FY 2016-17 Biennial Budget
Budget Narratives Accessibility Instructions

The budget document must be produced in an accessible format. Instructions on steps you must take to make you r budget narratives accessible are provided below, including an accessibility checklist. Your agency’s accessibility officer should also review your budget narratives before submitting them to MMB. Once we receive your completed narratives we will evaluate them using an accessibility checker. If accessibility errors are found, the documents will be returned to you for correction. 
[bookmark: _GoBack]
I. 	Instructions 
Formatting Text
· Tools in the text formatting section of the editing ribbon in Word are not accessible[image: ]

· If you need to format text, do so using the styles menu [image: ]


· Below are a few common styles that should be for text formatting instead of using the edit ribbon: 
	Font group name
	Styles name

	Bold
	Strong

	Italics
	Emphasis

	Underline
	Generally not used except for hyperlinks. 
Do not underline anything with blue except a hyperlink.
Available in Font Settings*

	Font and Size
	Please do not edit font and size, as the templates have been set with the font and size for consistent budget pages across agencies. 



· Microsoft Word 2010 gives you the option to make new styles and rename existing styles. Please do not do this. Screen readers ONLY recognize existing MSWord 2010 style names, so please only use existing styles. 
[bookmark: _Toc383603790]Importing information from other sources (Copy and Paste)
When importing text, tables, or other elements into MS Word, make sure to import only the information. You do not want to import any styles from other documents. 
1. Copy the information from the source.
2. Right-click on the document where you want the information to be placed. This will bring up the paste options menu. 
3. Choose either Keep Text Only (for text) or Use Destination Theme or Use Destination Style (for graphs, charts, etc.). 
[image: ]

· Alternately, you can select Paste, Paste Special on the Home tab in the Clipboard group.
· If you used Keep Text Only, highlight the text and choose the correct style from the Style Pane.
Inserting a Table
1. On the Insert tab, select the Table button
2. Select Insert Table
3. Enter the number of columns and rows you want, choose the AutoFit behavior, and click OK
Please do not be tempted to use the Draw Table tool. Although it is convenient, this tool does not create an accessible table. You have to click on Insert Table instead. 
[image: ] [image: ]

Using Images
1. Format the image to be in line with text
a. Right click on the image
b. Hover over the “Wrap Text” selection
c. Click on “In line with text” 
[image: ]
2. Add Alt Text to your image
a. Right click on the image
b. Click on format picture
c. Select Alt Text
i. “Title” is optional
ii. Describe the image in the “Description” field using a clear and concise description. If the image shows something that is not written in the body of the document, you must describe this image fully. [image: ]

Using the Accessibility Checker 
On the File tab, select the Check for Issues button and then on Check Accessibility. Your document opens up with the Accessibility Checker dialog box. [image: ]
The Additional Information dialog box is located at the bottom of the Accessibility Checker. This box explains why a problem exists and how to fix it.
 [image: ]
All Errors must be corrected in order to create an accessible document
All Warnings should be addressed to make the document as accessible as possible 
 II.	Checklists
	Agency Profile
· Update the alt text title and description for both charts. Ensure the description you provide describes the data within the charts for your agency.
· Run accessibility checker. Fix any errors. 
· Send document to your agency’s accessibility officer for review.
Small Agency Profile
· Update the alt text title and description for both charts. Ensure the description you provide describes the data within the charts for your agency.
· If you are following Option 1 for the Results section, did you follow the instructions above for “Importing information from other sources (Copy and Paste),” and “Using Images”?
· If you are following Option 1, be sure to add an alt text to graphic.
· If you are following Option 2 for the Results section, update the alt text title and description for the table. Ensure the description you provide describes the data within the performance measurement table.
· Run accessibility checker. Fix any errors. 
· Send document to your agency’s accessibility officer for review.
Program/Budget Activity Narrative 
· If you are following Option 1 for the Results section, did you follow the instructions above for “Importing information from other sources (Copy and Paste),” and “Using Images”?
· If you are following Option 1, be sure to add an alt text to graphic.
· If you are following Option 2 for the Results section, update the alt text title and description for the table. Ensure the description you provide describes the data within the performance measurement table.
· Run accessibility checker. Fix any errors. 
· Send document to your agency’s accessibility officer for review.
Agency Change Item 
· Update the alt text title and description for the Fiscal Impact table.
· If you are using your own charts or graphics for the Result section, did you follow the instructions above for “Importing information from other sources (Copy and Paste),” and “Using Images”?
· Be sure to add an alt text to the chart of graphic that you’ve imported.
· Run accessibility checker. Fix any errors. 
· Send document to your agency’s accessibility officer for review.
Cross-Agency Initiative Change Item 
· Update the alt text title and description for the Total Fiscal Impact table.
· If you are using your own charts or graphics for the Result section, did you follow the instructions above for “Importing information from other sources (Copy and Paste),” and “Using Images”?
· Be sure to add an alt text to the chart of graphic that you’ve imported.
· Add alt text titles and descriptions for each of the Agency fiscal impact tables in the Fiscal Impact Detail by Agency section.
· Run accessibility checker. Fix any errors. 
· Send document to your agency’s accessibility officer for review.
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