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0. Introduction

0.0. About this guide

Version information, and suggested citation and copyright

SSA Guide: Producing Accessible Word and PDF documents Version 2.1,
April 2010.

This guide is produced by the Social Security Administration Accessibility
Resource Center (ARC).

For a suggested citation and copyright status of this document, see the
last page of this document.
Comments and suggestions

Please email comments and suggestions on this guide to the ARC at:
section508.developer@ssa.gov.

Required Software
For producing accessible Word documents:

e Windows XP or Vista
e Office 2007 (including Word 2007)

For converting Word Documents to accessible PDF (Portable Document
Format) Files:

e Adobe Reader

e Acrobat Pro 8.1
Important: version 8.1 is a minimum requirement. Version 8.0
will not work properly.

e CommonLook Plug-In for Acrobat Pro

Conventions used in this guide

Menu commands are in bold, and underlined text.

Keystrokes have an outline, e.g.:[CTRLHALT[+Deletel.
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Not in this guide...

This is not a guide to using Word and/or Adobe Acrobat
Pro: This guide provides information on how to use certain
features in MS Word and Adobe Acrobat Pro in order to make
documents more accessible for people with disabilities. This
guide is not intended as a replacement for general training on
how to use these applications.

This is not a guide for producing Braille or Large Print
documents: This guide addresses accessibility-related features
of documents for reading on a computer.

PDF Forms are not covered in this guide.

An Introduction to accessibility and Section 508: For a
general introduction to accessibility and requirements of Section
508 of the Rehabilitation Act, see the resources and training
materials at:

The GSA Section 508 website: http://www.section508.gov/
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0.1. Readinqg technoloqies, and implications for
document design

The (alternate) user interface

Documents can be printed out or read on a computer. Accessibility
considerations are important for both print and electronic document
formats, but in this guide we are mostly interested in reading documents
on computers.

The User Interface is the means by which inputs (controls) are relayed to
the computer so that the desired output (display) of information (in this
case, document content) is presented to the user.

In regular operation, users can use their eyes, ears, voice and hands to
provide inputs and perceive outputs. Typically, the computer screen, audio
speakers, keyboard, and mouse are used.

INPUT
Eyes Screen
Ears *© >  Speakers

Voice Keyboard
4 'y y
Hands Mouse

@ OUTPUT

When someone who has a sensory or a physical disability is reading a
document on a computer, one or more of the regular input / output
capabilities can be diminished or unavailable. For example:

e Someone who is totally blind cannot use their eyes, so they
cannot see the screen and they cannot use the mouse (the
mouse requires eye-hand coordination). Instead, they can use
talking software, called a Screen Reader to hear the information
that is ordinarily shown on screen, and they use the keyboard to
control the Screen Reader software.

e Someone who has low vision has a diminished ability to use the
screen. They can compensate by using Screen Magnification
software. Depending on their preferences, they may use a
combination of Screen Magnification and Screen Reader
software.
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e Someone who has no ability to use hands may use Speech
Recognition software to control the computer. They cannot use
the keyboard or mouse, so all commands are spoken (e.g.,
"Page Up... Page Up... Move to Top...").

The key point is that people with disabilities (PWDs) can use an
alternative mode of input and/or output when the ordinary method is
unavailable. The words and meaning of the document remain the same, it
is only the information delivery and user control mechanisms that differ.

It is important to know that in order for these alternate interface
mechanisms to work, the documents need to be designed to be
accessible. Attention must be paid to certain design details (covered in
this guide) in order to make it possible for technologies such as Screen
Readers, Screen Magnifiers, and Speech Recognition Software to be able
to work with individual documents. Without attending to these design
details, many PWDs will find it difficult or impossible to read your
documents.

Visual versus programmatic formatting

To a sighted reader of a document, a 'heading’ looks like a heading when
it is visually formatted differently to other text. Things like centering, bold,
underlining and capitalization can all be used to differentiate a chunk of
text to look like a 'heading'. Formatting of this kind (bold, underline, etc.)
can also be used within paragraphs, to emphasize certain words. The
problem for Screen Reader software is that because this type of formatting
can be applied in either a heading or a paragraph of text, there is no way
for the software to detect which one it is—is it a heading or a regular
paragraph?
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With a page of text that is laid out with headings differentiated only by
visual formatting (bold, underline etc.), the way the Screen Reader
software interprets the page is analogous to single, continuous block of
text:

How it appears visually How it appears using a Screen Reader
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It is clear that for a sighted reader, removing the visual formatting of
headings makes the page much more difficult to read. But for a non-
sighted user, the text is spoken only one word at a time, with no way to
skip over sections to the next heading. In fact, when only visual formatting
is applied to the text, the Screen Reader can employ only very limited
reading commands such as:

e read previous/next word,
e read previous/next paragraph,
¢ go to the beginning/end of the document.

What is missing is a programmatic identification of headings in the
document. This can be applied easily by use of styles in MS Word. The
heading can still look the same way as it did before (bold, underline etc.),
but some non-visible code gets added to the piece of text that says,
(essentially) 'this is a heading'.
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In MS Word and in PDFs, heading styles can be applied programmatically.
The heading styles can have associated levels, just as with visual
differentiation (i.e., level 1, level 2, level 3 etc.) to give a hierarchical
structure to a document's content. When heading styles are applied, the
Screen Reader software can, at the command of the user, jump to the
next heading in the document:

start

_.-. — o o W W W 1. ----- — e — o e o r ommw ommw
] end

Heading 1 Illeading 2 Heading 2 i-leading 2

Now, with heading styles applied, the list of commands available to the
Screen Reader expands to include:

Jump to next/previous heading,

Jump to next/previous heading of level n.,

Display a list of all the headings in this document.

Sort the list of headings alphabetically or in the order they
appear in the document.
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By adding this programmatic formatting, the Screen Reader user can now
navigate the document much more easily. In addition to headings, we can
enable a large number of Screen Reader controls to work. We can provide
comparable access to a document by applying programmatic formatting
on other parts of the text, such as:

e Images (graphics)
e Tables
e Bulleted Lists
e Numbered Lists
e Hyperlinks
e efc.
Hyperlink Hyperlink
Bulleted List Numbered List
start : :
!--—-—?—_i—i—-g- ..... _!.l_!.r--ﬁ-._.?_ ..... _!._..I..
: P '. P : :  end
Heading 1 Heading 2 Heading 2 Heading1 Heading2 Heading3
‘ Table Table Table
Image

Even the most complex documents can be made easily navigable with a
screen reader if the correct styles and formatting are applied. By applying
this type of formatting, people who are blind or who have low vision may
be able to access and read documents as quickly and as efficiently as
their colleagues who have good vision.
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Implications for the design of documents

In terms of design, we can sum up the situation as follows:

e Certain physical and/or sensory capabilities of the users will be
reduced or unavailable;

e Therefore, we cannot rely on one or more of the regular
computer controls and/or displays (inputs/outputs) being
available;

e Therefore, we need to change the formatting (programming) in
the document so that it works with the technologies that PWDs
typically use to interact with computers.

- S
= e ‘_ \\
_.rd. . - ’ ¥ .
¢ " i o A :\"@ "n.
’ » ’ \ ! s
"‘ i 1 : ‘ﬁ\ Q- |
Eyes : I Screen | &F '
| ! .
,  Ears 1 , Speakers ||| :
: i -
| Voice | ! Keyboard : I
\ \

=3o-S==
Hands i Mouse : I
I 1 I % r
\ / \ / \ J
-

! / o
- - “ # -

- . - - e

No capability Means we can't So we change the
or reduced - rely on one programming
capability here or more of these that goes in here

To make documents accessible, the focus of document developers must
be on formatting the document so that it works with things like Screen
Readers, Screen Magnifiers, and Speech Recognition software. Taking
this approach—focusing design attention on the elements in the document
itself—has several benefits for you, the document developer:

1. You do not need to make a 'special' document for any one
group of users. The document will be readable for everyone,;

2. The content of the documents does not need to change. All that
changes is the formatting aspects applied to various pieces of
text;

3. You do not need to change the visual layout of the document to
make it accessible;

4. You do not need to learn how to use technologies that PWDs
typically use (if you format the document appropriately, there is
a very high probability that it will work for PWDs);
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5. You do not need to be a programmer. Although the additional
formatting is programmatically applied to text using the MS
Word and Acrobat Pro applications as non-visual code, it is not
the same sort of task as software programming. All of the tools
necessary to add the formatting are included in the MS Word
and Acrobat Pro software; and

6. By using formatting of the kind necessary for accessibility,
authoring and editing documents becomes a much more rapid
process. The reason is that this type of formatting makes
moving and changing text easier for any developer. If you want
to change the size of the font for every heading in a 200 page
document, for example you can do this with a couple of
commands. If you want to change the spacing between every
paragraph in a long document, you can you can do this in a
matter of seconds if you are using styles (programmatic
formatting).







SSA Guide: Producing Accessible Word and PDF Documents. Version 2.1, April 2010

1. Producing Accessible Word
Documents

1.0. Preparation

The following items are MS Word tools that are useful to know about as
preparation for accessibility development tasks.

Views and panes
Document Views

There are five different ways to view a document in MS Word. The
different views are accessed by Ribbon... View Tab. The five document
views are:

Print Layout

Full Screen Reading
Web Layout

Outline

Draft

arwnE

The text that will be (can be) read by a Screen Reader is best represented
by the Draft view. If an element such as an image or a text box shows on
the screen in Print Layout view, but it does not show in Draft view, then it
is highly probable that the element will not be read aloud for the user.

Cn) )+
)/
Home Insert Page Layout References Mailings Review Wiew Deweloper AL
J ri' | Ruler | Document Map = 1 Ll One Page
- — ; . Gridlines Thumbnails v e Jll Two Pages
Print |Full Screen Web  Outline  Draft Zoom 100% : :
Layout ' Reading Layout i3 Fage Width

Joiument Views Show/Hide

11
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Helpful Panes

MS Word has a number of different window ‘panes’ that can be helpful to
use while developing a document. These panes do not need to be shown
at all times—they can be displayed as and when needed. The panes and
the means to show the panes are described below:

bt oy = [[F5] T COCER 6L SR LT FERTTE SIS i =5
B | Bt THE S0CTAL SECURITY ABS IS TRATIONS POLICY ook 1|
.-' = FRONERITES G DSC DI TION LGADVET DHMFLOVELS AND
AFFLICANTS FOR. LAFLO VAT | s [ 7]
Tulnd Pl B el S, At ik i VLA BaEos 10 PSR BUD 5o ke o ¥
e i i -ulu-n—-llm- 1 as s e o i e 4 s hed AR
ot et il it Biiet: et Wit il e = s Pl T
it -.ﬁl'uﬂlllﬂunl H ewal J @ empirien inevhde dik e sl
pﬂﬂ-u.h:r Dhamlamar ot <ol b4 Lo baiely 8 Dt Tl ] MG e il wica) " ¥
A S—— L T e ey ey
paamrd panngl o gm b ovasd rmne e rprasl mamagre
[T T — e R P R i TP Hiraclng q
abirrias Ja;;l-ﬁ i LA e e il i e
e [ [EITY" P Ty iy S PR e—— S ——
: Issting 3 :
R HEADING LEVEL 12

et e

Hopriek .
bubrmivd Paage b =
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e A L -|mbhﬂn- i Hldnh-ihlr\-liﬂhu: e st o f
—ﬁnn& e ph--nlluhn-J—n-.l-h { rvin B~ ekl
Sl ittt by e ey et o] X
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Noarwad T
Normal (Wek) L
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Document Reveal
Formatting Pane

rDocument Map

Style Are Pane
(Draft View and Outline View Only)

Document Map

This is a 'map' of the structure in terms of the headings that have been
applied in the document. When the document is formatted correctly,
anything that looks like a heading will show up in this map. The map
provides a quick means of navigating to different headings within large
documents.

e To view the document map: Ribbon... View Tab... Show/Hide
Group... Document Map.

12
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Style Pane

This pane shows the name of the style that is used for each paragraph in
the document.

For example, if a heading is properly used, the style will show 'Heading #'
in this pane. If you open the Style Pane and every style says 'Normal'
even though there are headings and bullet lists in the document, the
document will not be accessible to Screen Reader users.

To show the Style Pane (in Draft View and Outline View only):

1. Open the Word Options dialog box (Office Button > Word
Options);

Recent Documents

uu;ﬁ Convert
Select the

H e 'Office’ Button. ..

H Save As Bk
... then select

o T 'Word Options'
:l:r,d Erint b

I3 i
?f’ Prepare ¥
_ ﬁ' Send  *

Publish »

Iy
i Close

2] Word Dpt}unhs | X Exit Wmd_i

13
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2. Go to Advanced, then scroll down to Display, and then add a
value (e.g., 2") to Style pane width in draft and outline views.

Display

Set this
value to 2
inches

Show this number of Becent Documents:

Show measurements in units of:

Style area pane width in Draft and Cutline views:

3. View the document in Draft View: Ribbon... View Tab...
Document Views Group > Draft.

Styles Pane

The Styles Pane is useful for seeing what styles have been applied to text,
picking styles to apply to text, and managing styles. Style-formatting is a
necessary part of making documents accessible.

To view the Styles Pane:

1. Go to the Styles Group of the Ribbon (Ribbon... Home Tab...
Styles Group):

2. Select the small icon in the bottom right corner of the styles

group.
AaBbCc AaBbCt¢ AaBbccI AaBb( AaBbCc AaBhCec %
Emphasis Strong Subtitle Title M Mo Spaci.. Subtle Em.. — Change

T Styles~
Styles [

Click this icon
to open the
Styles Pane

Note: At first, the Pane may appear as a floating window. To make the
position of the pane 'fixed', try clicking and holding the menu bar of the
pane, and drag it to the right hand side of the screen.

