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Making Microsoft® Word 2010 Documents Accessible

Making Microsoft® Word 2010 Documents

Accessible

It is a legal requirement under the Equality Act 2010 to produce documentation
that is as accessible as possible. Failure to do this is a disciplinary offence under
the University's Code of Practice: Web Based Materials. See:
www.bradford.ac.uk/webid.

Accessibility means making something usable by as many people as possible
including those with a disability. You should be aware however, that you are not
just creating an accessible document for someone who is blind or who has a
visual disability. Other disabilities, such as hearing, cognitive and mobility
impairments have an impact on what we produce.

To be accessible, documentation should be available in both Microsoft Word and
PDF formats. This document has been written to assist authors in creating a
structured Microsoft Word document, which can then be saved as a PDF file.

Creating an accessible document is not as awesome as it first appears. Many of
the techniques help you to produce a structured, professional looking document
and with practice, will help you to work more efficiently.

TYPES OF DISABILITY

Vision May use a screen reader, Microsoft Magnifier or a Braille device.

Hearing Requires any information conveyed by sound to have a text
description as well.

Mobility May not use a keyboard and / or mouse. Might use assistive
technology such as a sip and puff input device. Position
hyperlinks with the most important one first.

Cognitive or Benefit from clear, uncluttered pages with lots of white space

language around blocks of text. Avoid "busy" pages. Use a precise,

(e.g. dyslexia, uncomplicated sentence structure. Bullets or numbered lists are

understanding,
problem solving)

easier to comprehend than dense paragraphs. Do not use
justified text or Serif fonts.

Seizure

Avoid flashing or blinking elements, e.g. animated text, which
can trigger seizures in those with photosensitive epilepsy.
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Making Microsoft® Word 2010 Documents Accessible

THE IMPORTANCE OF STRUCTURING DOCUMENTS

To create an accessible PDF file, your Word document must have a defined
structure, i.e. the title, headings, sub-headings, and any numbered or ordinary
bullet points should be created using "styles". During conversion to PDF, Adobe
Acrobat creates tags and bookmarks from the style elements. The tags describe
the layout of the document to assistive technology, such as a screen reader,
enabling it to navigate and read the document correctly; bookmarks also allow
the reader to navigate easily through the document.

Structuring a document this way also means you can generate a Table of
Contents automatically, quickly reorder your work using Outline view, or export
the Outline to generate a PowerPoint presentation. An accessible PDF can then
be generated where the headings automatically appear as clickable links in the
bookmarks pane.

A Well Structured Document

A few simple changes to a badly B R A DEORD
structured. document can make it USB Memory Sticks
mUCh eaS|er tO I’ead and |00k mOI’e USE memory sficks (also known as Flash Drives, or Mass Storage Devices) have
. capacifies ranging from a few megabytes to over 2 GB, and are a convenient way of
profess|ona| carrying files around. They are connected to a computer's USE port, and when

correctly recognised by Microsoft® Windows®, appear in My Computer as a
“"Removable Drive” from where you can access them as any other disk drive.

MOI’e ImpOI’tanﬂy, |t |S aISO “ou are strongly advised however, to use them only as a method of transportation, and
. to keep a backup ofimportant files elsewhere. You should also be aware of the
aCCESS|bIe because following important points:

= ‘While all the PC duster computers are equipped with USE ports into which you can
plug one of these devices; some memary sficks require additional software

o The headlngS have had installing in order to be recognised by the Windows operating system. If youhave
" " . one of these, your device will not work.
styles" applied to them, so
that headings and bookmarks

Mever work directly on a removal drive; always copy your file(s) onto the hard disk.

