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Welcome

« This session has captions and is recorded

 Please use the Q&A to ask guestions and chat for general
correspondance

« Slides, a recording, and a transcript will be made available via emall
In the coming days

* | welcome any feedback, follow-up questions, or suggested topics
for future training
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Agenda

* Applying accessiblility principles to documents
* Creating accessible templates in Word

* Creating accessible content with Word
 PDF accessibility

* Accessible forms options
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Example documents

 |naccessible Word document

* More accessible Word document

« PDF version



https://abilitynet.org.uk/sites/abilitynet.org.uk/files/How%20to%20create%20accessible%20documents%20with%20Word%20and%20PDF%20-%20Microsoft%20Word%20with%20accessibility%20issues.docx
https://abilitynet.org.uk/sites/abilitynet.org.uk/files/How%20to%20create%20accessible%20documents%20with%20Word%20and%20PDF%20-%20Making%20Microsoft%20Word%20Documents%20Accessible.docx
https://abilitynet.org.uk/sites/abilitynet.org.uk/files/How%20to%20create%20accessible%20documents%20with%20Word%20and%20PDF%20-%20Making%20Microsoft%20Word%20Documents%20Accessible.pdf
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Poll 1

How much experience do you have with document
accessibility?

None or little experience
Moderately experienced
Very experienced
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Applying accessibility principles to
documents
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Accessibility principles: POUR

Perceivable: Content is presented in ways that can be perceived by all

Operable: User interface components and navigation must be operable

Understandable: Information and the operation of user interface must be understandable

@@,
@,

Robust: Content is reliable and compatible with assistive technology and standards
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Remember, some documents:

« Convey Information visually — so they need to be perceivable if
accessed through assistive technology

* Are Iinteractive — so they need to be operable
* Request user inputs — so they need to minimise user errors
« Will have different levels of support for assistive technology

Choosing the correct document format will

Influence the effort involved to make it accessible
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International accessibility standards

Web Content Accessibility Guidelines S .
(WCAG) 2.1 Level AA W& WCAG 2.1

Web Content

ETSI EN 301 549 Accessibility
« Aligned to WCAG 2.1 AA ey |
« Section 10 covers non-web documents EN 301 549 v2.1.2 coreos)

Note — not all WCAG requirements
transfer to documents

HARMONISED EUROPEAN STANDARD



https://www.etsi.org/deliver/etsi_en/301500_301599/301549/03.01.01_60/en_301549v030101p.pdf
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Characteristics of accessible documents

« Searchable text

« Navigational aids (bookmarks, headings, table of contents)
 Metadata e.g. title and document language
 Programmatic document structure e.g. tags

« Logical reading order

* Interactive form fields that can be tabbed to with keyboard
« Alternative text for non-text elements

« Appropriately formatted tables
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What types of document format are available?

Nakl‘ng Microsoft Word Documents Accessible

Good use of Microsoft Word Styles, headings and specific formatting rather than TAB, Spacebar and
Enter keys to present a document make it much easier for a screen reader user or somecne
requiring Braille or using other assistive technologies to work with your learning materials. Text to
speech (whers content is read zloud) and careful use of colour can zlso help those with specific
learning difficulties and colour deficizncies. All this can also make it easier for you to convert
documents into accessible PDF: or Web Pages. If you are using Office 2013/2018 and nesd to make 3
filz backward compatible, use save a5 a .doc or .rtf a5 these formats can also be read in many other
applications such as Open Office.

Considerations

¥ Use Styles, Create headings and subheadings (Heading 1, 2, 3 ete.) using styles, not just bolded,
enlarged or centred text. Using headings in a document allows you to create a DAISY digital
talking bock that is divided into s=ctions; these sections can be navigated by the reader. If you
would like to change the appearance of 2 heading, select Format = Styles and Formatting
|Format = Style in Mac). This will change the appearance of zll instances of & c2rtain element
{2.g. every Heading 1). Make sure Fonts used are readable, preferably size 12/14

+ Use picture descriptions. These are sometimes referred to as ‘alt tags’ (alternative text) for all
graphics including graphs 2nd clip art. Insert the image — Szlect the image, then Format Picture
{or zelect Format = Picture from the menu bar), use the size menu = alt text tab. Make sure the
text is short but conveys meaning. Microsoft Office support has screen grabs and more
information.