14
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Reveal Formatting Pane

This pane is useful for examining the characteristics that have been
applied to a piece of text. This includes fonts, styles, language settings,
bullet and numbering styles and so on. To open the Reveal Formatting
Pane:

1. Have the Styles Pane open (see above).

2. Select the Style Inspector button at the bottom of the Styles
Pane. The Style Inspector pops up.

3. Select the Reveal Formatting button at the bottom of the Style
Inspector. The Reveal Formatting Pane opens.
Note: Make sure that 'Distinguish style source' is checked at
the bottom of the Reveal Formatting Pane.

Hcaug U .
- eading 7 Ia
To get to the Reveal

Formatting Pane: At the |eoding 8 L
bottom of the Styles ]

Pane, click the Style ~ [2dine® B
Inspector button first...

| Show Preview
Ysable Linked Styles

. Options...

Style Inspector v X

Paragraph formatting

DBPL_graphic_im

... The Style Inspector
window pops up. Click
the Reveal Formatting
button to show the
Reveal Formatting Pane.

Flus: <none =

Text level formatting

Default Paragraph

Plus: <none =
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Showing formatting characters and marks on the document

There are a number of non-printing ‘characters' and marks that MS Word
uses. While these do not show up on the printed page, it can be useful to

make them visible while editing a document. The non-printing formatting
marks include:

Spaces,
Tab characters,

Paragraph (‘carriage return’) characters,
Object anchors.

To show and hide the non-printing formatting marks on screen: Ribbon...
Home Tab... Paragraph Group > Show/Hide Button.

o — W = W 3= iy —

nwi

E 2l

q |

i
(1l
i
Il
[

Paragraph

Use this button to Show
and Hide non-printing
formatting marks

Note: It is advised that Tab characters be avoided where possible for
formatting. For example, to make a paragraph start off with an indent, it is
better to set up a paragraph style that has an indented first line than it is to
insert a Tab character at the start of each paragraph. In this way, text can
be more easily managed in the editing process.

16
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Avoid automatic formatting

Turning off 'AutoCorrect’ functions

By default, MS Word tries to 'AutoCorrect' your typing. For example, if you
start typing numbers in front of items, the MS Word software ‘assumes’
you are typing a list of numbers, and so changes the formatting
automatically to a numbered list, with accompanying indentation, tab
stops, tab characters and so forth.

While this may be a useful feature for novice users of MS Word, it is much
better to manage styles yourself, applying your desired settings for
indents, tab stops etc.

Furthermore, when you are trying to manage a document and apply the
styles that are necessary to provide accessibility, 'AutoCorrect’ features
are more like to automatically break your efforts.

Therefore, while learning to make documents accessible, it is highly
recommended that you turn off all of the AutoCorrect functions in Word.
This will mean that it is you who have sole control over how the text looks
and behaves.

17
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To turn off AutoCorrect features:

1. Go to the Word Options dialog box. (Ribbon... Office Button
> Word Options)

2. Go to Proofing and select the AutoCorrect Options button.

3. Uncheck every item in every tab of the dialog box.

AutoCorrect [5]
AutoCorrect Math AutoCorrect | AutoFormat As You Type
AutoFormat | Smart Tags

Apply
[ Built-n Heading styles [ Automatic bulleted lists
[ List styles [ other paragraph styles
Replace

[ "straight guotes” with “smart quotes”

[7] ordinals {1=t) with superscript

[ Eractions {1/2) with fraction character (=)
[] Hyphens () with dash (—)

[7] *Bold= and _italic_ with real formatting

[] Internet and network paths with hyperlinks

Uncheck all of Make sure you do
the items in this for every tab
this dialog box in the dialog box
Preserve
[ 5tyles

Always AutoFormat
[ Plain text e-mail documents

(0] 4 ] [ Cancel

18
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1.1. Formatting

1.1.1. Use Styles for formatting
A) Rationale

A style is a set of formatting characteristics applied to paragraphs, tables,
characters, or lists. In a document, styles are used to quickly and
consistently change the appearance of the content. Styles can also
impose a relational structure (hierarchy) on a document by assigning
outline levels to headings.

Using styles means that information about the organization and hierarchy
of the document's content is available to Screen Readers. This information
can be used to navigate to the structural elements. It also allows screen
reader user to skim through a document (reading only the headings, for
example).

B) Development Methods

e Always use styles to format paragraphs, headings, table text,
and lists (bullets and numbered lists).

e Where necessary, use styles to format characters (e.g., words
that always appear in bold or italic).

1. Startin the Styles Group (Ribbon... Home Tab... Styles
Group):

a. To modify any previewed style, right click it.

b. To preview more styles, select the drop-down icon.

c. Open the Styles Pane for managing and controlling all
available styles. To open the Styles Pane, select the
icon in the bottom right corner of the styles group
(shortcut is [CTRLMALTHSHIFTHHS)

AaBbCcl AaBbC: AaBbCc AaEch[\AthCc] . "%ﬁ

Emphasis eadingl T Heading4 T Marmal = Change
Styles -
Styles U
Right click on : ‘\
N etvle t LIS Click here to
any style to display a
modify it " " open the Styles
preview o Window

more styles
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2. Use the Styles Pane for managing and controlling multiple
styles.

a. To apply a style, select text in the main document and
select a style name;

b. To modify an existing style, right click the style name and
then select the drop-down icon;

c. To make new styles, and inspect and manage existing
styles, use the controls in the bottom left corner of the
Styles Pane;

d. To set your preferences for how styles are displayed in
this window, select the Options... button.

Click any style name

Modify any
to apply the style to style by right
the selected text in dlicking in this
the main document area

Styles\
Foof] fte Reference
Footnd le Text Ia
Head T
Heading 1 pE]
Heading 2 1a
Heading 3 Ej

| Show Prewiem
Dizable Linked Stvles

|4 ‘gi ‘1’;? Options. ..

/,,77__ Jﬂpticna for

Use these controls to make how the list of

new styles, and inspect and styles is _
manage existing styles arranged in
this window
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3. To make a new style or modify an existing style, right click on it
in the Styles Group or in the Styles Pane. The Style Dialog
Box appears. For each style:

a.
b.

C.

Give the style a name

Select the type of style (Paragraph, Table text, Character
or Link)

A hierarchy structure of styles enables you to have
changes in one style affect another. To make this style a
‘child’ of 'parent’ style in the hierarchy, name the style that
it is based on.

For simple formatting (font name and size, color,
paragraph alignment etc.), use the controls in this dialog
box.

For more detailed formatting of fonts, paragraphs, tabs,
borders, language and numbering, use the Format drop-
down menu.

Note: ‘frame' formatting should be avoided in this menu.
To manage how the style is stored (e.g., just in the
document or in the global template), use the various
controls at the bottom of the dialog box.

Note: You should always make sure that the 'Automatically Update'
checkbox is unchecked in the Style Dialog Box. Automatic updating of
styles makes them very difficult to manage (see also 1.0 Preparation).
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Define the style name and If you base it on another
type (paragraph, table, style, any changes in that
character, list) other style will also

happen to this new style

Create Mew Style from i

Properties / /

Mame; \ ISterl //'
Skyle bvpe: IF‘aragraph / j
Skvle based on: I T Mormal j

2

Skyle For Following paragraph: I T Skvlel j
Farmatting
[aial sl s B s g | [— ]

= =g =|[===|a%

RILAN
M

This is a
preview of what
text based on
this style will
look like

Sample Text Sample Text Sample Text Sample Text 53
Sample Text Sample Text Sample Text Samp
Sample Text Sample Text Sample Text %
Sample Text Sample Text Sample Text Sample
Sample Text

Fonk: &rial, For olor: &ccent 1, Indent: Left: 1%, Based on: Mormal

These are the formatting
characteristics that will
be included in the style

Cancel |

[T addtoQuick sl st I Aukomatically update
= only in this dog  fnt

w documents based on this

Formak -

l \\

Use these controls for Use these conrols to

general formatting manage how this style is
stored (in just the

Use this sub-menu document or in a global
for more detailed template)
fomatting ~ .
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C) Testing Methods

There are various methods for inspecting a document to determine
whether styles have been used. These methods can be used separately
or together:

Examine the Document Map:

e View the Document Map (Ribbon... View Tab... Show/Hide
Group... Document Map).

e TEST: Does the heading structure and hierarchy in the
Document Map match the structure shown visually in the main
document? If it does not match, then the document is NOT
properly formatted with styles.

Make the formatting marks visible in the document:

e View the formatting marks in the document. (Ribbon... Home
Tab... Paragraph Group... Show/Hide ({) button).

e TEST: If there are TAB (=) characters used to provide
indentation; if there are multiple Paragraph 'Return’ (1))
characters used to provide spacing between paragraphs; if
there are multiple SPACE (...) characters used to align text,
Then the document is NOT properly formatted with styles.

e

Spaces are used for
paragraph alignment
(this is bad)

Multiple 'return’
characters used for
spacing (this is bad)

'TAB' characters are used
for paragraph indentation
(this is bad)
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View the Style pane in the Draft View:

Set up a Style pane. (Word Options > Advanced > Display...

Style area pane width). Set the width at 2 inches;

Go to Draft View. (Ribbon... View Tab... Document Views
Group... Draft);

TEST: If the same style name is always applied to every
paragraph, even though the document has a look that has
different types of paragraph and heading styles, then the
document is NOT properly formatted with styles.

E—

Marrnal I. ............. THE-SOCIAL-SF

Mormal ] PROHIBITING-DISC

Mormal | e APPL

Maorrnal Ll

Marrnal Ll

Morrnal -+ Itisthe-Social-Security-/
ernjovsa-non-hostile-work-envir
emplovment-decizions;-such-as
8% clusi*.'elv-nn-ﬂl_e -}_Ja 515 of nh_—]

This is the Style
Area Pane. It shows
that all text has the
same style name

| (this is bad)
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Use the Style inspector and Reveal formatting pane to see what

formatting has been applied to each paragraph:

1. Open the Style Pane and select on the Inspect Styles button.
2. Inthe Inspect Styles Window, select on the Reveal

Formatting button.

3. Inthe Reveal Formatting Pane, examine the paragraph

formatting.

4. TEST: If things like heading (outline) levels, style names and
alignment settings are not applied, then the document is NOT
properly formatted with styles.

AMINISTRATION'S POLICYY
N-AGAINST-EMPLOYEES-ANDY
CEMPLOYMENTS

{S5Aypobeyto ensure-that-everyemploves
hscnmnation orharassment-of any kind ~All
£ traming and vewardmg, will be-made

7. emplovees knowledee, -skalls -abibties and
-solelv-on-the-bags-of emplo Siyle Inkpector

ton-of-any kind based-onra

ability -sexual-onsntation e Paragraph formatting

n-job-related-conduct is-forb
isproud ofits recordmproni
ursue the-ebmmation-of any

b Tile VI of the Crvil Bi
1s-are-treated-differenthy-thai
a-specific Tace-orraces; o,
Wardy-suated may-be-thoze
orunderthe same line of

wersons-aretreated differenth
ssindigenoustotherrace -
so-occurwhen-emplovees-ar
marriage, -ortheirmembarsh

@K@I‘E

MNormal

Plus: <nona

Text level formatting

Defanlt Paragraph Font

Plus: 14 pt, Bold

M| | Cearad

5 Reveal Formatting v o
Selected bext

ADMINISTRATION?

Compare to anokher salaction

Formatting of selected bext

ST

14pt
Bold

Elrarag
Left

Lina and B

lnd:El ! ; EE
Left: @
Fughtz 0

£l
o 3
(Default) Times New Roman

Language;
Enghsh (L1.5.)

Mo wada
[ Sectios

1. At the bottom of
the Styles Window,
click 'Inspect Styles'

2. In the Inspect
Styles Window, click

3. In the Reveal
Formatting
Window, look at
the formatting
for each
paragraph. Is
the indentation
and alignment
set? [s there an
outline level
set for each

'Reveal Formatting'

Lheading?
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1.1.2. Format paragraph line spacing with styles
A) Rationale

When paragraphs are formatted with styles, it is (a) easier for screen
reader users to navigate, and (b) they have less keys to press. When
paragraph line spacing is done incorrectly with multiple 'carriage return’ (1)
characters, screen readers hear "Blank... Blank... Blank..." for each line.

Using style formatting for paragraph spacing also makes it easier to move
blocks of text around during the document editing process. Using this
method, spacing is automatically maintained, so there is no need to go
back over the document and manually add ‘carriage return' characters for
spacing.

B) Development Methods
Set paragraph spacing

1. Open the Paragraph Dialog Box (Ribbon... Home Tab...
Styles Group > Right Click style > Modify> Format >
Paragraph)

2. Set the amount of points that should be before and after the
current paragraph. For example, if the font is 12 points high, add
12 points of spacing after to get the effect of a blank line
between paragraphs.

Spacing —{To get the effect of a

Eefore: IIZI pt 5‘ = blank line between
After: [2p = [sngle <] paragraphs, if the font is

™ Don't add space between paragraphs of the same style 1 zpt h Igh' add 1 2pt
spacing after.

C) Testing Methods

Use the same testing methods for Use Styles for formatting (1.1.1).
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1.1.3. Use list formatting
A) Rationale

When bulleted list and numbered list formatting is used, Screen Readers
will properly announce the text as being part of a list, and provide a means
for the user to quickly navigate between items as well as move in and out
of lists.

When bullets and numbers are made with incorrect formatting, Screen
Readers will treat the lists as regular text, meaning that the list reading
controls are inoperative.

B) Development Methods
There are two main ways to set lists in MS Word:

1. Define the list format in the style: In the Style dialog box,
Select Format > Numbering and then in the Numbering and
Bullets dialog box set the type of list you want.