Learning Support Services are unable to recover lost or comupt files ifyour memory
stick becomes damaged in any way.

are Created . . :::fﬁﬂp:t guarantee that these devices will continue to work on our equipmentin
e Important points are marked RECOGNISING THE DRIVE
. 1. Insert the memory stick in the USE socket; these are generally situated on the front
Wlth b U | | etS . of the system unit at the base.
Once the memaory sfick is recognised, a
1 n 1 n Safely Remove Hardware icon will be visible 1 ” ._
* There IS plenty Of Wh Ite in the Windows nofification area at the foot of ﬂ'*[_@ﬂ UHE
the screen.
Space betWeen the After a few moments, Windows Explorer will
open the drive assigned to the memory stick. | = i1:) Removablecmk
paragraph87 SO they do nOt (The drive letter may not be the same on all =
PCs.) J FUSELE| G SNESI, e
IOOk to C|Uttered Or busy Mote: On some staff PCs you may notsee any e y?,.d-/-’
drive alocated to the device, in which case e o e Tl y
i " ita" youshould follow the instructions for B
e There is plenty of "white e | 3Es.. /
Space around the graphlcs SO 2. You can now fransfer your file(s) in the normal way.
1
th t d DO NOTWORK DIRECTLY OM THE DRIVE ASSIGHNED TO THE MEMORY
ey are easy 10 see and are STICK.
- - - 3. When you wish to remove the memory stick, ensure you follow the specific
mOI'e ||ke|y tO be I’GCOgnlsed |n instructions for "Unplugging a Memory Stick™ overleaf. Failure to do this may result

inloss of data. or damage to the device.

the PDF conversion.

e The instructions which need to

be followed have been numbered.

e Note: Screen readers can announce the type of style used before speaking
the text, (e.g. "Heading style 1") and therefore alert the listener to the
importance of the following text. They can also convey how many bullets /
numbered bullets are included in a list.
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REQUIREMENTS FOR GOOD STRUCTURE
Styles

While working on a document it may be easier to open the styles pain, rather
than having to scroll through the gallery every time a style is to be applied.

1. Onthe Home tab, in the Styles section, click on the expand icon in the bottom
right hand corner.

2. The Styles pane will appear listing all current styles for the document.

Use Styles for titles, sub titles and headings — these will be converted to
bookmarks in the PDF file and enable easier navigation.

1. Select the heading, and then in the Styles pane click on the heading you wish
to apply.

Note: Use styles logically — i.e. Heading 1 style for the most important heading,
Heading 2 for sub headings, Heading 3 for sub-sub headings, etc. Using a
heading style out of sequence will cause the reader or screen reader
difficulty in navigating and understanding the document.

Bullets

Use bullets to mark important points. Some screen readers announce these
before reading the topic.

To add bullets:
1. Select the paragraph(s) to which bullets are to be added.
2. On the Home tab, in the Paragraph group, click on the Bullets icon.

Alternatively, if the document includes a bullet "style", select it from the Styles
pane.

To remove a bullet, click in the paragraph, then select the Normal style from the
Styles pane.

Note: While more elaborate bullet designs are available from the Bullets drop
down list many do not convert into accessible characters. It is therefore
advisable to use the standard round bullet shape.

Numbered Bullets
These should be used for all instructions.
1. Select the paragraph(s) to which numbering is to be added.

2. On the Home tab, in the Paragraph group, click on the Numbering
icon.

Alternatively, if the document includes a numbered bullet "style", select it from
the Styles pane.

To remove a numbered bullet, click in the paragraph, then select the Normal
style from the Styles pane.
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Table of Contents

Always create a Table of Contents when producing a large document (generally
documents with more than 6 pages). This can be formed quickly and is very easy
to update if necessary.

1. Position the cursor in the document where you want the Table of Contents to
be included.

2. On the References tab, in the Table of Contents group, click on Table of
Contents.

3. Click on Insert Table of Contents at the bottom.

To update a table of contents:

1. Right click on the Table of Contents.

2. From the pop up menu select Update Field.

3. Select Update entire table from the Update Table of Contents dialog box.
Text
Font

Text as a rule should be no smaller than 12 point. The font should also comply
with the University's corporate style while maintaining accessibility requirements.

Note: Corporate ID currently stipulates Arial 12 pt.

Avoid using large portions of underlined text or capitals, as these can decrease
the readability. Italics should be used sparingly.