¥ Make sure all tables have headers across the top. If you have one row across the top, you can
sat this row as 3 header by selecting the table and choosing Table =Table Properties = Row tab =
Repeat as Header Row at the top of ezch page. Tables should have a uniform structures with no
merged cells as these can upset the reading order for someonz using a screen reader. Table row
and column titles should be concise and if possible provide 2 summary of important elements.
Avoid using tables for layout.

«" If equations are being included the MS Word equation editor will not produce screen reader
accessible data. Read the flexible format guidance provided by the University of Bath and

[ Office & editable

formats

Towards an Open Authoring Tool for Accessible
Slide Presentations

Mirette Elias!, Abi James?, Steffen Lohmann®, Séren Auer?, and Mike Wald?

! University of Bonn, Bonn, Cermany
melias@uni-bonn.de
2 University of Southampton, Southampton, UK
&.james@acton.ac.uk, mwlscs.soton.ac.uk
* Fraunhofer 1AIS, Sankt Augustin, Cermany
steffen. lohmann@izis. fraunhofer.de
* Technische Informationshibliothek, Hannover, Germany
sceren. aver@tib.eu

Abstract. Creating and sourcing accessible Open Educational Resources
is a challenge. Although slides are one of the primary forms of educational
resources, there has been little focus on what is requirad to make slides
containing different media accessible and how to encourage authors to
improve ibility. This paper i the comp within slide
presentations that impact accessibility and will evaluates six different
approaches for encouraging authors to add accessibility issues. Authors
indicated a for being d and guided to resolve issues
rather than allowing for automatic corrections.

Keywords: Open Educational Resources - OpenCourseWare - Slide Pre-
sentations - Accessibility - Inclusive Design - Slide Authoring - SlideWiki.

1 Introduction

Open Educationsl Resources (OERs) are openly licensed and freely available
learning materials that can be used in elearning contexts and beyond. One of
the key advantages of OERs is that the license allows for the content to be
reused, remixed, and repurposed (8], Often, OERs are published on the Web in
the form of OpenCourseWare (OCW), with res organized into courses and
complemented by tools for eollaboration and evalustion. Learners may include
theee with disabilities who encounter barriers to their accessibility needs and
preferences. These needs and preferences should be addressed by OCW systems
that aim to be inclusive and accessible to all

PDF - print

ur

focused formats

Library

Susanne Bleisch

1.2.4 Data Integrity

Data integrity is a byword for the quality and the reliability
of the data of a database system. In a broader sense data
integrity includes also the protection of the database from

horised access  (confidentiality) and unauthorised
changes.

Data reflect facts of the real world. Logically, it is demanded
that this reflection is done correctly. A DBMS should support
the task to bring only correct and consistent data into the
database. Additionally, correct transactions ensure that the
consistency is maintained during the operation of the system.

An example for inconsistency would be if contradictory
statements were saved in the same database.

Wohnstrasoen Srasserglanung

Swassenname | Fahnorhor Strassenname | At Eimschrankungen
Lisd enstrases Nainy Haugtatratee | Kaatonstrasse heine
Rosenst:ssse Jo Gantenstrasse | Quartersirasse heine
Gatenstrasse | 18.00-7 00 Jagerwe g Quaterweg Fusswey

Two Database Tables with Contradictory Datasets

ePub & HTML

based formats
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Accessibility pros and cons for document formats

| Format . Pos Cons

Word Office format * Easiest to make accessible * Interactive features & complex tables are not
- *docx * Compatible with wide range of assistive tech accessible

& devices *  Accessibility compromised by security settings
* Can be personalised by the user

e All users get the same view & difficult toedit ¢ Creating / fixing accessible PDFs requires

* Interactive activities & complex tables can be specialist skills and tools
made accessible * Cannot be personalised by the user
HTML based format * All users get the same view but can be * Accessibility may need specialist skills or tools
e.g. web page, ePub personalised. that are not accessible out of the box.
* Compatible with wide range of assistivetech ¢ No default viewer at the moment for ePub
& devices

* Interactive activities & complex tables can be
made accessible
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Poll 2

What document formats does your
organisation post online or share?