2. Use direct paragraph formatting for lists: Go to Ribbon...
Home Tab... Paragraph Group and use the list controls.

(Outline Numbered |
List, e.q.:
1.1.
: 1.2 Increase
Numbered List 121 and
: e‘.tc.. | decrease
Bullet List \ J |indents (for

sub-lists)
= - 121 %R 4| T
= = =|[i=-|| 8- 5
Paragraph ]

Click any down
arrow for more
detailed controls
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Note: Even with automatic formatting turned off in MS Word (see 1.0
Preparation), some automation effects may persist in the lists, especially if
the direct formatting is used. It may be necessary to right click on the list
number (or bullet) and use the controls on the pop-up menu to set the
numbering values correctly:

Paste

=

Bestartat 1

B O

Continue Mumbering
Set Mumbering Value.., k
Adjust List Indents...

I 14

B

Decrease Indent

¥ A
"l

Increase Indent

Font...
Paragraph...
Bullets k

Mumbering b

Hyperlink...

ol RN

Look Up...
Synonyms 4
Translate k

Stvles k

C) Testing Methods

Use the Reveal Formatting Pane (see 1.0 Preparation) to examine text to
see if the text is defined as being part of a bullet list or number list.
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1.1.4. Use Column formatting

A) Rationale

When column formatting is used, screen readers will read in the correct
order (i.e., first go down one column and then move to the top of the next
column).

When column formatting is not used (e.g., TAB characters are used to
visually separate text to make it appear like columns), the reading order is
garbled for screen reader users (the screen reader reads [row 1, column
1; row 1, column 2; row 2, column 1; row 2, column 2 etc.]).

B) Development Methods
Format the columns

1. Gotothe Print Layout View: (Ribbon... View Tab...
Document Views... Print Layout)

2. Open the Columns dialog box (Ribbon... Page Layout Tab...
Page Setup Group > Columns > More Columns)

3. Set the number of columns, spacing between columns, and
whether this formatting should apply to a section or the whole

document.
nsert Page Layout References Mailings Revi To end a column
5 Ij W= Breaks - and begin a new
= £ Line Numbers ~ one, add Column

Margins Orientation Size Columns

-

b2~ Hyphenation ~ Breaks using this
F control

Use the columns button to define how many
columns. For detailed column controls, select
‘More Columns..." from the drop-down list.

To end one column and beqin the next, use column breaks

If, for example, the text in one column is short and does not fill the whole
length of the column, then add a column break to start a new column
(rather than 'carriage return' [{]] paragraph marks).
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C) Testing Methods
Use the same testing methods for Use Styles for formatting (1.1.1).

You can also do a quick manual test in Print Layout View: (Ribbon...
View Tab... Document Views... Print Layout):

e TEST: Place your cursor anywhere in the column. Press the

key and watch the cursor movement. The cursor

should follow the text column by column.
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1.1.5. Do Not Use Hyphenation

A) Rationale

Screen readers split up hyphenated words instead of speaking them
properly as single words. Hyphenation can make reading very confusing
for Screen Reader users.

B) Development Methods

Avoid using manual hyphenation techniques

Do not insert hard hyphens (using the dash/hyphen key) and/or line
breaks to force end-of-line hyphenation.

e Delete instances of hard hyphens.

Remove automatic hyphenation

1. Open the Page Setup Group. (Ribbon... Page Layout... Page
Setup Group).

2. Select the drop-down menu under Hyphenation and ensure
that 'None' is the setting.

Insert Page Layout References Failings Review View
3 13 ¥= Breaks ~ j
{=] £ Line Numbers ~
Margins Orientation  Size Columns Watermark
= - - . bi~ Hyphenation - - c
Page Setup v | Mone
Automati
Make sure Hromatie
Hyphenation is set to é Manual
'None' bi~ | Hyphenation Options...

C) Testing Methods

1. Use the same method as in Development Methods (above) to
check the Automatic Hyphenation setting.

2. Go through the document manually to find instances of manual
hyphenation.
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1.1.6. Do Not Use Drop Caps

A) Rationale

Although a drop cap letter is visually connected to the text that follows it,
Word stores the drop cap letter separately to the text. Consequently, the
Screen Reader software splits up drop capped words instead of speaking
them properly as single words. Drop caps can make reading very
confusing for Screen Reader users.

Word renders the drop cap as a special type of frame. In the example
below, the word 'Guiding' has a dropped 'G' and so is spoken by the
Screen Reader as "Gee. Uiding...".

BT B ) 2 T o

The Screen Reader Software R
starts reading this sentence as }|is
"Gee. Uiding is a partnership..."”

tha handlar lietane far a2

Word renders the drop cap as a special type of frame.
The letter 'G' here is in its own frame. The rest of the
text is wrapped around the frame (the anchor symbol
means the frame can be 'dragged’ to reposition it).

uiding-is-a:
ants-to-g
there-safel
members.:
apability-to-read-

andlar:lietanc.-far

(Because the frame
and the text are
separate elements,
the Screen Reader
speaks them as if
they were separate
Lsentences.

Note: While it is not possible for drop caps to read properly with MS Word,
it is possible to tweak PDF documents so that Screen Readers read drop
caps properly. This involves some complex editing of PDF tags, that is
beyond the scope of this guide.
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B) Development Methods
Remove drop caps

1. Select the drop cap. A set of place markers will appear.
2. Press Delete|to remove the frame containing the drop cap.
3. Add in the missing letter at the start of the sentence.

uidin Right click the edge of
the drop cap. A set of

Want placemarkers

appears. Then delete

the drop cap and

replace the letter at

IMETMy the start of the

y - aF sentence.

the capabillity to r=

C) Testing Methods

e Go through the document manually to find instances of drop
caps.
e Delete and replace drop caps as necessary.

1.1.7. Convert text boxes to regular paragraphs
A) Rationale

Text-boxes provide a means to add text to a document, and locate it
anywhere on the page. Unfortunately, text boxes work more like images
than text. Because of this, text boxes only show up in the 'print layout'
view, and Screen Reading software is unable to access the information in
a text box.

Instead of using text boxes, style formatting (1.1.1) can be used to locate
the text in the desired place on the page. Style (paragraph-level)
formatting may take a few more steps to achieve than using text-boxes,
but style formatting is much more accessible for Screen Readers.

B) Development Methods

Development

During development, do not use the text box tool (Ribbon... Insert Tab...
Shapes > Text Box); Instead, Use Styles for formatting (1.1.1).
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Insert Page Layout References hailings Rewiews Wie

e 1| EE —p Zj nh . Hyperlink
L =
B - A Bookmark
Table Picture Clip  |Shapes Smartdqt Chart
- Ar‘t -
Tables Il| Recently Used Shapes

AN NNOOO0OA L LG

'] Cross-reference

TLL2 LU0 %

Do not add text to documents using this tool.
Screen Reders cannot generally access
information in text boxes.

Remediation
If text boxes have been used in a document (see Testing Methods,

below):

PwpdPE

Copy the text in the text box,

Delete the text box

Paste the text into the main document

Format the pasted text using Style formatting (1.1.1)
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C) Testing Methods
There are two ways to check if text boxes have been used:

1. View the document in Page Layout view and in Draft View
(Ribbon... View Tab... Document View).
Note: To do this you can either:
a. switch between the views; or
b. open two versions of the same document and use a
different view in each; or
c. print the document and then compare it to on-screen

Draft view.
Bt Fage Lmeind ERTIES Haiep Ve - i e
¥ ki Desmmetite i 10 ] [TT) v e e - =
@ s [Lae—— B! 1] b Py =L l = 3
Lowis Pk Quiies Dol Pawm  idFw T —— St [T
Rrideg | wes e RS paeges L . -
¥ -
A “C{"-&
S
s l|, Important Information for All Emplovees
%, &

POLICY PROHIBITING DISCRIM
EMPLOYEES AND APPLICANTS

TIOMN AGAINST
AIPLOYMENT

It is the Social Security Adnanistration’s (S5A4)
emplovee anjoys a non-hostile work avirosiment free off

b made cxhisivly on he b o cbreiact of I Print Layout

will be made exchuisively on the basis of joberelated ¢

skills, abilities mnd performence. Discipliney actions |
view, the text-
box shows up...

ure that every
e of harnssaent af

employess’ miscondct and poor performmance, Discri

walar smluman aee sevacal brrncoraed sl s

— e (_butin Draft |

e A G 70 lview, the text-

“_____ |box disappears.
- ~ |Thisview is

generally more
representative of

L=

- what the Screen
Teniryireti POLICY PROHIBITING DISCRININATION |
EMPLOYEES AND APPLICANTS FOR EMPI Reader software
Can access.
TR T It & the Social Security Admimistration’s (85A) policy 1o en h 4

arployee enjoys & nen-hostile work enviromment free of discrimimation or hamssment of
iy kind All arployment decisions; such as hiring, promoeting, training and rewarding,

will be made ecchisively on the basis of job-related criteria, o2, amployess” knowledge,
skills, abilitics and perfemuance. Disciplmary actions will be taken salely on ihe basis of
arployees” misconduct and poor performance, Discnmmation of wry kand based on race,
roler relininn cer casninl harssoment matineed sricin soe dienhilit sennl arientstian
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2. In Page Layout View (Ribbon... View Tab... Document View >
Page Layout), right click on any text that might be a text box. If
placeholder marks appear and the text can be dragged and
repositioned, it is a text box.

AP SECy,

o -1’:_,& @ o 2
M** Important Information for All Employees
%, il e .

"-"I-"; mt"

& | Cut

POLICY PROHIB ISCRIY 4| <oy
TCANTS & Paste
To identify a text box, Bl EditTe _
right click the text. If it is | .. (ss| Grouping b
en] @ text box, placeholder  pment fre  opder v mt of
= markers appear (dots [\l Cotetotsoim LS,
ﬁk; shown in blue here), and ?cea%i;ﬁ & Hyperink.. 1:321;
cof the pop-up menu shows |, arigit Set AutoShape Defaults  ftion,
rr:i'Furmat Text Box...' parental s 4 Fomat Tes Box.. tis
fio A e in

providing equal employment opporturnity (EED) to all andvn]i pu.mue the elirnination of
any vestige of discrmination by every means at its disposal.
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1.2. Navigation

1.2.1. Place document titles in the main document; not the 'Header'

area

A) Rationale

A Word Document page is normally divided into three areas: 1) The
Header area; 2) the Main Document area; and 3) The Footer area. Screen
readers normally read only what is in the middle—the Main Document

I _-FJ H B = Deasiuisenid - Micraiofl Weoed Header & Festa Toals - =X
'- rame Inaert Page Lagout Bef eramicen Mshng Hirvrw W add-dnp Derign L3
2 Hesser = ‘? 3 Qi Pasts - T T Mevious Secen Ditferent Fiit Page =M1y N E
= Footer = =5 il Pture _|": Mt fectian Déferent Odd & bven Pages | i 05" =

Diate to Gote Clase Mesder
=) Puge Number = || & Time (5] Clio Art o Fagler o 1 ¥ Show Doosment Ted 4 piphy iy
Header & Foole et Hngatian Oediom Foid Close

= .

The Document
Header area is not
normally read by
Screen Readers

The Header
and Footer
Tools Tab
gives you
access to the
controls for
the Header
and Footer

daredas

The Document Footer |
area is not normally
read by Screen

Readers either Screen readers will by

default read only
what is in the main
document area here

e

Ji i 5 sk '_'_'—‘aﬂl

While it may seem logical to place a 'document heading' in the 'Header'
area, this is not what the header area is intended for. The Header Area is
the place to put running headers like a book or report name, author names
and so forth. Similarly, the Footer area is for things like page numbers,
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copyright messages and the like. Important information that should be
read by Screen Readers, like document titles and page headings, as well
as signatures at the end of memos, all need to be placed in the Main
Document Area.

Note: while Screen Reader users are able to access the text in the Header
Area and Footer Area, this is not a normal method of reading (it is
awkward and difficult for Screen Reader users to keep track of text in
these areas).

[THE S0CIAL SECURITY ADMINISTRATION'S POLICY
PREOHIBITESG DISCRIVMINATION AGAINST EAMPLOYEES AND
APPLICANTS FOR EAMPLOYMENT
e mder - -‘

The document
Title/Heading has
been placed in the
Document Header

- - section. This is bad.

E“e“ the ”“c“?e“f_ﬁpbe"f'_f It should be in the

e s_creen rea_ EF W ?g'" Main Document Area.
reading here (in the Main \ y

Document Area), thereby
missing the Title/Heading.

B) Development Methods
Move all text that needs to be read into the Main Document Area

1. Open the Header or the Footer Areas (Ribbon... Insert Tab...
Header & Footer group > Header > Edit Header).

2. Cut information that has been erroneously placed in the Header
or Footer.

3. Close the Header and Footer

4. Paste the information into the Main Document Area.
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C) Testing Methods

Use the same method as in Development Methods (above) to check
content in the Header and Footer Areas.

You can also do a quick manual test in Print Layout View: (Ribbon...
View Tab... Document Views... Print Layout):

e TEST: Place your cursor anywhere at the top of the document
(Press|CTRL}*Page Up). The cursor should be at the top of
the content that needs to be read by the Screen Reader (i.e.,
the natural starting point for the document).

1.2.2. Use Heading Levels in style formatting
A) Rationale

Headings are used to divide documents up into meaningful chunks of
information. When headings are defined using Word's built-in heading
styles, Screen Reader users can quickly navigate through the document.
They can jump to the next heading, or to the next heading at a certain
level (e.g., moving forward and backwards through the document at only
the top level headings).

When headings are incorrectly marked up, using character formatting only
(e.g., applying BOLD format, and/or using ALL CAPITAL LETTERS),
there is no programmatic way for the Screen Reader to know where the
headings are. Therefore, they (a) cannot easily navigate through a
document, and (b) when a heading is reached there is no notification that
what is being said is in fact a heading.

Tip: Using the built-in styles for word means that the Heading styles can
be easily used to build a linked Table of Contents (1.2.3) for the
document, which also aids navigation.

