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Outline for Today

m Why Create Accessible Documents

m How to Create Accessible:
- Word Documents
m PDFs (briefly)
- Google Documents

m Hands On Practice

*Today we will not be focusing on PDFs, Excel, PowerPoint, Google Slides, or Google Sheets
**Many of the same principles apply when creating these document formats too

*** |f you use a Mac computer, what we show here will not be the exact same




Why Create Accessible Documents

m [t's the Right Thing to Do
— Making things accessible for everyone you encounter (student, peers, parents)
- Culture of accessibility and inclusion

m It's the Smart Thing To Do
- Saves you time making it accessible from the start
m Proactive vs. Retroactive
- Makes you savvier in Word and Google Docs

m It'sthe Law

— Case law from Accessibility Lawsuits is pointing towards Web Content Accessibility
Guidelines 2.0 Level AA Standards (WCAG 2.0 Level AA) as the standard for
Accessibility

- Section 508




Accessible Documents

m Microsoft Word
- PDF documents

- With Support from the GOALS Cheat Sheets
(http://ncdae.org/resources/cheatsheets/)

m PDF Documents on how to create accessible documents

m Variety of formats and years: Word, PDFs, PowerPoints, Excel

m Google Docs
- With Support from Grackle Docs (https://www.grackledocs.com/)



http://ncdae.org/resources/cheatsheets/
https://www.grackledocs.com/

GOALS Cheatsheets:

CREATING ACCESSIBLE MICROSOFT WORD 2013

DOCUMENTS (WINDOWS)

Heading Styles

Create a uniform beading structure through use of styles
igate a docum

#n Word. This allows screen readers ro navi

and improves accessibility for everyone.

Adding and Editing Headings

1. Select the text and choose the appropriate style undes
Siples on the Home ribbon, (e.g., “Heading 17)

2. Headings 1, 2, or 3 can also be assigned using
ALT + 1, 2, or 3, respectivel
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Alternative Text for Images

Tmages can be given appropriate alternative text in Word.
This ale rexe is read by a screen reader in a Word file ar

should remain intact when exporting o HTML or PDE

Adding Allt Text rE=—
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choose Farmat Picture.
TexT B
2. Select the Layout &
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Alt Text.

3. Enter appropriate alt text Hesionkie

ALTERMATIVE TEXT HERE

only in the Description field
(not the Tirfe field).
Columns

When creating columns, always wse true columns, not
columns created by hand with the Tib key.

Creating Columns
1. Select Page Layout on the ribbon.
2. Select Columns under Page Setup and choose the

appropriate number of colunns.
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Lists
Use triee numbered and bulleted lists 1o emphasize a point

or a sequence of steps.

Creating Lists

1. Select the Numbered List or Bulleted List option on
the Home ribbon, under the Paragraph section.

Links

Word awtomatically creates a hyperfink when a user past

a full URL onto a page. These may not make sense to scree

reacder users, so more fuformation is neecded.

Adding Hyperlinks
1. Select the text you want linked, rig
Hyperlink or CTRL + k.

- sure the text in
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Data Tables

tables need a clear table structure and table

Accessible

beaders to help guide a screen reader user

Creating Tables
1.Se

ribbon, then

Fusert Tabie.

the fusert tab on the

Page Break

et of Poctrecondary

http://ncdae.org/resources/cheatsheets/

-aders to the first row, select Table Tools>

peat Header

2. To add rable
Layout on the ribbon, then choose the Re

Rou

option in the Data section.

Oprions in the Design tab may be used to change appearance

but will not provide the necessary accessibility information

Accessibility Checker

Word includes an accessibility resource thar identiffes
accessibillty issues.
File> Tnfor.
ke
Jor Issues button
and choose Check
Accessibility.

1. Sel

Agcessibility
Checker rask pane

will show accessibility
£errors, rwtrufug!.

and tips on how
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« E

» Provide suff

ure that font size is sufficient, 2

sund 12 points.

« Doni't use color as the only way 1 convey content
= Provide a table of contents for long documents

« Use simple language.