Editable documents (e.g. Word)
Presentations (e.g. PowerPoint)
Spreadsheets (e.g. Excel)
Locked documents (e.g. PDFs)
Other — please state in chat pane
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Questions?
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Creating accessible templates
to avoid potential iIssues
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Word template: Styles and structure

Set up styles for:

« Headings 1 — 6: use outline level to set heading level
 Normal text: think about paragraph and line spacing, font style and colour

 Bulleted and numbered lists: ensure there are styles for common types of
text
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On the Home tab, In
the Styles group, select
a heading style, for
example, Heading

1 or Heading 2.

Do not use headings
only for styling.

Modify Style

)
m
o
I c

Paragraph

Prope rties

Mame: Heading Indents and Spacing  Line and Page Breaks

Style type Linked General |

Style bas, ¥ Norma Alignment: Left v

e for following paragraph: T Mormal

Styl g paragrap Qutling level: v | [] collapsed by default

Formatting

Search field hard to find

Font: 16 pt, Bold, Space
Before: 30 pt

Add to the Styles gallery D Aytomatically update

Fgrmat =

@ Only in this document O Mew documents based on this tem

After: 6 pt. Keep with next, Keep lines together] Level 2, Border:
Bottom: (Single solid line, 0.5 pt Line width), StyleTTinked, Hide until used, Show in the Styles
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Font size, style and colour

B . . . - I Colour Contrest Analye ::__ a .
« Text size of 12 point or higher will benefit most e
users, but Word documents allow easy text- e
resizing R
« Avoid overly-decorative fonts and continuous )
capitalisation as they can be difficult to read T
* Provide at least a 4.5:1 colour contrast between ==
text and background (3:1 for large text) — TPGI e g e
colour contrast analyser



https://www.tpgi.com/color-contrast-checker/
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Decorative content

Headers and footers

« Use built in tools to add headers, page numbers etc. so they are
ignored by assistive technology

Background images
 Ensure background graphics are marked as decorative
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Accessible template requirements

« Style and structure

* Accessible text defaults

* Logical reading order

« Sufficient colour contrast

* Decorative content is marked as such
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Questions?
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Adding content
to documents
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Poll 3

Does your organisation check

accessibility when documents are created?

Yes

No

Sometimes

Don’t know

We have a policy but it's not policed
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Types of content we need to make accessible

&= Text :z] Lists and headings
AJ Images # Form fields
Tables B Media

Sy Links € Charts
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What do we mean by accessible text?

* Itis not an image.
* You can select and copy It.

* When you select all text / convert to a text document, it
has the correct reading order.
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Example: What can we do wrong with lists?

- Use Styles. Create headings and subheadings (Heading 1, 2, 3 etc.) using
styles, not just bolded, enlarged or centred text. This will change the
appearance of all instances of a certain element (e.g. every Heading 1).
Make sure Fonts used are readable, preferably size 12/14

- Use picture descriptions. These are sometimes referred to as ‘alt tags’
(alternative text) for all graphics including graphs and clip art. Insert the
image — Select the image, then Format Picture (or select Format >
Picture from the menu bar), use the size menu > alt text tab. Make sure
the text is short but conveys meaning. Microsoft Office support has

screen grabs and more information.

