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Best Practices for Web and Document Accessibility Word 2010 Transcription
Introductory Slide
Hello I’m Brent Foster, Communication Specialist with the Department. Thanks for watching this webinar on best practices for web and document accessibility. This is for those of you who use Microsoft Word 2010. What we want to do today with this short presentation is we wanted to make sure everyone in the Department was on the same page when it came to making sure that documents are accessible for those with disabilities. So we want everyone to kind of get familiar with how to make sure your word documents can be used by those with visual and hearing impairments.

Slide 2, Goals
We have just a few goals of this webinar. We wanted everyone to understand the basics of web accessibility. There are a few short steps you need to go through when working with Microsoft Word to make sure that your documents are accessible. And we want everybody to become comfortable creating documents that are accessible to all users. I’m going to go through a few short slides here, and then I’m going to work in Microsoft Word and show you all these different steps that it takes to make sure those documents are accessible.

Slide 3, Web Accessibility
The first question you might have is, what is web accessibility? Web accessibility is defined as creating a web environment that is user friendly to those with disabilities. This can include those who are visually and hearing impaired.

Slide 4, General Document Overview
I just wanted to go over a quick few things on what we are going to talk about as far as documents. First thing is, documents must contain real text when we’re talking about accessibility. If you have for instance, a hand-written letter you want to scan on to your computer, that will not work. Screen readers cannot understand what the handwriting represents. You have to have things that are created on your computer and contain what we call real text. 
Images must contain alternate text, which is basically a photo caption for an image that tells screen readers what the image is about. It kind of describes it a little bit. We will talk about that and show you where that is at here in a second. Headings must be clear and concise. 
We want to use contrasting colors. Basically what this means is for instance right here we have white on black, a black box with white lettering. You see that is very easy to read. And right here we have a green box with green lettering that is very tough to read. I like to do what I call the eye test. If you kind of squint your eyes, you’ll notice that the white on black is still pretty easy to read, while the green on green remains pretty difficult to read. Just a few general things to keep in mind as we move forward here.

Slide 5, Alternate Text
The first thing I want to talk about in terms of terminology as we work toward making your documents accessible is alternate text. Images must have alternate text. It’s similar to a photo caption we talked about just a second ago. It helps those with visual impairment better understand images. 
So as an example, I’ve used the DESE logo. A good alternate text would just be the “Missouri Department of Elementary and Secondary Education logo.” Just a quick thing so that those using screen readers can understand what the image is about. 
Another example here is we have Commissioner Nicastro meeting with students from the Normandy Schools Collaborative. This is just a quick photo caption of what the image is all about. I’ll show you when we work in Word here in a second how you go about inserting that into the image. 

Slide 6, Headings
Headings are very important for long documents. It kind of breaks up the document and helps with screen readers. 
One thing to remember, bolding or changing font size does not constitute a heading. I see a lot of documents where people will just bold or make the font bigger. That does not constitute a heading because screen readers do not understand that is a heading. There is actually a headings button in Microsoft Word, and we’ll talk about that here in a second. 
Headings should be in chronological order, just kind of something to keep in mind as you are creating documents. Here is the heading button I was talking about. You’ll notice it is up in the toolbar at the top.

Slide 7, Lists
Here are a few quick items on lists. You want to use numbers and bullets for lists. You don’t want to use your own number and lettering scheme. You want to avoid using lists with tabs and spaces. That can confuse screen readers and it can kind of confuse the relationship with the rest of the text and the type of content. 
And again, don’t use your own letter and number scheme. Just stick to the bullets and numbers that Word has. You’ll notice here is where that is listed up in the toolbar in Word. Again, we’ll go over all of this here in a second.

Slide 8, Tables 
Here are a quick couple words about tables. You want to keep tables very simple. You want to avoid using blank cells for formatting. You want to make sure you set your table headers properly.
Just as an example here, you’ll notice that as a table you have headers, and then four blank cells. This can confuse screen readers because what it does is, those using screen readers tab over, they might get to a blank cell and think that the information is finished. This might cause them to miss some important information. So you want to make sure when you are in tables, that you don’t use blank cells. It may look nice, but those using screen readers could get lost because they might think that the table is finished.

Slide 9, Links
We are also going to talk about links. You want to use the hyperlink tool whenever possible. I’ll show you where that is here in a second. That is because long URLs can be confusing to screen readers. It also just kind of looks better if you have hyperlinks. For example, if you are on a page and you want to send someone to DESE Communications, you might say, “Please visit the DESE Communications for more information.” You would not want to say “Please visit www.DESE.mo.gov/communcaitons.” That can get confusing for screen readers and again it just has a better feel and look with hyperlinks.

Slide 10, Columns
Now we are going to talk about Columns real fast. One thing to remember if you are creating a document that has columns, you never want to use the tab key. You always want to use the column dropdown located here on Microsoft Word. This is so screen readers have a better understanding of which way it needs to read the text across the page. So keep that in mind as you are creating your documents with columns. 

Working with Microsoft Word (Alternate Text)
What I am going to do now is I am going to share my screen. So basically right now, you’ll notice we are going to talk about alternate text. 
To get to the alternate text field, all you do is right click on your image, and you go down to where it says format picture, and down at the bottom left you’ll notice there is a spot for alternate text. Here is a spot for your description. You say “Happy Labor Day from the Department of Elementary and Secondary Education.” And you want to make sure you get it in the description box. You can type a title in there if you want, but you have to make sure it’s in the description box. The description is what screen readers are going to read. 
It’s the same thing here. You go down to format picture, and the alt text box. Again you want to type in “Missouri Learning Standards logo.” So you want to make sure that you have it in the description box. 