For a digital version go 1o nedae.orgiresources/cheatsheets

Education. No it imiplied.



http://ncdae.org/resources/cheatsheets/

Accessible Word and Google Docs

Headings

Alternative Text for Images
Lists

Columns

Links

Tables

Spacing

Checker




Headings in Microsoft Word

m Headings are created to make a table of contents for your document
m When you use headings, people can navigate more easily between parts of it

m Located under your Home and Styles of your Ribbon
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Customizing Heading Look in Microsoft
Word

m Desire to have headings look a certain way
m Highlight Text after customizing the Look
m Right click on Style Heading and Choose Update Heading to Match Selection
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Headings in Google Docs
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1 document
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Title
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Alternative Text for Images in Microsoft
Word e
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Alternative Text for Images in Google
Docs

m Insert Image
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Lists in Microsoft Word
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Lists in Google Docs

m Use the predetermined styles like in Microsoft Word
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Columns in Microsoft Word

m Tabbing or Spacing to create columns can throw off a screen reader

m Using predetermined styles helps a screen reader to read a page correctly
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Columns in Google Docs

m Use Format dropdown menu and choose Columns
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Links in Microsoft Word

Documentl - Word
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Links in Google Docs

m Right click on link once put into document to access menu to change Title of Link
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Tables in Microsoft Word

m T[ables need structure and table headers in order to be read effectively by a screen
reader

m Once table is created, use Table Tools and Layout Table to choose Repeat Header
Row so screen reader will repeat header for better user navigation in table
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Table in Google Docs

m Use the Table dropdown menu and choose Insert Table

m Ability to mark first row or column as header, but only through Grackle Docs
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Spacing in Microsoft Word

m Use Right-Click, Paragraph drop down menu to add spacing instead of the Return
Key

m Use “Shift-Enter” for a soft return to add spacing but not hear the space read aloud
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Spacing in Google Docs

m Use Format Menu, Line Spacing option to add spacing instead of the Return Key
m Use “Shift-Enter” for a soft return to add spacing but not hear the space read aloud
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Accessibility Checker in Microsoft Word

m Once you're ready to save the document, don’t forget to check it
m Use the Accessibility Checker under the File Menu

m It will guide you through any accessibility issues and how to fix them
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Accessibility Checker in Google Docs

(Grackle Docs)

m Grackle Docs is an Accessibility
Checker add-on for Google
Docs

m Also available for PDFs, Google
Slides, Google Sheets, and
Google Drive

m Grackle Docs will lead you
though how to fix your
accessibility errors

m  Will not let you Export to a
Tagged PDF for free - this is the
pay service part of the tool
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Accessible PDFs from Microsoft Word

m Once your Word doc is accessible you can make a PDF

m Choose Save As, not Print to PDF
- Save As will keep all you Accessibility work you’ve done
— Print to PDF will create an Image of you file and you’ll lose all your work
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Accessible PDFs from Google Docs

m Once you've checked your Google Doc using Grackle Docs and all the errors have
been mitigated, the Export Tagged PDF option at the top of the Grackle Doc Checker
will highlight and will save the file in your Google Drive

Grackle Docs X Progress Monitor
Accessibility Check Document Structure
Export Tagged PDF +
19 of 19 checks passed /o Brocessin .
Opticns ¥
Document

-fv"\- Document title is required

Mot defined using the "Title” style.



Hands on Practice

m Grab a blank document in Word Doc, Google Docs and practice what you've learned

m Grab an already existing Word, Google Doc and retroactively make the document or
site accessible

m Use the GOALS Cheatsheets or this PowerPoint to walk you through what we’ve gone
over: Goals Sheetsheets Link Address:

http://ncdae.org/resources/cheatsheets/#msword



http://ncdae.org/resources/cheatsheets/#msword
http://ncdae.org/resources/cheatsheets/#msword

Contact Information

Rachel Kruzel, ATP

RESNA Certified Assistive Technology Professional

Assistive Technology & Accommodations Specialist

CLASS Office
Augsburg University

Email: kruzel@augsburg.edu
Phone: 612-330-1353
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