- Make sure all tables have headers across the top. Table row and
column titles should be concise and if possible, brovide a summary of

important elements. Avoid using tables for layout.
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Formatting — Bullets and lists

=-i- €3 2l T |aasbceDd| AaB
 Use bullets and ordered e [ T
lists as opposed to None 12 )
Images, clip-art, etc to : R .
create lists. . . X
» List paragraph styles Bullet Library . s_-
can be used to adapt e | [] @ O ®m  |©
spacing and fonts & sV




o ——
How to create accessible documents with Word and PDF | Katey Hiigi | May 2023 AbilityNet
"

Adding ALT text to graphics in Word

Inspection Results

From the images Alt Text vox
. . . How would you describe this object and its Errors
® R | g ht CI |Ck an | m age CONtExt to Ssomeone Who is biinds ~ Missing alternative text

Picture 3 (Slide 5) v

{(1-2 sentences recommended)

« Edit Alt Text

 Type a description or mark as
decorative

From accessibility checker

 Select dropdown on graphic and Mark as decorative @
choose appropriate option

Recommended Actions
F'E', Add a description
TR Mark as decorative
Other Suggestions

f; Suggest a description for me

@ Learn more
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native descriptions

Colour line graph for cinema E v aui
attendance in UK between 1990 %

and 2010 by age group. Animation of satellite images of storm Doris crossing UK and Ireland.
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Charts and SmartArt

 For charts and SmartArt, alt text can be
added for the entire image

« Save imported charts as images and
add alt text before conversion to PDF

* Provide longer descriptions if necessary
for complex charts and diagrams s MG E memaeC Cmaen




How to create accessible documents with Word and PDF | Katey Hiigi | May 2023

Use of colour

o ——

AbilityNet

Ensure that colour Is not the only way
that information iIs communicated.
« links should have some decoration (e.qg.

underlined) and charts shouldn’t rely on
colour vision.

700

600

500
400
300
200
100

Per1,000 People

pd

T

A

1960 1965 1970 1875 1980 1985 1890 1985 2000

Rates of smoking in Someland - men and women

—8—Men =l—=Women

The role of this link 1s communicated by colour

The role of this link iIs communicated by colour and decoration
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Links

Ensure that the purpose of links
IS obvious and self-evident from
tabbing onto them.

* Where possible, enter a
meaningful name into the text
to display field.

« Use the screentip pop-up to
provide a tooltip for users.

Edit Hyperlink

Link to:

>
Text to display: |'www.google.com ScreenTip... [
Look in: I Desktop vl B 'EEI
Mew folder ] Bookmark...
(li:%rlrde:rt ﬁ Colour_Contrast_Analyser - Shortcut
13 Dropbox (AbilityNet) il
=) GoToMeetin
Browsed r'“'l "
Pages #1 GoToWebinar
a JetBrains YouTrack Workflow Editor 3384 (build 3384)
- B fm join.me
B ]
Fil ﬁ Sky Go Player
4 Slack
Address: http:/fwww.google.com/ w Bemove Link
OK C |
Set Hyperlink ScreenTip 7 x
ww_qaoqle.com screenTip text:
Cance
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Formatting — Tables

Use table headers: v| Header Row [v/] First Column e e e e
) . Total Row Last Column E E E E E E E E E
* Table DeSIQn > Table Style OptlonS v| Banded Rows | | Banded Columns | -
« Select Header Row and First Column (if first Table Style Options
column is acting as a header) T %
In Word Select Table properties: “Repeat as - 21l B |
header row at the top of each page” P ee—l 0
Qptions Header Rows |tc
* Deselect “Allow row to break across pages” rgZZZLZIZ?;ZLT?iT;’f;ZTiZZfmge pata

Do not use tables for formatting!
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« Use columns rather than just
using SPACE or TAB to align text

« Laying out text using the built-in
column functionality is an
accessible layout method and the
correct column reading order will
be inherited by tagged PDFs
created from the Word document

File

Home

Insert

0 By 0

Margins Orientation  Size

Page Setup 1]

Draw Design Layout References Mailings

Column:

':E.! Breaks ~ Indent

17 Line Numbers ~ 3Sleft Ocm

b Hyphenation ~

Lorem ipsum dolor, sit amet. consectetur
adipiscing elit. Ut varius et nisi vel dictum.
Duis euismod ante lorem. non fringilla velit
fringilla dignissim. Mauris condimentum
nisi ut pharetra consectetur. Proin libero
est, volutpat at quam ut, pretium egestas
dui. Suspendisse pharetra sodales ipsum
et pellentesque. Vivamus ac purus in nisi
feugiat venenatis sed nec lectus. Sed ut
blandit ligula.

