Microsoft Accessibility
Checker



File -> Ch

eck for Issues -> Chec

Info

Desktop

»

Protect
Document ~

K
Check for
Issues ~

Check the document for hidden properties

Protect Document

Control what types of changes people can make to this document.

Inspect Document
Before publishing this file, be aware that it contains:
Revisions

Document properties, author's name and related dates

Inspect Document

ies are unable to read

or pt‘:l'ECDB! information.

Ly Check Accessibility
& Check the document for content that people

with disabilities might find difficult to read.
Check Compatibility

ved changes,

s

T Check for features not supported by earlier
versions of Word.

k Accessibility



Inspection Results

Accessibility Checker ¥ *
Inspection Results

Warnings
4 Unclear Hyperlink Text

http://www.abebooks.com/servl...

http://www.amazon.com/gp/pr...

http://www.alibris.com/search/s...
I> Objects not Inline (2)
4 Repeated Blank Characters

4 Characters

23 Characters

7 Characters

12 Characters

4 Characters

20 Characters

6 Characters

51 Characters

Tips
I> Check Reading Order (2)

Additional Information v
Why Fic
Hyperlink text should provide a clear

description of the link destination
instead of providing only the URL.

How To Fix:

* Inspection Results
* Errors
* Warnings
* Tips
e Additional Information
* Why Fix
* How to Fix



Use built-in features



Heading Level Styles

AaBbCcDc AaBbCecDe | AaBbCel AaBbCcl AaBbCcD §
TMormal TMoSpac.. | Heading1 | Heading2 Heading3 |5

Update Heading 1 to Match Selection
4 Modify...

Select All: (No Data)

Rename...

Remove from Style Gallery

Add Gallery to Quick Access Toolbar
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Gardening

Introduction

Gardening is the practice of growing and cultivating plants as part of horticulture. In gardens,
ornamental plants are often grown for their flowers, foliage, or overall appearance; useful plants, such
as root vegetables, leaf vegetables, fruits, and herbs, are grown for consumption, for use as dyes, or for
medicinal or cosmetic use. Gardening is considered to be a relaxing activity for many people.

History

Ancient times

Forest gardening, a Tree-based food production system, is the world's oldest form of gardening.[1]
Forest gardens originated in prehistoric times along jungle-clad river banks and in the wet foothills of
monsoon regions. In the gradual process of families improving their immediate environment, useful tree
and vine species were identified, protected and improved whilst undesirable species were eliminated.
Eventually foreign species were also selected and incorporated into the gardens,[2]
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Other Built-in Features

e Bulleted and numbered lists
e Use slide master
* Page / Slide numbers
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Captions

* Goal is to provide equivalent experience

* Audio only files = provide transcript

* VVideos with audio = provide captions

* Transcripts provide searchable text

* Do not autostart media files; let user control the media
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Final thoughts
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If Unable to Run

Accessibility Checker ¥ %
Inspection Resuits
1. Unable to run the Accessibility
Checker

Cannot check the current file type for
accessibility issues.

e Save as a .docx
* Close the file and re-open it
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Your Goal

Accessibility Checker ~ *

Inspection Results

+/ No accessibility issues found.
People with disabilities should not
have difficulty reading this
document.

Additional Information v

Select and fix each issue listed above to
make this document accessible for
people with disabilities.

Read more about making documents
accessible
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Example 1: Alt Text
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“Animal cell diagram displaying its cell membrane, the nucleus, and cytoplasm.”



Example 2: Image

Table 5. Percent of students served under
IDEA, Part B, ages 14-21 who dropped out,
graduated with a diploma, or graduated
with a certificate by race (2006)

W Dropped out m Graduated with a diploma Graduated with a certificate

12.28 1675 12.39

B.56
I I : I

American Aczian/Pacific Black Hizpanic White
Indian/&lazkan Islander
Mative

Source: 5. Department of Education, Office of Special Education Programs, Data Analysis
System, Table BB,
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Example 2: Alt Text

Table 5. Percent of students served under
IDEA, Part B, ages 14-21 who dropped out,
graduated with a diploma, or graduated
with a certificate by race (2006)

Another Option:
Create an accessible
table with this data

“Table 5. Percent of students served under IDEA, Part B, ages 14-21 who dropped out,
graduated with a diploma, or graduated with a certificate by race (2006).

- American Indian/Alaskan Native, 39.25% dropped out, 50.71% graduated with diploma,
8.56% graduated with certificate.

- Asian/Pacific Islander, 14.48% dropped out, 68.89% graduated with diploma, 12.28
graduated with certificate.

- Black, 33.17% dropped out, 41.82% graduated with diploma, 23.20% graduated with
certificate.

- Hispanic, 33.12% dropped out, 48.55% graduated with diploma, 16.75% graduated with
certificate.

- White, 21.89% dropped out, 63.78% graduated with a diploma, 12.39% graduated with a
certificate.

Source: U.S. Department of Education, Office of Special Education Programs, Data Analysis
System, Table B5B.”
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Example 3: Image
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Example 3: Alt Text
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“Blueprint of eastside of campus showing accessible routes and construction.

Construction 1: Starting at Pickens/Greene Streets intersection extending along Greene Street in front of
Petrigru College and stops at Greene/Bull Streets intersection.

Construction 2: Starts within the walkway from Pendleton/Pickens Streets between Hamilton and Sloan
Colleges and ends in front of Barnwell College.

Shortest accessible route to LeConte College starts at Pickens Street & Pendleton Street intersection.”
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Microsoft Word — Tables (1)

[ If Only column headings Demogriaphic variable Physic(illz\,f;gig)abled. CD{QEZ%%SJ”
] ] Age, M (5D) 50.8 (13.8) 51.3 (13.6)
* Put cursor in column heading cell rears edvcaflon, ¥ 50) 10.515@.0) 12365
e Insert 2> Bookmark Smm—— > =
. I Bookmark name: 18, 13
* Type “ColumnTitle” | e 1L, ’
E CnlmnT|tIe _Z ) m fia gg
* Press [Enter] o [k 57 B
* If only row headings Narmk Jos Taylor Ashiey
Birthdate 1-12-7& 7-31-80 12-7-80
* Put cursor in row heading cell e e R e |
* Insert 2> Bookmark Sl rone _
* Type “RowTitle” | |

* Press [Enter]
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* If both column and row headings

Microsoft Word — Tables (2)

* Put cursor in cell where row and column headings meet

* Insert 2> Bookmark
* Type “Title”
* Press [Enter]

Joe

Jill

Ann

March

5

April

3

4 4
- -

May

Bookmark

4

Title

Bookmark name:

add

| ‘
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