Note: Some Screen readers announce character attributes, e.g. italic, underlined.
Paragraph Spacing

Be aware that dense paragraphs of text are difficult for anyone to read, but
particularly so for people with cognitive disabilities. Ensure you use plenty of
white space between paragraphs, to spread out the information. Do not press the
Enter key between paragraphs to add space. Instead use the "Spacing Before"
and "Spacing After" paragraph feature.

1. Select the paragraph(s), and then click the Page Layout tab. |- "

*= Before: |0 pt
=
2. In the Paragraph group, enter values in the Before: and After: | v= g opt

4 F 4Pk

Spacing boxes.

Note: If you need to use the Enter key to create a new paragraph, ensure the
style is Normal.

Alignment

Justified layout should also be avoided as the varying gaps between words can
cause problems for people with dyslexia, or those using a screen magnifier
(which then increases the gaps further). Justified text can also create "rivers" of
white space making it difficult to comprehend.
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Tables

While tables can be a useful way to lay out text and graphics, anything other than
a simple table can create particular challenges for screen readers and assistive
technology. Always bear in mind that a complex table may be too intricate for a
screen reader to interpret, and when this happens you will need to consider an
alternative method of conveying the information to someone with a disability.

Note: Never use tabs and spaces to create tables — use the Insert Table feature.
Do not use tables to create long columns of text. See section on:
Columns.

Screen readers and Braille displays read tables row by row across columns, so
the table should make sense when read from left to right.

1. Always design tables so they can be read row by row i.e. horizontally.

A4 black and white | single sided | 5p | double sided | 4p

A4 colour single sided | 10p | double sided | 8p

2. To create a table, on the Insert tab, in the Tables group, click on the Table
icon.

3. Drag over the grid to select cells or click on Quick Tables and choose one.

Whenever you click in a table, the "contextual” Table Tools tab appears on
the ribbon, beneath which are the Design and Layout tabs. These contain
many options for changing your table.

4. ltis recommended that you do not allow table rows to break across a il
page. To prevent this, select the table and on the Table Tool - Layout tab gE=S
click on Properties. Choose the Row tab, and deselect the Allow row to et
break across pages option.

5. In tables which span more than one page, make sure the table headers

are repeated on subsequent pages to help readers follow the flow of Ej
information. To do this, select the header row, then on the Table Tools - Repeat

Header Rows
Layout tab, in the Data group, click on Repeat Header Rows.
Alternative (ALT) Text

To ensure a table is accessible add a brief and meaningful description as Alt text,
which may be read by a screen reader.

1. Right click on the table.

2. Select the Alt Text tab. Type a brief description of the table in the title field and
duplicated it in the description field, e.g. Table of survey results.
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Table Headers

Tables can be made even more accessible by "marking"” the row and / or column
headings. This enables anyone using a screen reader to tab through the table
and associate the table cells with the header(s).

For tables with both row and column headings:

1. Click in the cell where the row and column headings intersect.

2. Onthe Insert tab, in the Links group, click on Bookmark.

3. Under Bookmark Name: type: Tit1e, and then click on Add.
For tables with only row headings:

1. Click in any cell within the column containing the headings.

2. On the Insert tab, in the Links group, click on Bookmark.

3. Under Bookmark Name: type: RowT it 1e, and then click on Add.
For tables with only column headings:

1. Click in any cell within a row containing the headings.

2. Onthe Insert tab, in the Links group, click on Bookmark.

3. Under Bookmark Name: type: ColumnTit1le, and then click on Add.

Note: Do not place a bookmark in each cell that contains a heading. Screen
readers recognise all cells in the marked row and / or column as a heading.

Columns

Columns of text are easy to read and convert well to PDF, provided there is
plenty space between the columns. To create text in columns, don't press the tab
key to space out the text. Use the column feature.

Calumns ?