L FZAften 113pt
Paragraph

Review VWiew Help  Acrobat

Spacing @ Pl

[ =Before: Opt

|

1] Arrange

Proin bibendum suscipit mauris, quis
posuere lorem vulputate et. Fusce volutpat
nunc sit amet metus pulvinar faucibus quis
a sem. Vivamus felis tortor, dignissim eget
arcu vel, pharetra pellentesque urna.
Nullam lobortis risus dolor, quis hendrerit
est iaculis in. Mauris massa augue,
elementum sed sem eget. consequat
lobortis lorem. Mullam id ornare mauris, id
tempor felis.

Phasellus scelerisque scelerisque imperdiet. Mauris non gravida nibh. Duis id metus
condimentum, congue neque vel, lacinia sapien. Donec et aliquet libero, nec consectetur arcu.
Donec ex guam, pellentesque laoreet imperdiet ultricies, pharetra non metus. Sed
fermentum tempor lectus, eu tempus leo fermentum ut. Curabitur venenatis, sapien id varius
pretium, lgrem felis tincidunt risus, et ultricies sapien guam vitae grci.

interdum

Ut lacus elit, consectetur

Integer odio  felis,

pharetra in dapibus vel,
lacinia ac nibh. Quisque

lobortis sit amet, finibus

venenatis,
lectus sem lobortis est, vel
euismod nisl diam non
vitae magna nen. nisl.  Curabitur lacinia,
fermentum cursus elit. arcu at  consectetur
cursus, elit libero dapibus
tellus, vel tempor neque
nisl non nibh. Praesent
metus justo, suscipit et justo risus, viverra id

placerat a, tristigue sed

hendrerit dictum.
Phasellus sagittis
tincidunt dui. at suscipit
odio gravida a. Curabitur
vel tincidunt urna. In hac
habitasse platea
dictumst. Donec ante elit,
gravida id tortor in,
imperdiet iaculis turpis.
Nullam in semper justo,

[ Selection Pane

= Comments

&= align ~

=1
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Formatting - Text boxes

« Avoid adding text boxes via the inbuilt Word o
functionality — these are not easily accessible to S]] F
screen reader users and are not placed inthe L. =
correct reading order for assistive technology = I -

* Instead create text boxes by adding a border and s
positioned text to paragraphs 4' 1

More Text Boxes from Office.com
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Table of contents

« Atable of contents can be added for b
longer documents via References
>Table of Contents using the
heading structure you have defined .

» Including a table of contents helps =
users to navigate themselves with an e
outline of the content »..m
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File name and title

* Provide a descriptive file name for
your file.

Info

Making Microsoft Word Documents Accessible (9)

OneDrive - Abilitynet » Desktop » new document webinars

L] L] - - - L
* Providing a descriptive title will L2 | e o
E Protect Document Properties ~
- - - - [N Control what types of changes pecple can make to this document.
rotect
Document ~ Pages
Words 641
Total Editing Time 34 Minutes
- Inspect Document | it Making Microsoft Word d..|
created from vour ord Tile e —
Check f = Document properties and author's name Comments
Issues ~
Related Dates
@ Version History dddddddddddd oday, 13:
View and restore previous versions, Created 30/05/2017 16:47
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Microsoft Word accessibility

Golden Rules:

« use the formatting tools to provide meaningful structure with built-in
headings and styles