B) Development Methods

Use the built-in Heading styles

Note: See Use Styles for formatting (1.1.1) for an introduction to working
with styles.

1. Open the Styles Window. (shortcut is
CTRLMALTHSHIFTHS).

2. If Headings 1 through 9 are not shown, select the Options...
button at the bottom of the Styles Window, and make sure that
‘All Styles' are visible in the list.

3. Apply the headings to the text in the main document.

39



SSA Guide: Producing Accessible Word and PDF Documents

4. If you need to modify the heading styles, right click the style
name.
TIP: By default, heading 9 is based on heading 8, heading 8 is
based on heading 7, and so on all the way up to heading 1. This
means that if you start with the formatting for heading 1, all the
changes will affect the lower headings. This is a useful way to
manage the appearance and behavior of all the headings in the

document.
Styles - w
Heading 1 12| _fStart with
. these built-in
Headlng 2 styles for
Heading 3 \\lHeadings
Heading 4 T
Heading 5 7 Right click here
Heading 6 12 to modify style
settings
Heading 7 Ta
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Ensure that Outline Level for a heading matches the visual appearance of
headings
If you are working on a document that did not use the built in Heading

styles, and used custom style names for headings, it will be necessary to
set the 'Outline Level' of each custom heading style.

1. Open the Styles Window. (shortcut is
CTRLMALTHSHIFTHS).

2. Right click the custom heading style.

3. In the style dialog box, go to Format > Paragraph > Indents
and Spacing TAB.

4. Set the Outline level to match the visual appearance of the
document headings. (e.g., the main title should be Outline Level
1, the next level down is Level 2, etc.).

General

aligrment:  [Centered =] Set the OQutline level
_ for each heading. Also
Qutline level:  |Level 2 -
make sure that non-
Body Text - ]
Level 1 o headings are set to
Indentation = ' '
- T Body Text' level.
[l I mnaml A >

C) Testing Methods

Use the same methods used Development Methods (above) to check the
Outline Level of each style.

1.2.3. Use automation if creating a Table of Contents
A) Rationale

A Table of Contents (TOC) is a quick and effective means to examine the
content of a document. A linked TOC is an even more effective means to
examine and navigate a document. Providing a linked TOC therefore aids
Screen Reader users to both understand the structure of a documents,
and to navigate within it.
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B) Development Methods
Create a linked Table of Contents

1. Place the cursor where you want the TOC to appear in the
document.

2. Open the TOC dialog box (Ribbon... References Tab... Table
of Contents Group > Table of Contents > Insert Table of
Contents...).

3. Make sure 'Use Hyperlinks instead of page numbers' is
checked.

4. Select the various desired options for the TOC

a. Add page numbers, Tab Leaders etc.

b. Use the Options... button to select the paragraph styles
that will be used to form the TOC (the default includes all
of the 'Heading' styles).

c. If you need to modify how the TOC appears on the page,
use the Modify... button.

Index = Table of Contents | Table of Figures | Table of Authorities ;
l | Ignore the "Web
Prink Presiew Weh Preview Preview' area
Heading 1 ... 1 ﬂ Heading 1 —
N S
HEIE_LIdmj oy 2 —g—He;Id”;, = [... but make sure
eading > ... 3 eadin :
5 Hyperlinks are
selected to make
a linked TOC
Ad|
¥ show page numbers ¥ Ose hyperlinks instead of page numbers

[v Right align page numbers
Tab leader: [ <] [Use the Modify... button if
you need to change the way
I the TOC items look on the L
page (or modify the 'TOC
Formats:  |From template | styles in the Styles Window)

Show |evels: |3 5‘ ., J

_ Cpkians. .. | Madify. .. |
—1 Use the Options... button to select V/

additional paragraph styles that f Cancel |

— should be included in the TOC J
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Note: Once a TOC is introduced to the documents, styles named TOC 1,
TOC 2, etc. should appear in the Styles Window. These TOC styles can
be modified just like any other.

Note: Make sure you update the TOC when you complete editing the

document.
In the drop- = [DeAddText - Make sure you |
down menu, =3 Jupdatetale = |update the table if
select 'Insert e ot any document
Table of Table of Contents editing has been
Contents..." to done
manage how
the TOC will
look and
behave
\ ¥,

C) Testing Methods

If the Table of Contents has been made properly using hyperlinks, it will
be selectable. Make sure that the links in the TOC take you to the right
destination heading. Also make sure that the TOC has been updated
properly (i.e., the page numbers in the TOC match those in the Main
Document).
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1.3. Language

1.3.1. Set the language properties
A) Rationale

A Screen Reader converts text to speech, and it pronounces things
according to the language specified in the style format settings.

Problems occur when the language has not been set at all, or it has been
set to the wrong language. For example, if text is in Spanish but it has
been set in the style format as English, then the Screen Reader software
will speak the words as they are written, but with an English accent. To a
Spanish speaking blind screen reader user, the speech will sound comical
at best, and incomprehensible at worst.

B) Development Methods

Language can be set for the entire document, or, if there are multiple
languages used in the document, language can be set at the character or
paragraph level with styles.

Note: See Use Styles for formatting (1.1.1) for an introduction to working
with styles.

Set the language for the document if only one language is used

1. Select all of the text in the document (CTRLHA)
2. Open the Set Language dialog box (Ribbon... Review Tab...
Proofing Group > Set Lanquage).
3. If the document is in English or Spanish then set the language
to either
a. English (U.S.))
b. Spanish (International sort)

Set the language for the individual styles if multiple lanquages are used

Note: this requirement applies even if the documents contains only a few
words or phrases in a different language.

1. Open the Styles Window. (shortcut is
CTRLMALTHSHIFTHS).
2. Right click on each style used in the document and Modify it.
a. Inthe 'Style Properties' dialog box, select Format >
Language... and set the language for this style.

Tip: if you have made styles with a hierarchical structure, you may only
need to fix one or two styles instead of each style in the documents. For
example, set the Normal style to 'English (U.S.)' and then every style
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based on he Normal style will be set properly. Then set up a style called
'Spanish text' and set the properties for this style. This strategy only works
well if there is a hierarchy used to create the styles used in the
documents.

C) Testing Methods
You can use the same methods for Use Styles for formatting (1.1.1).

e Check that the language setting is correct in the Reveal
Formatting Window.
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1.4. Fonts

1.4.1. Use System Fonts

A) Rationale

An easy to ready font can make reading possible for people who have low
vision, and much more enjoyable for people who have regular vision.
While it may be tempting to be creative in your font choices, employing a
‘fancy’ or non-standard font can add frustration for many readers.

Poor choices are things like comic fonts and script/cursive fonts.

Standard/System fonts Non-standard fonts
(okay to use) (to be avoided)
Arial Comic Sans
Courier Bernard
V.Erdana COPPERPLATE
Times New Roman .

Seaipt

Non-standard system fonts can include non-standard characters. For
example, the 'symbol' and 'Windings' font sets contain iconographic
characters that are not going to be read by Screen Reader software. If
non-standard characters are used, an alternative description of the
meaning of those characters is required for Screen Reader Users.

In addition, if you choose a font that is non-standard, there is no guarantee
that the user of the document will have that font loaded on their computer.
Their system will then do a font substitution, but this can negatively impact
the layout and overall appearance/readability of the document.
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Improving readability for people with low vision (Tiresias)

All of the graphic images showing menu commands in this guide have
callouts that are in a font called 'Tiresias'. The Tiresias family of fonts have
been designed to be highly readable by people with low vision.

Each character in Tiresias is visually distinct. In the example below, the
word 'llluminating’ is shown in Arial and Tiresias for comparison. In the
Arial font, a capital letter 'I' and a lower case letter 'I' can be confused
because they look identical. The letter 'I's are more tightly spaced in the
Arial font; wider spacing can aid readability for people with low vision.

[lluminating.

Arial font:
Illuminating.

Tiresias Funt:‘

The Tiresias fonts benefit people with visual disabilities, and they also
benefit people with good vision by making information easier to read.

Note: Tiresias is a non-standard font at the present time. It has to be
manually downloaded on each computer, since it does not come as part of
any operating system. It is therefore generally not recommended at this
time that Tiresias be used in documents that are intended to be delivered
electronically to wide audiences. Tiresias fonts are very useful, however,
for making easily readable presentation slides (so long as the font is
loaded on the presentation computer) and printed signs.

The Tiresias fonts were developed by researchers at the Royal National
Institute of Blind People in the United Kingdom.

Tiresias fonts are free to download from http://www.tiresias.org/fonts/
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B) Development Methods
Use standard/system fonts in your document. Good choices are fonts like

Arial

Courier

Times New Roman
Verdana

A note on font size

One of the reasons for using standard/system fonts is that they scale well
when enlarged/magnified on a screen. Because they scale, and because
in this guide we are primarily interested in documents shown on screen
(see Introduction), font size is not a critical issue. However, for general
reading by the people who do not have vision impairments, the following
font size guidance for print and screen-based information is offered:

e Minimum for readability: 9 point
e Normal for good readability: 11-12 point
e Large print: 14-18 point
C) Testing Methods
You can use the same methods for Use Styles for formatting (1.1.1).

e Check that the font is appropriate in the Reveal Formatting
Window.

e Manually check that non-standard characters have not been
used.
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1.5. Graphics / images

1.5.1. Add Alternate Text to graphics / images
A) Rationale

Screen Reader software converts text to speech, but it cannot convert
graphics/images to text. To overcome this, text can be programmatically
attached to a graphic. The Screen Reader software then reads this
"Alternate text" when a graphic is shown.

The amount and type of description that is put into the alternate text
(commonly abbreviated to "Alt-Text") depends on the type/purpose of the
graphic. There are three main types of graphic:

Information-Type Graphics

Information-Type graphics convey important information not contained in
the adjacent text:

¢ Alternate text should succinctly convey in words the same
information that is communicated by the graphic. It should
represent the meaning, function, or purpose of the image, not
just describe its appearance.

e Information-Type graphics definitely need Alt-Text.

This is an Information- |
Type graphic - the
information is not
repeated in the
headings that follow it

,\'h;d' 50

Important Information f4 \All Employvees

FOLICY PROHIBITING DISC
EMFPLOYEES AND APPLICANTS

AGAINST

P s ®a W m nal s nd

Right click, select Format
It 15 the Social Secunty Admimstration’s (55 Pin.UI'E, and add Alternate

employes enjoys a non-hostile work environment frd taxt in the "Alt Text’ Tab
any kind, All employment decisions, suchas hiring, §

will be made exclusively on the basis of job-related cnteria, e 2., mplgyccs‘ knowledge,

clalle shilitiez and nerforrmance THecinlinare artione @il he faleen enlsbhe on the hace nf
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Redundant-Type Graphics

Redundant-Type Graphics contain information that is repeated /
duplicated in adjacent text or added as a caption associated with the

image:

e Redundant-Type Graphics require a judgment to be made about
what is the appropriate Alt-Text to provide. It may be okay to not
provide any Alt-Text in this case, or it may warrant some short
Alt-Text, for example "This graphic shows the dialog box
controls as described in the main text".
Note: Most of the graphics in this guide are of the Redundant-
Type, with this short Alt-Text applied: "Graphic illustrating the
information and/or steps in the surrounding text".

Decorative-Type Graphics

Decorative-Type Graphics contain no information necessary for the
comprehension of the document's content:

e Decorative-Type Graphics definitely do not need Alt-Text.

F

Social Sec

Important I

POLICY
EMPLO

L1z the Sog
employes emjoys a
any kind. All empld

pb SEC,

o

3
O
-G
-y
B
st

L
on

ation for All Empl(This is a

v Administration

(This is a Redundant-Type
Graphic. The same text
appears in the heading that
immediately follows it. The
Alt text can be either null
(acceptable), or '5.5.A.

will be made excius

LchG" (preferable).

Decorative-
Type Graphic.
7 AlIt does not
FLA need Alternate
text.
ST T Ty
tion of harassment of
,E::jng and rewarding,
ployees” knowledge,

sleills ahilities and nerfarmance Tharnlinary actions wall he faken snlele an the hasia af
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B) Development Methods

1. Determine the type of graphic/image in order to prepare the
appropriate Alt-text wording (see Rationale, above).

2. Right click the graphic and select Format Picture. Open the Alt
Text Tab and type in the appropriate Alt-text.

\}L SECb /,’{1 nght click
E - the graphic,

=

then select
% Cut
% |||i | g Format Picture
Nig1 53 Copy
IE Paste
2. Add Alternate
., Hyperlink... text in the 'Alt
g Insert Caption... Text' Tab.
Q] Borders and 5hading...
% Format Picture...

Cobrsandlines | Sze | Loyowt | Pictwe | Tecpo [ARText]|

Akernative bexk:
sacial Secury Admirkstraticn U.5,A. (The 5.5.4, Loga)

2lx

‘Web browsers display altarnative text while pctures are loading or iF they are missing, Web

saarch engines use alternative beoct ko helo find Web pages. Alternative teod is sbo used to
assist users with disablities,

Ok Cancel
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Note: If you are working on a new (unsaved) document, there might not be
an Alt-text Tab when you try to format the picture. This is a result of Word
2007 using a new XML-based formatting system. If this is the case, do the
following procedure:

1. Save the document. This should convert the document to the
older Word 2003 (non-XML) format. The document extension

should be ".doc"; not ".docx"
2. Re-open the document. It should now be in the older format and

the above procedure should now work.

Note: if you are working on a document that needs to be saved in the
Word 2007 (XML) format, then the following procedure will need to be
followed for adding Alt-text to graphics:

1. Select the graphic. A Picture Tools menu appears at the top of
the Ribbon.

2. Select the Picture Tools menu.

3. Select the small icon in the bottom right corner of the Size
group. This brings up the Format Picture dialog which will have
an Alt-Text Tab.