3

1. Select the text which needs to be formatted into

Presets

columns, and then on the Page Layout tab, in

the Page Setup group, click on Columns. e Tw Twe Lt o
Mumber of columns: |3 = Line between

2. Choose the required number of columns from the || tsheeees
drop down list. The Left or Right options create % [ Lo |
. % 4,46 cm 1.27 amn
one narrow and one wide column. = E
. . | Equal column width
Clicking on More Columns at the bottom of the sty [orodoem 5]
list gives further options to adjust the column Conct

widths, and / or add lines between them.
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Cross References

Use the cross-reference facility in Word to create links between items in the same
document. Anyone using a screen reader can then automatically jump to the
relevant section.

1. Type the introductory text (followed by a space), e.g.:

For further information, see:

Cross-reference ? %
2. On the References tab, in the Captions g ] [ttt B
group’ C"Ck on Cross_referen ce. 7] Insert as hyperlink Include above/below
Separate numbers with
3. In the Cross-reference window, drop down s "
. . Styles
the Reference type: list and select the item ales
to which you want to refer. e T
Pgragraph Spacing
4. In the For which box, select the specific T
item. o -
o
5. Ensure Insert as hyperlink is selected and

click on Insert.
Captions

Use Word's caption facility to add a label or figure number to diagrams, tables,
equations or figures.

1. Select the item that will have the caption added to it. On the

References tab, in the Captions group, click on Insert Caption. ﬂ
2. Choose an option from the label list, or click on the New Label button Insert
and type an alternative name. ——
3. Click on OK.
Colours

Never put two similar colours next to each other. The greater the contrast the
easier it will be to read the text. Use patterns to differential between coloured
objects, (e.g. in charts) which may look similar if the reader prints the document
in monochrome. Do not rely on colour alone to convey information e.g. See the
red text below.

Images

Images enhance the written word and may be more meaningful than large
amounts of text, especially for those with poorer English skills or someone with
print related problems. However, they can be a barrier to those with limited or no
vision and the information in the image must be conveyed in an alternative
format.

One of the major problems in making a document accessible is when an image
contains several overlapping elements such as text boxes and arrows.
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Options

Select all —
selects/marks all
MEssSages.

Unselect —
unselects/unmarks all

Invert —selects
amy unselected
messages and
unseleck any
selected

Read - shows
selected/marked messages
as read (nomal text).
Unread — shows
selected/marked messages

Collect — collects
and displays all
selectedi/mark ed
messages onone

SCreen.

You can display the options toolbar by clicking on the Show Options icon.

IFF I_I_

as unread (bold text). /
+ HIDE OPTEONS
=]

R
&l
l SELECT MUK Wlll.lﬂl WERT - I|-I-'=A.D R AT QOLLROT | Hlde Dp’thﬂB - dld{

53"?‘315":'" checkbBoX [ = Hellg 't Ker Panko, Ken Wed Sep 10 2003 2:30 pm to hide the toolbar.
— click 1 55’93”“13”‘“1* Re: Hellg, I'm Ken Student, Sunita  VWed Sep 10 200
& MESSE]E. r R Hallg, 'm Kan Studant, Joe Wed Sep 10 200

T S Hievsryone - my name is Joe Sludant, Joe Wed Sep 10 2003 3.18

r Re Hi everyone « my name i Panka, Ken Wed Sep 10 2003

The overall image can look cramped and
with cognitive disabilities to decipher.

"busy”, and will be difficult for people

Options
You can display the options toolbar by clicking on the Show Options icon.

HIDE OFTIONS
r-

UMEELECS

7.

R ALL

i
Ll

IHIERT

]

FERD | UMREAD | GTLLEET

Select all — selects/marks all messages.

v,
SELECT ALL|
r

Unselect — unselectunmarks all messages.

E‘l Invert — selects any unselected messages and unselects any
INVERT selected messages.
@ Read — shows selected/marked messages as read (normal text).

b4 Unread — shows selected/marked messages as unread (bold text).

& Collect — collects and displays all selected/marked messages on one
screen.

E| Selection check box — click to select/mark a message.

‘Hide Options — click to hide the toolbar.