« ensure that meaningful non-text content (e.g. images) has
alternative text

« use colour and meaningful hyperlink text to ensure perceivability

Microsoft: Make your Word documents accessible



https://support.office.com/en-us/article/Make-your-Word-documents-accessible-d9bf3683-87ac-47ea-b91a-78dcacb3c66d
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Microsoft Office Accessibility Checker

The Accessibility Checker finds Accessivilty  * %

Inspection Results

accessibility issues, explains why -
you should fix these issues and —
how to fix them: Review > Check  |Li&[Te & & 00 o =
Accessibility Sl e S P |

+ Keep accessibility checker running
while | wark

Google docs — see Grackle suite e



https://www.grackledocs.com/
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Questions?
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Optional break

42
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PDF Accessibility
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PDF accessibility —why Is this so challenging?

Why are PDFs so challenging to make accessible?
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The challenge of making PDFs accessible

« Often scanned documents

* Require additional accessiblility tags to add structure
« Don’t have great usability on mobile

« Often heavily designed and complex layouts

« Some types of content (such as mathematical and
scientific notation) have limited accessibly support Adobe

« Additional software and skills required to make PDFs
accessible




o ——
How to create accessible documents with Word and PDF | Katey Hiigi | May 2023 Ab“ityNet
"

Additional requirements for accessible PDFs

« Textis not an image
* Permissions are set correctly

* File has appropriate metadata e.g. title and language
« Content is tagged

« Applies alternative text, semantics and reading order
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PDF accessibility checkers

« Adobe Acrobat Pro — check and fix

« PAC 2021 — checker, freeware for Windows

« CommonLook PDF Validator (require Acrobat Standard or Pro)

 PAVE - online tools, some fixing possible

Manual checks will still be required



https://www.access-for-all.ch/en/pdf-accessibility-checker.html
https://commonlook.com/accessibility-software/pdf-validator/
https://pave-pdf.org/?lang=en
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Exporting Word to accessible PDF

« Add Title and other metadata
) Current page
- Convert embedded Office objects to images Orme o |
and add alt text S

Include non-printing information

» Select the following options in Save As > ® b

P Word bookmarks
D I > O t. ‘ ' | ] Document properties
p I n S ) Document structure tags for accessibility

PDF options

[:l PDF/A compliant

» Create bookmarks using headings =

[3I Bitmap text when fonts may not be embedded
[—| Epcrypt the decument with a password

* Document structure tags for accessibility
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Lightweight PDF check

1. Run the PDF file through a checker. Look for:
* Image only file — this will need OCRIng
* No tags — this will need lots of remediation if complex structure
« Permissions affecting accessibility

2. Tab through the file to check if links and fields are interactive

3. Use View > Zoom > Reflow and Save > Other > Text (accessibility) and
check

* Check for reflow issues and reading order issues
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Reading order
Issues in PDF

« Any content that is not
laid out linearly could
be read in the wrong
order.

« Without tags, content
likely to read in the
order it was added to
flles and text will be
concatenated where
there were line breaks.

:3 THE-STORY-OF-PARLIAMENT-web.txt - Notepad —

File Edit Format Wiew Help

blow up Parliament and kill James I,
who was due to come to Parliament
for State Opening. The gunpowder
was discovered and the plot failed,
but every year on 5 November the
anniversary is marked with bonfires
and fireworks.
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As the practice of holding parliamentary
elections became established, so did the
arguments over who should be allowed

to vote in them.

In 1438, following complaints about
“persons of low estate” taking part,
the first electoral law was passed. This
law stated that only men whose land
produced an income of at least 40
shillings a year - a very large sum at
the time - had the right to vote.
GREAT REFORM ACT 1832

By the 1888s, with radical ideas and
revolution taking hold in Europe, many
people felt change at home was long
overdue. The Great Reform Act 1832
extended the vote to around one in
seven men based on the property they
owned, and tackled the problem of
rotten boroughs - areas where only a
handful of wvoters, often controlled by
landowners, elected MPs. Constituency
boundaries were redrawn and new
industrial cities like Manchester and
Birmingham could elect their own MPs
for the first time.