Microsoft Word Picture Tools
Wiew Add-Ins Format
& = 1= I % ,-4 L &
W 1lh - 3| Height: | 6,55%"
| | leE@ 1 k| S5t Heigh
Position Text Align Ratate Crop  — \Width: 5.47" =
¥ 1 Wrapping - ¥ :

;I":I.g:

Alternate means of getting to the Alt-Text Tab:
Click the small icon in the corner of the 'Size’
area to bring up the Format Picture dialog box

C) Testing Methods

1. Determine the type of graphic (Information-Type, Redundant-
Type, or Decorative-Type). See Rationale, above for an
explanation of graphic types.

2. Use the same method as in Development Methods, above to
check that the Alt-text is appropriate for the type of graphic.
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1.5.2. Group Complex Objects

A) Rationale

If you use the drawing tools in Word that are found in Ribbon... Insert
Tab... lllustrations Group (e.g., Clip Art, Shapes, Smart Art, Charts),
then each object that you use to create a larger visual picture is treated as
a separate object in Word. The problem for Screen Readers is that there
is no logical place to add the Alt-text necessary to convey the meaning of
the larger visual picture.

The solution for this problem is to group the objects into one picture, and
then Add Alternate Text to graphics / images (1.5.1) to the group.

Note: If a graphic/image is imported into a Word document from another
program, it will normally be a single object within Word. Alt-text can then
easily be applied to the single object.
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B) Development Methods

1. Select the objects that are to be grouped:
a. Corral the objects by clicking and dragging a box around
the objects; or
b. Hold down the key continuously while you left
click on each object to be grouped.
2. Group the objects:
a. Right click on one of the objects and select Grouping >

Group; or
b. Go to Ribbon... Picture Tools Tab... Arrange group >

Group.
3. When the object is grouped, be sure to then add the appropriate

Alternate Text (1.5.1).

Right click the
drawing objects and
group them into a
single item, then
add ALT text to the

group
/ /
& | Cut
=3 Copy
o [ Paste
Grouping L4 % Group
Order * I{_f]

; ol
Set AutoShape Defaults
9, Eormat Object...

When objects are |
grouped, the

they will have
only one set of
markers when
selected
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C) Testing Methods

1. Select on the graphics/images in the document. They should

have only one set of markers applied to them (see Development
Methods, above).

1.5.3. Place graphics /images 'in line'
A) Rationale

Graphics/images can be 'placed’ in a Word document as 'in line' with the
text, or they can be placed as 'floating' and ‘anchored' near the text.
Screen Reader software can only detect and properly read the Alt-text
(1.5.1) associated with a graphics when it is placed 'in line'.

B) Development Methods

1. Right click the image and select Format Picture.

2. Inthe Format Picture dialog box, select the Layout Tab, and
select 'Inline with text'.
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3. The graphic may appear to move in the document from where it
is intended to be placed. If necessary, move the graphic to the
correct location.

Note: Inline graphics can be treated like regular text, in that they
can be placed on the left, right, or centered on the page. To
make editing easier, a style can be created to help manage how

graphics are laid out throughout the document—see Use Styles
for formatting (1.1.1)..

o> 3, /,_,J'a. Right click
&m the graphic,

then select

?
N EI :
: Format Picture
't'?-'wsq-.gn Copy
[, Paste
.“!y Hyperlink...
g Insert Caption...
I | Borders and Shading...
{?y Format Picture...
Format Picture R
Cokrsandlines | Sze  Layout | Picture | Teitoor | ARText |
‘Wrapping style
] [+ [ [= [=
In e weith besct Square Tight Behindtext  In fronk of text
Hesizorital abgrarent .
= Lalk = Coriar  Right 15 Otk
2. Make the wrapping
style 'In line with text'
in the 'Layout’ Tab.
Advanced... I
_E Cancel

56



SSA Guide: Producing Accessible Word and PDF Documents. Version 2.1, April 2010

C) Testing Methods
Check that the image is inline:

1. Make formatting marks visible with the Show/Hide (1) button
(Ribbon... Home Tab... Paragraph Group> Show/Hide
button);

2. Make sure the anchor symbol (J:) DOES NOT APPEAR next to
any graphic/image. (If the images are properly inline there will
be no anchor symbols).

1.5.4. Avoid (or carefully control) text rendered as images
A) Rationale
Word Art

Word Art is a tool in MS Word for rendering text as an image. Any text can
be converted to a stylized image using the tool in (Ribbon... Insert Tab...
Text Group > WordArt).

When Word Art is created, Alternate text is automatically created, and MS
Word treats the text as an image. So long as the relevant best practices
for graphics/images are followed (1.5.1, 1.5.2, 1.5.3), any piece of Word
Art should be readable with a Screen Reader. However, the choice of
Word Art styles can greatly impact the readability of the text for people
with low vision.

Bl A

O e ——— b
E Detiraips Sl : g - i
o —— When Word Art
it i [l w is selected, the
e o B gl e | ¥ Word Art Tools
Tab appears in
et/ fha Amarinl Taidnty the Ribbon
o Ak e TR t—
The choice of ;

Word Art style can |75 (The choice of Word Art colors,
impact readability [%] shadow and 3-D effects also
for people who e | impact readability for people
have low vision |4 who have low vision
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Word Art offers a number of possible things you can do to enhance text,
but some of these things actually reduce readability for people with low
vision. They include, but are not limited to:

e Low contrast with the background (see 1.8.1) or that do not
work well with reverse color schemes (see 1.8.2);

e Slanting text (i.e., not on the horizontal);
Shadow effects that overlap the text and/or lower the contrast of
the main text;

e Character spacing that is too tight or too wide.

"HARD TO READ

WITH LOW VISION: (... or shadows that are
Slanting, non- low contrast compared
uniform text; to the text; tight font
overlapping spacing; and off-
Lshadows... ) | horizontal layout...

| ]
220/ e Amariny <SAnin\

e 2O AT AENY £ e 8 0
Pastel 'the Amadrig Guiide Dog!

... or angled text; textured surfaces;
and dark shadows for 3-D effects.

Pastel the Amazing Guide Dog!

BETTER FOR LOW VISION: Higher
contrast with background; Wider
spacing between characters; uniform
direction and layout.
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Text as a component of a graphic/image

If text is rendered on top of / as a part of a larger image (either as Word
Art or as plain text), then the relevant best practices for graphics/images
should be followed (Alternate text, 1.5.1; Grouping of complex objects,
1.5.2; and Placing graphics inline 1.5.3).

Watermarks

Pamevummacimazing Guide Dog!

does not

: ship between the dog and the handler. The handler
( appear in the where, and the guide dog has to get the handler

Read Order of |hieve this, decisions are required of both team-
the document mple, in crossing a street, guide dogs do not have

the g hhts and "cross now! signals for pedestnians. It is
the | SO Screen ence of cars and thenyells the guide dog to go
Hiow bs that @ cyclist is comigg. she refuses to command
to m Reader users This parnt of the guide 's work is called

'seld Will not hear 5, the team working tog
safe| this text.
Y

: The filled gray )
lettering of the
Watermark

decreases the
contrast of the text
and its background,
possibly making it
more difficult to
read by Llow vision
|users.

astablishes when itis

Watermarks are used to 'stamp’ each page of a document. Common
examples are 'Confidential' and 'Draft'. The Watermark is placed in the
background. There are a number of accessibility issues raised by
Watermarks:

e The Watermark is normally centered on the page behind the
text. It is actually stored in the document as a part of the Header
and Footer areas, and this area is not normally read by Screen
Reader software (see 1.2.1);

Note: Because the Watermark is a special variant of Word Art
(see above), Alternate text (see 1.5.1) is automatically
generated for the Watermark. However, the Screen Reader user
would have to know of the Watermark's existence before going
to look for this Alternate text—which is something they cannot
determine without prior knowledge;
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e If using a watermark color that does not sufficiently contrast with
the text in front of it, it may be more difficult to read by people
who have low vision (see contrast, 1.8.1); and

e Watermarks will tend to ‘wash out' (be impossible to see) in
reverse color schemes used by some people who have low
vision (see 1.8.2).

Animated text

There is no section in this guide for animated text, as the animated text
feature has been removed from MS Word 2007 onwards.

Note: In general for document creation, animation of text should be
avoided because the animation effects are not detected by Screen
Readers, and the effects can impair the readability of documents by
people with low vision.

B) Development Methods

Word Art

e Where possible, avoid using Word Art (i.e., change Word Art to
real text).

e If Word Art is unavoidable, try to render the text so that it is
more readable for people with low vision (see list above under
Rationale).

Text as a component of a graphic/image

e Where possible, avoid placing text over the top of images.
e If this is unavoidable, try to render the text so that it is more
readable for people with low vision (see information above

under Rationale).

Watermarks

e |If a watermark is essential, add the watermark text at the
beginning or close to the beginning of the document. For
example: "Document Status: Draft".

e Use Watermark colors that contrast with the text. For example, if
the text is black, use very light gray for the watermark. Also
consider using outlined letters in very light gray, rather than
filled-in letters (see contrast, 1.8.1).

Animated text

See Rationale, above.
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C) Testing Methods

e Visually inspect Word Art and text as components of images.
e Ensure that best practices for Graphics/images (1.5) and Color
(1.8) are followed.
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1.6. Tables

1.6.1. Remove table formatting applied to non-tabular information
A) Rationale

It is possible to use tables as a means of applying a desired visual layout.
For example, text that is supposed to show in four columns can be placed
in a table with one row and four columns. Visually, there are four columns
of text. This is problematic for Screen Reader users. Tables are meant to
be used for tabular information (data).

Screen Reader users can easily navigate to and examine data in tables.
There are specific keyboard controls for reading tables that differ to the
controls for reading regular text. When non-tabular text is rendered with
tables, the reading controls are incorrect. This can make it confusing and
difficult to read the document with a Screen Reader.

B) Development Methods

For any non-tabular text, visual formatting can be achieved without the
use of tables. For guidance, see 1.1.1 Use Styles for formatting, and 1.1.3
Use list formatting.

C) Testing Methods

There are two ways to determine whether tables have been used for
visual formatting of non-tabular information:

1. Right click on any text that you suspect is formatted as a table.
If the Table Tools part of the Ribbon shows up, table
formatting has been used.

AL
3

§

Lau
b
e

If you right click in a Table, the Table Tools
part of the Ribbon becomes available
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2. Make table gridlines visible for all tables in the document:
(Ribbon... Home Tab... Paragraph Group > Borders > View
Gridlines). If gridlines show up around non-tabular information,
tables have been used.

i) ————— “Borders icon (in Ribbon...
i Bottom Border __h-h—-'-l Home Tab... Paragraph Area) l
Top Border

Left Border

Right Border

Mo Border

All Borders

Cutside Borders

Inside Borders

Inside Horizontal Border

Inside Vertical Barder

Harizontal Line

Draw Table _J View Gridlines will show the
View Gridlines 4 non-printing table borders
Borders and Shading... 1throughcut the document

1.6.2. Set the header row as 'repeating'
A) Rationale

It is possible to programmatically assign a table row as being the 'header
row'. This enables the Screen Reader software to be able to tell the user
for each cell what the header for that column is.

Without the header row being properly identified, the Screen Reader can
only say (using the example in the image below) '‘Column 3" instead of
'‘Column 3, dessert'. This is not as great an issue in a simple table of only
a few rows and columns, but in a data table of 20 rows and 15 columns,
being able to identify the heading is extremely useful.
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B) Development Methods

1. Place the cursor anywhere in the first row of the table. Right
click and select Table Properties from the pop-up menu.

2. Select the Row Tab in the Table Properties Dialog Box.

3. Check 'Repeat as header row at the top of each page’
Note: Do this even if the table does not go over multiple pages.

Day| N Entrée Dessert

Monday \ Steak and potatoes Apple Pie
ot

]'--Ar.fi\r N\\_m hime Erint Salad

— Table Properties \\ @
| Teble | fon | ol ioNt click in the top
Row L row of the table and select

Size Table Properties
|| specify height: |0

Options

Allow row to break across pages
Repeat as header row at the top of each page

[ﬂ‘ Previous o“ [‘5’ Mext Row

e

Next make sure that
Repeat as Header Row is
checked (do this even if the
table does not go over
multiple pages)

L o

C) Testing Methods

Use the same methods as Development methods (above) to check to see
if the header row setting has been checked for the first row of each data
table.
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1.6.3. Remove text wrapping around tables

A) Rationale

Screen Readers software works well when it is reading across the page in
either Table Reading Mode, or in Text Reading Mode.

When text is wrapped around a data table (so that it appears to wrap
around the left or the right side of the table), there is an increased
likelihood of reading errors. The Screen Reader Software may have a
difficult time switching between Table Reading and Text Reading Modes,
and deciding which thing to read first (the text or the table).

To remedy this problem, tables should be presented in their own lines of
the page, without any wrapped text to the left or the right.
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B) Development Methods

1. Place the cursor anywhere in the table. Right click and select
Table Properties from the pop-up menu.

2
3.

. Select the Table Tab in the Table Properties Dialog Box.

Select 'Text Wrapping None'

Note: After this is done, it may be necessary to move the text
that was originally wrapped around the table (i.e., it might move
to after the table, but logically it should be placed before the

table).

Day

Entrée

Dessert

Monday

Steak and potatoes

Text should

I
.| Table Properties

not be allowed

Table | Row

| Colurmn I Cell

to wrap
around the

Size

table Llike this

T T

1]

Left Center Right
Text wrapping
Click on Text
Mone Around .

Wrapping: None
to fix this, making
the table appear
on its own lines
on the page.