A more accessible method of displaying information may be to put it in a table.
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Positioning Images

Always ensure that images have plenty of "white space" between them and the
surrounding text.

Images inserted with the ‘In Line with Text’ wrapping style have limited
manoeuvrability, but convert well to PDF. They are ideal if you want a single
image in a paragraph with no text wrapping.

Floating Images (e.g. those with the Square Wrapping style) can be grouped with
other objects on the Drawing Canvas and moved as a whole item within text.

1. To create white space, right-click on the image, and select Text Wrapping
then More Layout Options.

2. Click on the Text wrapping tab and select the Square, Tight or Through
Wrapping style.

3. Select the Wrap option and adjust the distance of the image from the text.
Text Boxes

Text Boxes are floating objects which have no fixed position. When converted to
a PDF, they are placed behind other objects, which can result in the text in the
box being ignored by a screen reader, or read in the wrong place. Because of the
unpredictable behaviour of them, it is recommended that you avoid using text
boxes and lay out the information in a table instead. See section on: Tables.

If text boxes are absolutely essential, then all the objects must be carefully
grouped together (see section on: Grouping) and a description of the whole
image added as ALT text (see section on: Alternative (ALT) Text).

Note: Information in text boxes must also be conveyed in the body of the
document.

Grouping

When an image comprises numerous objects, these should be "grouped"
together to form one unit. This prevents the individual components from moving
around, or disappearing behind other objects. It also makes it possible to add an
ALT text description to the image as a whole.

Note: images must have a square or tight wrapping style to be grouped together.
1. On the Insert Tab, click on Shapes and then New Drawing Canvas.

2. Insert and arrange on the Drawing Canvas all the objects to be grouped.

3. Select all the objects. (Hold down CTRL while clicking each one. =
Where selecting text boxes and arrows, hover the mouse over the 18] Group -
line of the shape until a small + sign appears before clicking.)

4. On the Drawing Tools- Format tab, click on Group. Il Ungroup

5. From the menu choose Group.

To ungroup a grouped selection, click on Ungroup.
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Alternative (ALT) Text

Screen readers and Braille displays can generally only translate text, so you must
add alternative text to all graphics and images so that anyone with visual
difficulties knows what a sighted person can see. (Non-essential content
however, such as decorative page borders or logos, should be marked as such
e.g. University of Bradford logo, or decorative image only.)

1. Right click on the image and from the sub-menu choose Format Picture....
2. Select the Alt Text from the list.

. . Format Picture ? P
Type in a brief and accurate :
S : Fi Alt T
description of what the image S tﬁ e
. . Title:
portrays in the both Title and Line Style Image of an Ok tree.
description fields to ensure it will Shadow %:z‘::?; ——
be read out by the screen reader. Refiection
Glow and Soft Edges
Note: Extremely complicated images 3 Format
may warrant a one-to-one #D Rotation
. . Picture Corrections Titles and descriptions provide alternative, text-based
d ISCUSSION betwe en th e auth or ) representations of ﬁm_a inforrna_ﬁu_:un conta_ine;l in tables, diagrams,
d a b | | nd or severe |y Picture Color |m_§1gje_s,_ and othzr _?ijeFtEF; '!'hls |n;0rn;ahon;ls us:;ul lel' p;ople
an Artistic Effects :\;deerlssltggdo{hceoog-lleii iImpairments who may not be able seeor
Im pal red user, to see hOW beSt Crop A title can be read to a person with a disability and is used to
determine whether they wish to hear the description of the
to fully convey the concept Text Box content.

Alt Text

described. An alternative
transcript may be required.

Close

3. Use correct punctuation and
ensure each sentence finishes in a
full stop.

Hyperlinks and ScreenTips

Hyperlinks should always be positioned with the most important one first and
should be typed in full so that when the document id printed, users can see what
to type into an internet browser’s address bar, e.g. http://bbc.co.uk. Add a screen
tip to describe the linked resource if desired.