Working with Headings 
The next thing I want to talk about are headings and lists. As you’ll notice, we have a nice document here that looks like there should be some headings. If you go up here and we highlight the text at the top of the page, we want to make that the title. You’ll notice right up here at the top, this is the toolbar that has your heading buttons we talked about earlier. So you want to make the text at the top of the page is the title. Highlight “Section,” you want to make that is a heading 1, “History” is a heading 2 and so on down the line. 
Let me show you what not to do. Sometimes you see documents that instead of using the heading buttons, they just go and come up with a big font, bold it and call that a heading. That will not work because screen readers need to know where headings are to differentiate and help those understand the flow of the text better. So make sure you are using the heading buttons up here at the top of Word.

Working with Lists
If we go down, here are some things we might want to put into a list. You want to use your bullets and numbers for lists. Here you see bullets. And again, this helps screen readers relay that information to folks that this is a list of things and helps them understand the flow of the text better. 
What you wouldn’t want to do is you really wouldn’t want to tab. Sometimes you’ll see documents where people will tab over instead of making the bullets and numbers. Make sure you are doing that. This is to help screen readers better understand the flow of the document and help those using them better get the information. 

Working with Tables
Just a real quick word on tables. You’ll notice I have imported a table into the document. We want to make sure we set our headings correctly. So if you go in, right click anywhere near the headings and click on table properties, then row. You’ll see this box that says “Repeat as header row at the top of the page.” You want to do is you want to make sure that box is checked. And what this does is, this ensures that if the table goes more than one page, that these headers would be placed at the top of each new page. It again helps those using screen readers understand where they are at in the document and that they are in the correct row and correct column. So you want to make sure you check that box. 
The other thing you can do in Word 2010 is you can add some alternate text to the table. Go to table properties, then to the right there is an alt text tab. And again you can type a description “List of newspaper articles.” Just a short description so they know whether or not the information in the table will be pertinent.
The other thing is when you are inserting a table, you want to use the insert button at the top and click on table. This will give you the size of the table. So make sure you do that when you are inserting tables.
Working with Links
Now I want to take you down to hyperlinks. We talked about this earlier, it’s pretty simple stuff. We want to use hyperlinks whenever possible. Again, it’s easier for screen readers. To create a hyperlink you just highlight the text, right click, go to edit hyperlink and you’ll notice it’s already in there for us. But you just want to type in the address that it will take you to. So let’s say we want to take the person to DESE.mo.gov/communications. 
It’s the same way with the next set of text. Right click on it, edit hyperlink. As you see, it’s already got the link in there so we will go ahead and hit OK. So that is hyperlinks. 
Again you want to avoid typing URLs like www.dese.mo.gov/commmunications. Screen readers can get confused by long URLs, especially if you have a lot of backslashes. It just looks better and helps out screen readers if you go ahead and use hyperlinks.

Working with Columns
The next thing I want to touch on is columns. We talked about this earlier. You want to make sure if you are doing columns that you have it set up like this. It’s very clear that the text is flowing down the page and back up the page and down the page. To insert a column all you do is you go up to page layout, columns, and you can make this two columns, three columns, one column. As you can see it just makes the text flow better and again helps out screen readers so that they know exactly which direction the text is going in order to relay that information to the user. 

Accessibility Checker
And one more thing I want to talk about that is unique to Word 2010 that Word 2007 does not have, is what’s called the accessibility checker. I’ll show you where it is at. 
If you go to file, check for issues, down here you’ll see a thing that says check accessibility. You will notice that it gives you a list of errors. There are a lot of extra spaces we created here. We didn’t finish the heading and didn’t make this a proper heading. If you notice, it’s a nice tool to have because this gives you an idea as you get ready to convert this to a PDF. It allows you to kind of double check and say wait, “Did I go back and do that alternate text?” Or, “Did I make that the proper heading?” Or “Are the columns correct, hyperlinks correct?” 
So it’s just a great tool to have to double check yourself. You’ll notice at the bottom if you click on this here, it gives you an idea to help fix problems. An example: “Using heading levels in logical order makes it easier for readers to find information and navigate the document.” 
This is a very useful tool to have. Again, it’s up here if you go to file, info and check for issues and check accessibility. That’s just kind of a quick overview of walking you through Microsoft Word. 

Slide 11, Miscellaneous Items
A couple more things I want to talk about. For anyone who does a video that we post to the website, we want to make sure that you post a transcription with that video. That’s very important for those who are hearing impaired and it allows them to read what is going on in the video and keep up to date. 
We like to have a lot of YouTube videos on our site. If you do a YouTube video, it should include closed captioning. It doesn’t always work properly, so if you do have trouble with the closed captioning, let us in Communications know and we’ll be glad to help out. 
Font size on all your documents should be at least 12 points. Anything less can get a little bit tough to read for some folks. So make sure you are using 12 point. It’s usually a pretty good idea for font size. 
Complex images need more than alternate text. We talked about this a little bit. Some of these things could include charts, graphs, maps and really complex data. 
If you’ll notice, here is a map that lists some of the state schools, and on our website we have this and we also have a table that talks about where each is located, the county it is in, the number it is, etc. That way people using screen readers can skip the image and go right to the table and get the same information as everyone else. 

Slide 12, Resources
Just a few resources to think about as we close up here. The National Center on Disability and Access to Education has a lot of great information on making sure your documents are accessible. It’s a very good resource if you have any other questions you might want answered. Also, the state of Missouri website, Mo.gov has some good information on what it takes to make sure you documents are accessible. 

Slide 13, More information
That is all I have for this webinar. Again, if you have any more questions, please email us at Communications@dese.mo.gov or you can call us at 573-751-4581. Thanks for watching.
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