Cafeteria

this week
hisweek's

menu. Open 11

(-7 s

\

C) Testing Methods

Visually inspect and or right click in any table as per Development
methods (above) to see if text is wrapped around data tables.
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1.7. Links

1.7.1. Assign link names that make sense when spoken in isolation
A) Rationale

When a Screen Reader is reading text and there is a link, the software will
insert the word "Link" in front of the text to alert the user that this is a
selectable hyperlink.

Another way that Screen Readers can access the links that are in a
document is for them to call up a list of links. This list will display only the
text that has been marked as a link.

It is important that the list of links makes sense to the user when it is read
out of context. That is, the name of each link should make sense in the list
when it is read in isolation.

Consider the following four examples of the same text and same link
rendered using different methods:

1. Please read The SSA Online Accessibility Policy. Click Here

2. Please read The SSA Online Accessibility Policy.
http://www.ssa.gov/webcontent/accessibility.htm

3. Please visit The SSA Online Accessibility Policy.

4. Please visit The SSA Online Accessibility Policy:
http://www.ssa.gov/webcontent/accessibility.htm

If every link in the document was rendered using method #1, the list of
links would read like this:

Click Here
Click Here
Click Here
Click Here

It is easy to see that individual links are not possible to read out of context.
If every link was rendered using method #2, the list would read like this:

e http://www.ssa.gov/webcontent/accessibility.htm
e http://ssa.gov/pgm/links_disability.htm
e http://www.section508.gov/

This list also makes no sense in context. While we might be comfortable in
normal conversation saying "go to s s a dot gov" we generally do not say

to people "go to s s a dot gov slash p g m slash links underscore disability
dot h t m". Itis too long and it is too difficult to understand. However, when
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the list of links is presented this way, this is exactly how the Screen
Reader will say each link.

If every link was rendered with method #3, the list would be read like this:

e The SSA Online Accessibility Policy
e SSA Disability Benefits
e GSA's Section 508 website

Using this method, all of the links make sense when spoken out of
context. This is the best method to use.

Where it is important to have the URL displayed on the printed page,
Method #4 is the same as method #3, but with the URL also spoken in the
list. This method is perfectly acceptable, so long as the name comes first
and the URL comes last in each link.

B) Development Methods

1. Right click any hyperlink in the document.

2. Make sure that in the Hyperlink dialog box the 'Text to
display' field has a link name that makes sense when spoken in
isolation.

Note: See Rationale, above for an explanation of how links are
spoken by Screen Readers.

C) Testing Methods

Examine the document for instances of links that have names like 'Click
Here', and/or links that are just URLS, like http://ssahost.ba.ssa.gov/arc/.
These links need to be remediated according to Development Methods,
above.

1.7.2. Where possible, do not allow links to span two lines of text

A) Rationale

When a document gets converted to a PDF, links that span two lines of
text will be read by a Screen Reader as two links instead of one.

B) Development Methods
Where possible, format the text so that links so that they remain on one
line of text.

C) Testing Methods

Open the document in Print Layout view (Ribbon... View Tab...
Document Views... Print Layout). Examine the links to determine
whether they span two lines, and fix as necessary.
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1.8. Color

1.8.1. Use text colors that contrast with their backgrounds

A) Rationale

Color contrast in documents is the difference between the brightness of
the text compared with its background.

In the table below, the background of the text is shown in increasing

shades of gray. The shades of gray are numbered in Word's color picker

as increasing percentages.

As the gray percentage increases the contrast decreases. Black text on a
black background has a contrast of zero (as does white text on a white

background).

shading

10%

20%

30%

40%

text

text

text

text

text

contrast

90%

80%

70%

60%

50%

50%

60%

40%

70%

30%

80%

20%

90%

10%

100%

0%

Zero contrast text is impossible to read by everyone. 10 per cent contrast
text is readable by people who have very good eyesight. In general, as we
age, our contrast sensitivity goes down. Also, some younger people can

have low contrast sensitivity.

While we may be able to read 10% contrast text ourselves, we must
remember that not everyone can.

Good contrast is not limited to shades of gray. It applies to every color.

Certain color combinations provide low levels of contrast, as the examples
in the table below show.

shading
text

black
0 EEE oo

Certain color combinations provide high levels of contrast, as the

examples in the table below show.

black
yellow | yellow white

shading
text
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B) Development Methods

Choose combinations of foreground colors and background colors that
provide good levels of contrast.

C) Testing Methods

Although it is difficult to replicate having low contrast sensitivity with your
own eyes, there are several means to look at how well the text contrasts
with its background:

e Print the text on a color printer and a black and white printer.
Does it look as readable?
e Print the text and try reading it in a dimly lit room. Is it readable?

e Adjust the color and brightness settings on your monitor. Is the
text still readable?

1.8.2. Use automatic color settings for black text and white text
A) Rationale

People with certain types of vision impairment prefer to use their computer
in either High Contrast Mode, where the differences between the text and
backgrounds are made greater; or in High Contrast Reverse Mode, in
which the white backgrounds are changed to black, and black text is
changed to white. These changes take place in the operating system, and
can be set in the Control Panel:

K Lpcesanie Settings (=5t B Apsewanie Semngi ==

Ao arce

[E———— =1

Mormal  Dosdded  Saleciad
Waralow Teut =l
o
= Meaage T =
T 0K

£fecss

Agvanced

4 [ ] Sy [F Carwpl gy

70



SSA Guide: Producing Accessible Word and PDF Documents. Version 2.1, April 2010

In MS Word, text can be rendered as any color, or as 'Automatic'. When
one of these high contrast modes is chosen by the user, the following will
happen:

e Text that is assigned the color 'White' will not show up in High
Contrast Mode.

e Text that is assigned the color 'Black’ will not show up in High
Contrast Reverse Mode.

e That that is assigned the color 'Automatic’ will show up in either
of the high contract modes.

By using the 'Automatic’ color setting for black and white text, the text will
be visible for people who rely on these high contrast modes for accessing
their computer.

For other colors, the automatic setting might not work as well, but so long
as efforts are made to provide high contrast (see 1.8.1) the text should be
readable by most readers with low vision.

B) Development Methods

When setting up styles for text that is intended to be shown as black or as
white, set the font color to 'automatic'.

C) Testing Methods

Use the Reveal Formatting Pane to examine text to see if black text and
white text is assigned color automatically (see 1.0 Preparation).

Using the high contrast settings in the accessibility control panel of your
computer is also a good means to check to see how the document looks
in high contrast modes.

1.8.3. Provide redundancy for information presented in color
A) Rationale

Some people have color vision problems where they cannot distinguish
between certain colors, certain shades of the same color, or see any color
at all.

Using color to emphasize or call attention to certain elements may help
make documents easier to read for many people. However, when color is
used as the only way to convey information, the meaning can be lost to
those with color vision problems.
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For example, if completed items in a table are indicated by a green X and
incomplete items shown as a red X, they may appear identical to someone
who is color blind (and they will sound the same to someone using a
Screen Reader):

Task Due Date Completed
Task 1 January 3, 2010 X
Task 2 February 9, 2010 X
Task 3 March 4, 2010 X

To remedy this, provide another (redundant) means of giving the
information (size, shape, or character, for example):

Task Due Date Completed
Task 1 January 3, 2010 Y
Task 2 February 9, 2010 N
Task 3 March 4, 2010 Y

B) Development Methods

Only use color as an enhancement, not as the sole means of conveying
information.

C) Testing Methods

e Print the text on a black and white printer. Is the information still
conveyed properly?

e Adjust the color settings on your monitor. Is the information still
conveyed properly?
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1.9. Document properties

1.9.1. Set the document title in document properties
A) Rationale

A document can have 'properties' assigned to it, such as a title, the name
of the author, the name of the company that produced it. Some of these
properties might initially be blank, or filled in automatically by MS Word. All
of the properties can be manually set by the document author.

When a Screen Reader opens up a document, it will first try to say the title
assigned in the properties. If that is blank, it will say the filename. For the
same reason that links are better if they are spoken with real names rather
than URLs (see 1.7.1), the properties are better if they are spoken as real
names (e.g., "Application for Benefits") rather than file names (e.g.,
("appl_ben_version4.pdf").

Note: There are a number of other benefits to setting the document
properties:

e Most search engines use the title of a document to describe the
document in their search results list. If a file does not have a
title, the file name appears in the results list instead;

e Setting other document properties, such as subject, category,
and keywords, is also useful for returning high-quality search
results; and

e Setting the author of the document is extremely helpful in
tracking down the originator of the document. This may be
necessary when it is time to update the document, or for dealing
with document issues, such as security settings, certifications,
and signatures.

B) Development Methods

Set the document title (and other desired properties):

1. Select the Office Button.

2. Select Prepare > Properties.

3. Set the properties in the pop-up fields.
Note: More document properties can be set in the Advanced
Document Properties dialog box, which can be found in the
information section at the top of the properties pop-up fields.
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C) Testing Methods

Use the same methods as above in Development Methods to check that
the title of the document in the properties is the same as the title in the
main document.
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2. Converting from Word to PDF

2.0. Essential concepts

Notes:

e Make sure you have version Acrobat Pro 8.1 and the
CommonLook plug-in installed (See About this guide, Section
0.0).

e This guide does not include information of producing accessible
PDF forms. See About this guide (0.0).

Easy ways and hard ways to make an accessible PDF

There are several methods for making a PDF document, including:

1. In MS Word with Adobe Acrobat Pro 8.1 installed, converting a
Word document to PDF with the PDF Maker application;

2. In other Adobe applications (e.g., InDesign, LiveCycle),
outputting a document as a PDF file;

3. In MS Word and other MS Office applications, saving a file as a
PDF;

4. Scanning images of documents, and putting those page images
in sequence into a PDF.

Method #1 in the above list is the easiest and most efficient method for
most document authors to create an accessible PDF.

For document authors using method #2 (producing a PDF from other
Adobe applications), some of the settings information in this guide for
conversion may be helpful to know, but this guide is not intended to cover
this method.

Although the standard application of MS Word is capable of saving a file
as PDF (method #3), it is not recommended because this method does
not properly format the PDF to work with Screen Readers and other
technologies typically used by people with disabilities (PWDs). Using
method #3, the following problems can occur:

e Graphics do not get identified properly;

e Headings do not work properly;

e Tables do not get formatted in a way that works well with
Screen Reader table reading controls.
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Options
Page range
@ Al

Current page

H—

Page(s) From:

Publish what

@ Document

Document showing markup

Indude non-printing information

| Create bookmarks using;
@ Headings
Word bookmarks

| Document properties

PDF options
IS0 19005-1 compliant (PDF/A)

| Document structure tags for accessibility -ﬁi

Bitmap text when fonts may not be embedded!

| ok

] | Cancel

When using the |
'Save as PDF'
feature in MS
Word, these
options are
available...

N F.

(... however,
even though
there is an
option to
include
accessibility
tags, this

: feature does

not work well
enough to
produce a
properly
Laccessible PDF.J

The final method, using scanned images (#4 in the above list), means that
you are starting out with images of text rather than text that can be read by
a Screen Reader. If you wanted to make this type of document accessible,
you would first have to run Optical Character Recognition software (which
can be unreliable depending on the quality of the images) to convert the
images to readable text. Next you would have to replicate the structure
(headings, lists, links etc.) in the converted text. This is a very difficult way

to create an accessible PDF.

This section of the guide therefore concerns method #1 in the above list,

converting to PDF using the PDF Maker application.
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Conversion is one-way, with no going back

You can convert a Word Document to a PDF with the PDF Maker
application; but there is no equivalent conversion process for turning a
PDF back into a Word Document.

— 5

[T [—— .

Word Document PDF Document

This means that if you start with a Word Document, convert it to PDF, and
then start making changes to the PDF, those changes are not reflected in
the Word Document. If you need to make any edits or fixes to the Word
Document, you will need to convert it to a PDF again, losing any work you
did on the earlier version of the PDF file. This is important to know,
because the rule of thumb is that:

e The more you can do to make your Word Document
accessible...

e The less work you will have to do to make your PDF version of
the document accessible; and

e The less work you will have to do to convert documents if and
when their contents get revised in at a future date.
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If you start with a Word document that has poor accessibility, you are
almost certain to have an inaccessible PDF document. If you have a Word
document that has good accessibility, the conversion should go smoothly,
and you are likely to have a mostly accessible PDF. There will still be
some things to check, even if you start off with a Word document that has
good accessibility.

X poor accessibility e X not accessible
v good accessibility e-ocieieiiiin v 17 mostly accessible

but still a few things to check

Generally speaking, the more you can do to fix accessibility issues in the
Word Document, the better your conversion will be. See the section of this
guide on Producing Accessible Word Documents (Section 1).

What if | don't have the source file in Word format?
| have a PDF file with selectable text:

There are two main options if you have a PDF that needs to be made
accessible, but you do not have an original Word file to convert to PDF:

1. Manually identify and fix all of the problems in the PDF:
This requires doing all of the steps in the next section of this
guide (Checking and fixing accessibility issues in PDF
documents option, Section 3);

2. Saving the text in the PDF in an MS Word file, and then
reformatting it from scratch: This option can be achieved by
either:

a. Going into the PDF and copying all of the text and then
pasting it into a blank word document. Some of the
formatting may be kept, but it may not be correctly
formatted for accessibility;

b. Using a third-party application to convert PDFs to other
formats including Word. This option may produce some
better formatting, depending on the quality of the
application's conversion process, but it still may not be
correctly formatted for accessibility;
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c. Going into the PDF and copying all of the text and then
pasting it as unformatted text into a blank word document
(Ribbon... Home Tab... Paste... Paste Special >
Unformatted Text). None the formatting will be kept, but
it may be easier to then apply the correct formatting in
Word. Note: Page numbers and running headers that
show on the PDF will probably be picked up in the copied
and pasted text, and will need to be manually removed
from the pasted text in the Word file.

| have a PDF file that has non-selectable text (all pages are images):

As stated earlier, this is a very difficult way to create an accessible PDF.
The following steps are necessary:

1. Run Optical Character Recognition on the text. This feature is
available in the Acrobat Pro application.

2. Check the guality of the conversion manually (depending on the
guality of the source image, some characters, word, or even
whole sections might be incorrectly recognized by the OCR
software);

3. Go to the procedures listed above for 'l have a PDF file with
selectable text'.
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2.1. Conversion from Word to PDF

Notes:

e Make sure you have version 8.1 and the CommonLook plug-in
installed (See About this guide, Section 0.0).

e Use the 'PDF Maker' application that gets installed in MS Word
as a part of Acrobat Pro.
Do not use the 'Save As PDF' feature in Word, because it does
not make an accessible PDF (See Essential concepts, 2.0).

