panel. Use the styles
panel to make sure fonts and spacing
are appropriate.




Heading Level Example (’

Heading Level 1
Heading Level 2 R

Heading Level 3 — iieinde B Reading

T e SN N Data Protection Policy

1 Porpose and scope

Headings and styles are used to provide et L T T R
information in a visual hierarchy. .

personal Gata 5 Gath ALOU 3 IWing Ndvioul o)
. must be sdentdabie, other drecty of ndrectly, theough an
Heading Level 2 sty Bypenlospeclafeieon o oo
S0t fueey vk "  hrthee Gudand examgien

data protection policy 2.2 the 21st of January
E_a relg el n Sty le @ Word Microsoft Word document edit multi-line

YouTube Video demonstrating headings

Use heading styles in order (H1, H2, etc))


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

Heading Hierachy (’

Heading Level 1 = Document title

Heading Level 2 = Main topics
Heading Level 3 = Subtopic of Heading 2
Heading Level 4 = Subtopic of Heading 3
Heading Level 5 = Subtopic of Heading 4
Heading Level 6 = Subtopic of Heading 5

Don't use more than this, screen readers do not typically process more than 6. Don't skip
heading levels, for example, do not go from Heading Level 1to Heading Level 3

Don't choose heading levels based on its "look." Each level represents part of the
document structure.



Alternative Text for Images (’

Alternative or ALT text is how visual objects like images, charts
and graphs are described to people who cannot see them.
You can rely on subject matter experts within your programs
to help you use the correct descriptive words if it is complex.

Alt text puts an image's appearance and purpose into words.
This text is then read aloud by screen readers, braille displays
and used in place of any graphic that doesn't download.




Alternative Text Tips Q7

1. Keep it short —less than 150 characters. If you need a longer
description, consider adding it to the document content.

2. Be unique. Don't just repeat the information found in the image
caption, title or body text.

3. Don't use extra words like "A picture of.." A screen ready already knows

it is an image and will announce "image" or "graphic" before reading

your alt text. Exceptions are when you want to include the image type,

such as a screenshot or bar chart.

Don't include a hyperlink.

Mark the image as decorative when it offers no information to the

reader. Examples of decorative images include divider lines, borders,

decorative elements.

ey

Alt-texting like a boss!



Hyperlinks Tips (’

Create document hyperlinks by embedding the link in descriptive text instead of the
entire URL. This allows the information to be read by a screen reader and the screen
reader will identify that there is a hyperlink.

Do: For more digital accessibility information visit

Don't. For more digital accessibility information visit:

Good link text:
* |s meaningful when read out of context. Screen reader users may navigate from
link to link and not read the surrounding text.

« Helps users know something about the destination. "Click here" doesn't let the
reader know where they are headed.


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

Accessible Hyperlinks (’

The principles of accessible hyperlinks applies to all digital content.

Inaccessible link text Accessible link text

Download the annual report "click here" Download the 2025 Accessibility Report

"Read More" about our new policy Read the full details about our new accessibility policy.
To submit your application, go here Submit your professional development application.

Our accessibility standards are detailed in this Read our web accessibility standards PDF.

document. (PDF)

We have open positions. Apply now. We are currently hiring. View all open positions and apply.
For help with your account, info. Get help with your account login and password.

We welcome feedback. Provide feedback. We welcome feedback on this document via our online

submission form.
WCAG Guideline:

Success criteria 2.4.4: link purpose, in context is a level A requirement, and it states the purpose of each link
can be determined from the link text alone or from the link text together with its programmatically
determined link context, except where the purpose of the link would be ambiguous to the user in general.



Microsoft

PowerPoint




PowerPoint

Let’'s Review

1. Use content placeholders.

2. Check slide reading order.

3. Give each slide a unique title.

4. Add alt text to images and object.

5. Name hyperlinks appropriately.

6. Use simple table structure.

7. Include captions and audio descriptions.
8. Use high-contrast colors.

9. Enter document properties.

10.Use the Accessibility Checker tool.

11. Consider alternate formats when sharing presentations.



Microsoft

Excel




Microsoft Excel (’

Let’'s Review

1. Always set a meaningful Title to your document.

2. Avoid default sheet names.

3. Remove blank sheets and hide blank cells.

4. The Al cell can contain instructions, table title or other important
iInformation for the user.

5. Define your tables and label them.

6. Tables should always have heading cells.

7. Apply alt-text to your charts and graphs.

8. Use good color contrast for headings and cell data.

9. Avoid colors in cells to indicate properties.

10. Run the Accessibility Checker.



Microsoft Excel

Let’'s Review

Need to make
something like this?

Your Company Name
Company Slogan

INVOICE

Street Address. DATE: December 2, 2020
City, ST ZIP Code INVOICE # 100
Phone | Fax FOR: Project or Service
Description
BILLTO:
Name
Company Name
Street Address
City, ST ZIP Code
Phone
DESCRIPTION HOURS RATE AMOUNT
$ =
s -
$ 5
3 .
s =
s 3
$ =
s =
$ -
s <
SUBTOTAL |§ 5
TAX RATE
SALESTAX |[§
OTHER
TOTAL |§

Make all checks payable to Your Company Name.

Total due in 15 days. Overdue accounts subject 1o a service charge of 1% per month,

THANK YOU FOR YOUR BUSINESS!

Page 10f 1




Microsoft Excel ‘.’

Let's Review




Tables,
Charts and

Graphs




Accessible Tables e

Insert your awesome subtitle here

Table Title

Column Header Column Header Column Header
Row Name Text Text Text
Row Name Text Text Text
Row Name Text Text Text
Row Name Text Text Text
Row Name Text Text Text

Table Title

Column Header Column Header Column Header

Row Name
Row Name

Row Name
Row Name

ie1¢-10 Total




Accessible Tables e

Insert your awesome subtitle here

Table Title

Column Header Column Header Column Header
Row Name Text Text Text
Row Name Text Text Text
Row Name Text Text Text
Row Name Text Text Text
Row Name Text Text Text

Table Title

Column Header Column Header Column Header
Row Name Text Text Text
Row Name Text Text Text
Row Name Text Text Text
Row Name Text Text Text
Total | Total Total Total




Accessible Pie Chart

Insert your awesome subtitle here

Pie Chart Title

Topic 5
10%

Topic 1
30%

Topic 4
20%

Q

Topic 1
= Topic 2
= Topic 3
Topic 4

= Topic 5




Accessible Column Chart O

Insert your awesome subtitle here

Column Chart Title
120

100
100
80
60
40

25
20

Topic 1 Topic 2 Topic 3 Topic 4 Topic 5




Accessible Bar Chart O

Insert your awesome subtitle here

Bar Chart Title

Topic 5 - 10

Topic 4 25

Topic 1 100

o 20 40 60 80 100 120




Accessible Line Chart O

Insert your awesome subtitle here

Line Chart Title
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Accessible Line Chart O

Insert your awesome subtitle here

Line Chart Title
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Adobe

Acrobat




Adobe Acrobat (’

Let’'s Review

1. Add Accessibility Tools to Quick Access: Bookmarks, Content, Reading
Order and Tags

. Add Document Properties: Title, Author, Subject, Language and Keywords

. Accessibility Checker: Red X — Failed, Blue Question Mark - Manual
Check, Yellow Sign — Skipped

. Review Reading Order and fix using Content Panel

. Use Reading Order Tool to view structure types and tag content (if
needed)

. Walk the tag tree and simplify as much as possible

. Fix by adding new tags, changing existing tags and deleting empty tags

. Add alt-text or mark images as decorative

(62 I S W N

oo N O
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