Public pressure for change continued,
and between 1867 and 1884 further
reforms were made, including the

introduction of secret ballots at
elections. Although the reforms

® @ [e]rs| Ik G | =@ @[] 5 B
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Using Acrobat Pro to check & fix issues

TeuchUp Reading Order

H E‘Welcome to my report

1. Run Full Check and F
view report

AUtOtag DOCU ment Draw a rectangle around the content then click one of the E 3 his is a subheading |
buttons below:

3}

* Pepper

Text Figure

1. Wake
2. 3leep

2 . F IX m etad ata an d Form Field Figure/Caption —
Heading 1 Table B3 Figure - puppy

perl I IISSIOnS Issues @ ACCESS[b['it}’ Check Heading 2 Cell
@ A b| R Heading 3 Formula
ccessibility Report
3. Add tags or correct ty Rep —
groun
- E‘ 5 5
tagglng Where 24 !dentify Form Fields
Table Editor
Lol
necessary Set Alternate Text
Show page content order ]
. 5 Jeon ipsum dal t strip steak picanha b
+ . conipsun dolor amet strip sted pic
t\ Setu P Assistant Show table cells u mupim potk chop landjaeger kevin salami. Jow
: sitloin al catra sausage shankle turducken jerk;
Showtablesand iz u shott Loit g g pi canha tongae. Cupitn aleatra g
|.=.-'.—'_-'!' 5 shankle ham hoek meatloaf capdeola filet mig
E Readlng Order Clear Page Structure... Show Order Panel . .
Pastrami bresacla beef ground round. Picanha
hamburger pastram i m eatloaf wend son filet mi
Help Close andouille boudin tenderloin. Capicola doner ¢
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Accessible Forms
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Accessible Forms — Word vs PDF

Word Forms

More accessible if plain text e.g. leave
empty space to fill out the form.

Built-in form controls have limited
accessibility

Protecting content so only form
flelds can be edited makes the file
Inaccessible

PDF forms

Can be made accessible if form
fields are tagged along with the
rest of the file

Complex forms will be costly to
make accessible

Many users will struggle to
complete the form digitally
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Accessible PDF forms requirements
In Adobe Acrobat every field needs to o =
be added, given a tooltip & tagged —

Tab order must also be checked

Forms can also be created
In Adobe InDesign
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Easy accessible online form solutions

 Microsoft Forms
 Google Forms

* Online survey tools e.g.
Survey Monkey

Remember data

protection

Team Event

Help us decide what to do for our upcoming team event

a (] T 4
1. | Where should we go?
Museum ]
Art exhibit ]
Aguarium B

4+ Add option Add “Other” option

@ Multiple answers n Required

= Add question
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Summary

Accessibility requirements apply to all digital documents

Always consider If Information needs to be in another format, or
could be presented as HTML.

Accessibility is best implemented at the source when creating PDF
documents and a good Initial publication process Is essential

Ensure you have a clear accessibility documents policy, good
templates and procedures for checking content.
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Questions?
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Resources

 Microsoft: Create accessible Office documents

« Adobe: PDF accessibility overview

 Daisy Consortium: WordToEPUB - Conversion tool for ePUB from Word

« Web Accessibility Initiative: alt decision tree

« Benetech: Poet alternative text training tool

« WebAIM: Accessibility techniques for older versions of Word



https://support.microsoft.com/en-us/office/create-accessible-office-documents-868ecfcd-4f00-4224-b881-a65537a7c155
https://www.adobe.com/accessibility/pdf/pdf-accessibility-overview.html
https://daisy.org/activities/software/wordtoepub/
https://daisy.org/activities/software/wordtoepub/
https://daisy.org/activities/software/wordtoepub/
https://daisy.org/activities/software/wordtoepub/
https://daisy.org/activities/software/wordtoepub/
https://www.w3.org/WAI/tutorials/images/decision-tree/
https://poet.diagramcenter.org/
https://webaim.org/techniques/word/
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