2.1.1. Configure Conversion Preferences

Note: If you do not have the Acrobat Tab showing, you might not have
Acrobat Pro set up correctly, or you might have version 8.0 of Acrobat Pro
on your system. Version 8.1 or higher is necessary.

- - - o - -

Creste Preferenced Ceeate and MEaii Creste and Send . Airobat Stard
FOR . olmul Merpe For Review  Commiénds = | Meeting

When Acrobat Pro is properly
installed, the Acrobat Tab
shows up in the Ribbon

Select the Preferences
button first to
configure the
conversion settings

1. In MS Word, go to Ribbon... Acrobat Tab... Create Adobe
PDF Group > Preferences.
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N

Settings Tab—the following settings should be used:

Conversion Settings: Standard

View Adobe PDF result: checked

Prompt for Adobe PDF file name: checked

Convert Document Information: checked

Create PDF/A compliant file: unchecked

Fully functional / Quick and simple PDF: Fully functional
Attach source file to Adobe PDF: unchecked

Add bookmarks to Adobe PDF: checked

Add links to Adobe PDF: checked

Enable accessible and reflow with Tagged PDF: checked
Advanced settings: leave as default

= Acrobat PDFMaker |

Settings | Security | word | Bookmarks |
POEMaker Settings
Conversion Settings: | Standard =

i Use these settings to create Adobe POF documents sukable for rebable viewing =
| and printing of business documents, Created PDF documents can be cpened -

7] isw Adobe PDF result
7] Prompt for Adobe POF File name
| ¥ Corert Document Infarmation [ Advanced Jettings ..
| Creste PDF/A-18:2005 complhant file
Application Settings

@ Fully functional POF Quick, and simple PDF
| Attach source fie to Adobe POF

7] Add Bockmarks to Adobe POF

o | Add Lirks to Adobe PLF

| Erable Accessibility and Reflow with tagged Adobe POF

® £ 1987-2006 Adobe Systems Incorporated and its icersors, Al rights reserved,
h‘ Adobe, the Adobe loga, Acrcbat, the Adobe POF loga, PostScript, and Readar
Adobe are trademarks of Adobe Systems in the United States andlor other countries,
0

| Restore Defouks | Lok J[ conced || beb |
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3. Security Tab—the following settings should be used:

¢ Require a password to open the document: unchecked

e Use a password to restrict printing and editing of the document
and its security settings: unchecked
Note: If security settings have to be used, ensure that "Enable
text access for screen reader devices for the visually impaired"
is checked.

= Acrobat PDFMaker =)

| Settings | Securty | Word | Bookmarks |

Encryption Level:  High (128-bit RC4) - Compatibhe with Acrobat 5.0 and later

Regure 3 password o gpen the document

-\y%ﬂt,adxmﬁtumdmmademtmmm

Permissions
Restrict editing and printing of the document. A password will be required in order to
change these parmission settings
| Bestore Defonits. ok J| comel || oo |
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4. Word Tab—the following settings should be used:

e Convert displayed comments to notes in PDF: unchecked
e Convert cross-references and table of contents to links: checked
e Convert footnote and endnote links: checked
e Enable advanced tagging: checked
= Acrobat PDFMaker ]
| settings | Securty | Word | Bookmarks |
Word Features
| Convert displayed comments to nobes in Adobe POF
o | Cormvert cross-references and table of contents to inks
o | Careert faoknaote and endrcote inks
|Enable sdvanced tagana)
Comimesnts
REviEwer Inchude  Motesopen  Color & of comments
Mo comiments
| Restore Defouks | Lok || comel |[ pebo |
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5. Bookmarks Tab—the following settings should be used:

e Convert Word Headings to Bookmarks: checked
Note: it is possible, using the list in this dialog box, to set the
levels of headings that you want to appear as bookmarks in the
PDF.
Convert Word Styles to Bookmarks: unchecked
Convert Word Bookmarks: unchecked

[ = Acrobat POFMaker =

| settings [ security | word | Bookmarks
Bookmark Options
7 Convert Word Headings to Bookmarks|

| Convart Word Styles to Bookmarks
Convert Word Bookmarks

Element Type Bookmark  Level =
=Heading 1 Headmg
“EHeading 2 Headng
EHeading 3 Headng
=Heading 3 bext table Headrg
Heading
Heading

&

SHeading 4
=Headng S
=Heading & Heading
=Heading 7 Heading
EHeading & Headng
=Headng 9 Heading
9] Balloon Text Shkyle
1] eibbography Style
1] Block Text Style
LWE Bk Tk Shida

= W0 3 s T LR B = W R

O | o o 5

| Restore Defaults | ok || cocel || bep |
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2.1.2. Convert the document with the 'PDF Maker' application in Word

1. In MS Word, go to Ribbon... Acrobat Tab... Create Adobe
PDF Group > Create PDF.

2. Make sure that the Fully Functional PDF radio button is
selected.

3. Select the Save button.
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3. Checking and fixing accessibility
Issues In PDF documents

Notes:

e Make sure you have version Acrobat Pro 8.1 and the
CommonLook plug-in installed (See About this guide, Section
0.0).

e Before starting this guide, it is highly recommended that you be
familiar with Section 0.1, Reading technologies, and implications
for document design.

3.0. Preparation

The 'Accessibility Full Check'

The 'accessibility full check' is a tool within Acrobat Pro, used to provide
an overview (but not necessarily a complete list) of accessibility problems
that may need to be remediated (fixed). Although this check is not
absolutely necessary to do, it does offer a useful place to start with any
newly created PDF to get an overview of the type and number of
problems.

Running the Accessibility Full Check

1. Have the PDF open in Acrobat Pro.
2. Choose_ Advanced > Accessibility > Full Check.

| Accessbilty

Acrobat Distiller Quick Check

Batch Processing... Full Chedk l
Catalog... Open Accessibhit]
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3. Configure the Accessibility Full Check dialog box:

a. Create Accessibility Report: checked (You can choose a
location for the report);

b. Include repair hints in accessibility report: checked

c. Create comments in document: do this only if you prefer
to see the comments in the document itself.

d. Page range: all

e. Checking options (Name of Options): Adobe PDF
Note: Section 508 is an option, but it is best to use the
Adobe PDF setting;
Note: With the CommonLook plug-in installed, it is also
possible to check the document for compliance with
Section 508 standards (a drop down list is seen in the
middle of this dialog box).

f. Check all checking options using the Select All button.

Accessibility Full Check ettt

Report and Comment Options
| Creste Accessibility Bepart  Folden C\Users\ 430599\ Do curnents Choose...

o | Include repair fints moAccessdhility Report

o Create comments in document

Page Range

@ All pages in dofwment Pages from F ta g-

Checking Options

[fame: Adobe POF -

o | Alternateee descnptions ane provided

o | Tewt langueage is specified

o Flelizble character encoding is provided

o LBl cortent i3 contained in the document structure
o | 8| form Figlds hawve descriptions

o Tab order is consistent with the structune crder

o | List and table stracture is comrect

Sglect 2l Clear &I
Dusclasmer
‘S:Mrwﬁ fcluirrier !
Help . Start Checkeng Cancel

4. Select the Start Checking button.
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5. A dialog opens reporting the problems found in the document.

Adobe Acrobat

L The chedker found problems which may prevent the document from being fully
J.‘) accessible.
+ This document is not tagged; the reading order of the contents may be
imcorrect.
+ 13 images(s) with no alternate text,
+ All of the textin this document ladks a language spedfication.
+ 109 words(s) that contain characters with no reliable mapping to Unicode.

6. Note the problems found and dismiss the dialog by selecting
OK.
Note: If the report says that there are zero problems found in the
document, remember that this is simply an indicator based on
automated testing, a score of zero does not necessarily mean
there are no accessibility problems with the document. A
checklist should still be completed for each PDF (see the
attachments to this guide).

7. Areport opens in a side window with a list of problems and links
to specific areas of the document. Comments and highlights
within the document indicate potential problems.

e esaubip e
test.pdf

Al of i feod on il gage bscks m nguans

sparifcatian Yy this repat s Mentiy aoce g
Tl a1 mages o 1 page f seed ke iy esrpinid

alarials taxl s 2 ]

& the Handaoak? Bighlight fhe bocatien of the eerora the
PO fie.

a et bom
—q,q\" Q'hesum Sepurity Handbaok Report Contents
o

mckades e provsons of the Socal Securty Aot
[the Aty reguiatons issusd under the Act, and

" d rab precedential case decsons (ukngs]. ®is one of
numerows publications about the Sooal Secorty
\\\ programs. itis o readable, sasy o understand re

source for the wery compiet Sooil Senunty pro "
trams and serbices Detailed Report

Thes Soniial Setifily progras s 40 om- P .

. e Comtent Erroes
plex # s imprasabile b nchais mlommion aboul every Koo Howewes | we Fave 8
inchudiad whal we belke & T Mmoot comesan and Felplul pe-matian, bn casa ol
& eonllic] Betwesn he contants of Be Handbook and ®e At Requililions, aed
Fudngs, the lafer bake precedence

Informaticn about benel® programs adminstered by ofher agences can be found

Page |- et Pags

at iip e govbencliis. govispdGonBenalia o 1 u-x,;l
2 Woakemaie S
k=t Bocial Secunty Handbook Svellable in Papsrn I akbermaie S
Snomot? This |s & test box & 109 werds(s) thal contaia.
Td% M Wialas Thaskildd Sehsd ‘.tail:aq_:n-_-fsu'u:lli.::-:":ll:bf_umw
S AT wE dfeamt cdolloRde® L ASAMA FEANS %5 Uicodda, {Florw I Ackd
A Al AT edeliged fediem gl TdAARRIERE T it bainlegs
oo Vagkoldd 0 1 To Lnicode for chameters
2. Wo Usicods Sor chwsrien
How Up-To-Ceata | This Itormmation? 3. Mg Lsicods G chaples
Ve e crvim it 4 kieogeng wou infommed ol yeur | 4 Tia Usicods for chacters
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8. To view and highlight problem individually, open the Comments
tab (Comments > Show Comments List) and select individual
comments within the Comments pane. The corresponding
element in the document will be highlighted.

Note: After addressing each problem noted by a comment,
delete the comment (otherwise it will appear as an untagged
element the next time the Full Check is run).

s the Social Securnity Handbook Available in Paper .

I
Sormat?

How Up-To-Date Is This information?

We aré commifed 1o Keepandg you mdormmed of your
nghis and obligations under the Social Secunty laws
We iry fo updale the Handbook condent on an ongo-
mg basis as changes occur but no bess often than
every S (6) months in Januany and July

Do Yiou Meed More Information?
You may obtain clanficaton or assistance on Social
BE53x 11.00 n l;_

Y opandad [ Dnee o rmy [ o Setsmen - Sow + §sengy . [ s Otiaig -
TSGR A o thee 1t oa (s page Lecka o lenguags spsciicaton

- 1272005 V175544 Nane of the mmages on this page thal need allemate text have

= TR } ¥When non-lexd elemenis do mol haes tead equicalents, thed conlent s losd Lo screen |
1272005 L3055 MM rpaders and emdronmaents with imiled graphics capabiliies

BTSE0E n, Texd that does not mag bo Unicode reliabby mary be mooimectly interpested by assisinve
T ayizmos sl ? technologies i il d

[ comments & _anscements ™. |

Remediating accessibility problems found in the check

It will be necessary to address the problems reported in the accessibility
full check. Refer to the table of contents at the start of this guide and/or

the checklist attachment at the end of this guide to locate the section(s)

containing guidance on how to remediate the problems found.

Note: The 'full check’' does not cover all of the elements in this guide that
need to be checked. To be sure that all necessary checks are made, fill
out a checklist (see the attachments to this guide) for each document
being tested.
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The Reflow view

The 'Reflow view' is a tool within Acrobat Pro that enables you to get a
quick overview of how the PDF's visual structure compares to its logical
structure contained in the tags. Although looking at the documents in this
view is not a necessary step, it does offer a useful comparison for
identifying possible problem areas. The Reflow view will more closely
resemble the reading order employed by the Screen Reader software.

e To toggle the document Reflow view: View... Zoom... Reflow
View.

Note: The 'Reflow view' should be used as an indicator only. To be sure
that all necessary checks are made, fill out a checklist for each document
being tested (see the attachments to this guide).

The Read Out Loud feature

The 'Read Out Loud' tool in Acrobat Pro is a very simple screen reading
tool that can give you an idea of how the document will be spoken by a
Screen Reader. This feature can be used in normal views or in the Reflow
view (see above).

e To use the Read Out Loud controls: View... Read Out Loud...
Activate/Deactivate/Pause/Stop etc.

Note: The 'Read Out Loud' feature should be used as an indicator only. It
is not an accurate test of how or whether a Screen Reader user will be
able to read the page. To be sure that all necessary checks are made, fill
out a checklist for each document being tested (see the attachments to
this guide).

91



SSA Guide: Producing Accessible Word and PDF Documents

Other guidance and Help

Note: The more you have formatted your original Word document with
accessibility in mind (see Producing Accessible Word Documents, section
1), the less likely it is that you will need to consult the following additional
sources of guidance and help.