1. Type the hyperlink in full. Insrt yperink v]
] ] . | Linkto: Text to display: |IT Service documentation
2. Highlight the hyperlink and then on B s [B o IE BB
the Insert tab, in the links group Webage | [T Of set bypertink Screenip 7 & ][ sookmark..
click on Hyperlink. N e ==
Document Browsed
. . 7Pa es Mote: Custom ScreenTips are supported in Microsoft@ Internet
Click on the ScreenTip button. ) i St s S E—
Document Files
4. Add a description of the resource :
) i j Address: http://www.bradford.ac. uk/lss/documentation El
E-mail Address
being linked to. ———

5. Click on OK and then OK again.

Hover over the link to see the screen tip displayed.
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SPELLING CHECKER

Always spell check documents to avoid problems with screen readers ‘y
mispronouncing words. To check the document, on the Review tab, in ;

. . . Spelling &
the Proofing group click on Spelling & Grammar. Grammar

ACCESSIBILITY CHECKER

Word 2010 has an inbuilt accessibility checker. This allows a document to be
checked for any potential issues which may make it less accessible, before it is
converted to a PDF file. The report lists any potential issues and gives guidance
on how they may be corrected.

1.

5.
6.

CONVERTING A WORD DOCUMENT TO A

COptions ? =
PDF FILE Page range
@ Al
To convert a Word document to a PDF file: et
) ) Page(s) From: |q =l To: (1
1. Click on the File tab. Publh what
@ Document
2 . C“Ck On Save AS . Document showing markup
Indude non-printing infarmation
3. Ensure the file name is correct, then drop down the ¢ creteboskmats e
. @ Headings
Save as type list and select PDF. word bookmarks
| Document properties
4. Click on the options button. Ensure the Create PD‘F’:;:EE”““”“”Etﬂgma“‘“s‘b“‘“‘
bookmarks using: is checked and Headings 150 19005-1 compiiant (POF/A)
/| Bitmap text when fonts may not be embedded
Selected . Encrypt the document with a password
. _OK _Cancel
5. Click on OK and Save. =

Click on the File tab, and in the Preparing for Sharing section, click on Check
for Issues.

-~ Inspect Document

From the drop down list select Check = hec e doaument o aden propertes
Accessibility. %, Check Accessibility

= Check the document for content that people
An AcceSSIblllty Checker pane W|” appear on with disabilities might find difficult to read.

@ Check Compatibility
screen. @ Check for features not supported by earlier

versions of Word.

The pane is split into section, Errors and Warnings.
Errors must be corrected and Warnings may need correcting if necessary.

Click on one of the listed errors. In the Additional Information section
information on why an issue should be corrected and step by step instructions
on how to correct it will appear.

As each issue is corrected it disappears from the list.

When all errors are corrected close the Accessibility Checker pane.
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SCREEN READERS

To listen to your document when used with a screen reader, convert it into PDF
format (see section on: Converting a Word Document to a PDF File), then
open it in Adobe Acrobat and click on View - Read Out Loud.

Alternatively, a free demonstration version of Jaws can be downloaded from:
www.freedomscientific.com/.

WORD TEMPLATES FOR STAFF

Some staff may find the readymade University Word templates useful. These are
available at: www.bradford.ac.uk/Iss/documentation/templates/.

FURTHER HELP

IT Services Documentation, including help sheets on Accessibility and more
advanced features in Word: www.bradford.ac.uk/Iss/documentation.

Staff training courses for Make Your Documents Accessible or Microsoft
Word in general: www.bradford.ac.uk/dev-prog/index.php?section=it.

Customised accessibility courses (minimum number 6) for individual
departments can be arranged. For details contact: training@bradford.ac.uk.

TechDis - An educational advisory service working across the UK, in the
fields of accessibility and inclusion. See: www.jisctechdis.ac.uk/.

Microsoft® Accessibility - A wide range of information including Tutorials,
Training, Guides and Case Studies. See: www.microsoft.com/enable/.

Adobe Acrobat Training Resources -
www.adobe.com/enterprise/accessibility/training.html.
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