Help in Acrobat Pro for accessibility

For some tasks requiring advanced editing of PDFs, there may be a need
to consult the Acrobat Pro help (Help... Complete Adobe Acrobat
Professional Help... Accessibility, tags, and reflow).

Note: The Acrobat Pro help window can take a very long time to load.

E

1 Adsbe Haelp Vievess =REER "
4 @ & (] sesFe [Adebe Acrobat § Prodossienal =)

Contents = [ndey | Ssarch FriFsa
Haome Paga

- Badore yroa sl Accessibility, tags, and reflow

¥ Woekspace

# Creating PDFs Accesability leatured pssmr people with desbited—-such 88

# Combinkng POF cantent mobdity imparments, Bindness, and low vision—mn thes use of

v Exporiing POFs Acrobat and FOFs,

£ Review and comment

B Earms Related Information

- Sacurity

 pegital signatures

= Aececsibility, tage, and rellie

# Editing POFs

CommonLook accessibility verification

The CommonLook plug-in for Acrobat Pro includes a step-by-step
verification process for checking the accessibility of PDFs. The Plug-in
also has a tool for remediating tables. For more guidance, see the
CommonLook manual.
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Limited 'Undo' capabilities in Acrobat Pro during accessibility
remediation

The is no 'undo' command available for many of the tools used to fix
accessibility issues with Acrobat Pro.

For example, in setting the reading order (3.1.2) and modifying table tags
(3.6.1), there is no way to go back if you make a mistake.

For this reason, it is highly recommended that you save your work (save
the PDF file) every few minutes, and/or before making a substantial
change to the document.
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3.1. Readinqg order

3.1.1. The initial view is set properly?

A) Checking

The 'initial view' settings dictate how the document appears when it is
opened by the end-user.

The initial view settings allow you to set:

e Whether the navigation tab should show up (it should show up
as '‘Bookmarks Panel and Page' because the Bookmarks Panel
is a useful means of navigation for Screen Reader users);

e Whether single or multiple pages should show ('single page'is
preferred for Screen Reader and Screen Magnification users);

e The Magnification—either actual size, fitting to the width of the
window, a certain percentage etc. (unless there is a strong
reason to override the user's preferences, the Default setting is
best for Screen Magnification users... as this setting brings up
the document in the user's preferred size on the screen);

e The starting page (ordinarily this should be page 1).

To get to the initial settings, open Eile... Properties to bring up the
Document Properties dialog box. Then select the Initial View Tab.
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B) Remediating

1. Navigation tab / Show: 'Bookmarks Panel and Page’;

2. Page Layout: 'single page’;

3. Magnification: 'Default’;

4. Open to Page: 'Page 1' (or Last viewed page if that is an
option).

Document Properties

Description | Security | Fonts | Initial View |Custom Advanced

Document Options

Show: | Bookmarks Panel and Page % |

Page layout: | Single Page W |
Magnification: efault w
Open to: k of 5
(%) Last-viewed page
Window Options

[ ] Resize window to initial page
|:| Center window on screen

[ ] open in Full Screen mode

Show: | File Mame b

User Interface Options

[ ] Hide menu bar
[ ] Hide tool bars
[ ] Hide window controls

Note: when done, open the PDF in Adobe Reader to double check that the
initial view is set properly.
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3.1.2. The reading order is correct?
A) Checking

The reading order is the order in which the Screen Reader will speak the
information presented on each page.

1. View the reading order for each page: Advanced...
Accessibility... Touch up reading order. The numbered gray
boxes show the order in which the Screen Reader will speak the
information on the page.

2. For any item that is not in the reading order, determine whether
it should or should not be spoken. For example, running
headers and footers should not be spoken. Information-Type
graphics should be spoken. If there are any elements on the
page that are out of sequence, or otherwise mis-assigned in the
reading order, see Remediating, below.

The numbered
gray boxes show
1 pimmany ol FV 09§ the order in which
b e et n | the page will be ]
m— spoken by the e

[ e decmions om all cud p and planeeng dor
_f?_.‘l}d.l]'i ald or older by Sc‘reen Reader how sentagvely sche
= Open two additional Nan — 4
one 1o Alaqueryoe in Febrary 2009 and e m * [mplement = m-line G - =,
Chasrgy o the mummes of 2009 fiox bammp olfew The running
= Expand Flectrome Peeerds Exprew fmenensliny o[ OBAR co-loc
:f“ﬂlh?:;mm:l:‘ﬂ1 :rn:r:'.pﬂ:lm-nd- '-”"E. 5"’;;5' Sy heade‘r {and
suthesicatiee (il Batve deen Jetehoed
T = et footer) are not

= Add potices to the Central Pront and Niml
funcncaliny

= Ade more video confenec ing squpment m
Eeanng officet

o the Commimmoner ard
correct)

i bndpet support from the
apee 1o move forwad to
= Expand detktop mlot io 18 sddisoma] mies ir deserve oo Jen ]

4 L ecration i shat FY 65 wal o
vacve yeus for ODAR E{Spoken (this is

* Tieut the Represemtutive Video Project 210 meam
=f conductme bemmps

Is this an
o § Information-Type
s graphic? If so, it

needs to be fixed
so that it is in the
reading order.

o tal Secunty Adesnincrranon
Office af Dirabolity Adfudicatton and Revir
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B) Remediating

1. Draw a box around any content that needs to be fixed.

2. Select the type of item it should be in the TouchUp Reading
Order box.
Note: There are useful buttons at the bottom of this box,
including Clear Page Structure (for when the order is so off
that starting over is better) and Show Order Panel (to show a
list of pages and the order of the content for each page).

|1 nmsnary af FY 09 Expeciatine

et L] o

ogree zEaT
R P pbamanred e 0 0T md V' 00, YO0
e [}

P e ot slecrem: cmdadioed wormen
E'_Iwnl.lﬂbn:l:i ey ofew

T tip Prating Droe

Covmes  mectangle arvond bhe costest g
e et £rne ol Lt bnatteni belows :EEF

Lz Faia Figew/Capisn
Hasiing | Intia
Heafing | Cea
Hestng 1 Fogmada
Bachgroond

o Show pige reslant oodm

¢ Shom lable culy

# Shew Lablei ood Tiures [ ]
| et Page Sycier. | | o eiler ol
] Chne

[ 3 M i m 3 it . Wil
| bt vy b o i by S of e Bara)

* o malvin ad g 6 Fubedbiag
i T e
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Reading order (In
this case, a
'Figure')
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3.1.3. Lists have the correct tag structure?
A) Checking

Lists should have a tag structure in the code that is embedded in the PDF.
To check the tag structure for lists:

1. Goto View... Navigation Panels... Tags.

2. Open and close elements of the tag tree using by selecting the
plus and minus icons.
Tip: To see a corresponding highlight in the main document for
any item selected in the tag tree, right click any item in the list
and check Highlight Content in the pop-up menu.

3. Check that there is a list structure for each numbered or bulleted
list item. The structure should include the following:

a. Alist tag <L> at the start of each list, and for each item:
b. Alistitem tag <LI>
c. Alabeltag <Lbl>
d. A contenttag <Lbody>
e. The content (the text to display in the main document)
Cafeteriathis week
Open 11amto 1 pm. Tags| Content  Crder
This week's menu: Options =
* Monday: Steak and potatoeq F 2SS "
= Tuesday: Fish an Chips i 'Q_| lag
= Wednesday: Shepherd's Pie =] <Sect>
s Thursday: Vegetable Curry #4f <Heading1>
* Friday: Closed for Holiday + 47 <MNormal>
#4F <Heading 3>
= J EqES
Each list should show & <Ll
in the tag tree as: “3; .
a List <L> o
with List Items <LI> =@ <lbody>
underneath = §F <Bulleted list>
- ¥4 Tuesday: Fish an Chips
Bf <Ll
L3} J L=
B J |
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B) Remediating

If the tag structure is not properly following the content in the main
document, it is likely that Screen Reader software will not read the list
items properly.

e The easiest way to fix this is to go back to the original word file
and Use list formatting (Section 1.1.3).

e If the original file is not available, the tag tree will have to be
fixed manually. Refer to additional sources of help and guidance
for instructions (See Section 3.0).

99



SSA Guide: Producing Accessible Word and PDF Documents

3.1.4. The tab order of pages is set?
A) Checking & B) Remediating

1. Open the Pages tab: View... Navigation Tabs...Pages.

2. In the Pages tab, select all pages (to do this, scroll up to the first
page and select it, then scroll down to the last page and while
holding [SHIFT], select it. A blue outline should appear around
all of the pages.

3. Select Options > Page Properties > Tab Order tab.

” * ‘ ‘

Insert Pages...
Extract Pages...
Replace Pages...

Delete Pages...

Crop Pages...
Rotate Pages...

Set Page Transitions

Number Pages...

Print Pages...

Embed All Page Thum
Remoye Embedded A

Pages\'.‘\ Layers\l.‘\ Signatures\l.‘\ Bookmarks

Reduce Page Thumb

i Tags

Enlarge Page Thumbs

Page Proﬁﬁes. =

Fields

4. Select the radio button Use Document Structure.

Page Properties

% Lse

(") Use Column Order
@ Use Document Structure
() Unspecified

3.1.5. Artifacts are correctly placed outside of the reading order?

A) Checking and B) Remediating

Artifacts are things that should be outside of the Reading order (See
Section 3.1.2). This includes decorative-type images, lines, running
headers and footers etc.

Note: If the TouchUp Reading order reveals a large number of spurious
elements, or elements that always get mistakenly ‘corralled’ into text that

100



SSA Guide: Producing Accessible Word and PDF Documents. Version 2.1, April 2010

needs to be in the reading order, an element can be marked as an artifact
in the Tag tree:

1. Openthe Tag Tree (View... Navigation Panels... Tags).

2. Inthe Tags tab, expand the sections to identify the element that
needs to be changed (if necessary, right click an element in the
tag tree and select Highlight Content to see where the
elements are in the main document).

3. Select the element and right click it.

4. Choose Change Tag to Artifact from the pop-up menu.

5. If an empty container tag is left behind, delete it.

a5

Q-' <Shape= Mew Tag...
B pathPathPath
Cut
@' =Shape >
P lPathPath
@' <Mormal =
Ol Table of Conte Delete Tag
<TOC >
@1 Find Tag from Selection
gl «<TOCI>
Create Tag from Selection
=gl <Link>
Find...
5l preface. on
' Link-Of|  Change Tag to Artifact...
Bl <TOCI> Copy Contnts to Clipboar

Note: In MS Word documents, text boxes are artifacts that need to be
changed to regular text with style formatting. This needs to be done prior
to converting to a PDF. For details, see section 1.5.4.

For documents with many artifact problems, see other sources of help and

guidance (section 3.0).
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3.2. Navigation

3.2.1. Bookmarks are set correctly?

A) Checking

1. Open the Bookmarks tab by selecting View... Navigation
Panels... Bookmarks.
2. Review the bookmarks and determine if the bookmarks:
a. link to the appropriate destination,
b. are nested properly, and
c. are labeled correctly.

Note: If Word's heading styles (Section 1.2.2) were used properly and the
settings for the PDF conversion were correct (Section 2.1.1) then the PDF
bookmarks should be correct.

B) Remediating

If the bookmarks are incorrect, they can either be corrected in Word, or
modified in the Bookmarks tab within Acrobat.

If bookmarks are modified in the Bookmarks tab within Acrobat, those
same modifications will need to be re-applied every time the document is
converted from Word. It is therefore recommended that bookmarks be
corrected in Word.

To modify bookmarks in Acrobat:

1. Openthe Bookmarks tab by selecting View... Navigation
Panels... Bookmarks.

2. Select and drag bookmarks up and down in the list of
bookmarks to where they logically belong.

3. Use right clicking of bookmarks and the Options button in the
Bookmarks tab to create and delete bookmarks, and change
the destination of bookmarks.

3.2.2. Headings are set correctly?

A) Checking

Headings should have a tag structure in the code that is embedded in the
PDF. To check the tag structure for headings:

1. Goto View... Navigation Panels... Tags.

2. Open and close elements of the tag tree using by selecting the
plus and minus icons.
Tip: To see a corresponding highlight in the main document for
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any item selected in the tag tree, right click any item in the list

and check Highlight Content in the pop-up menu.

3. Check that there is a Heading tag with the correct level
<Heading #> for each heading in the main document.

Cafeteria this week

Open 11 amte 1 pm. Tags | Content  Order

This week's menu:

Monday: Steak and potatoes
Tuesday: Fish an Chips
Wednesday: Shepherd's Pie
Thursday: Vegetable Curry
Friday: Closed for Haliday

® & & & @

o

Headings and
their
associated
levels should
show up in the
Tag Tree

%,

= 0] Tags
= 1 < Sacts
EIp <Heading 1>
H4F <Mormals
= <Heading 3>
&4 This week's menu:

*.J =

B) Remediating

If the tag structure is not properly following the content in the main
document, it is likely that Screen Reader software will not read the

headings properly.

e The easiest way to fix this is to go back to the original word file
and Use Heading Levels in style formatting (Section 1.2.2).

e If the original file is not available, the tag tree will have to be
fixed manually. Refer to additional sources of help and guidance

for instructions (See Section 3.0).
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3.2.3. Dynamic tables of contents are working?
A) Checking

If automation was used in MS Word to create a linked tale of contents
(Section 1.2.3), the links should work in the PDF after conversion.

To check if the links are working properly:

1. In Acrobat Reader go to the TOC and select the links. They
should take you to the correct destination.

2. Check that the go back command (ALT[*|eft arrow]) returns
you to the TOC.

B) Remediating
If the TOC is not working properly:

e The easiest way to fix this is to go back to the original word file
and Use automation if creating a Table of Contents (Section
1.2.3).

e If the original file is not available, the links and the tag tree will
have to be fixed manually. Refer to additional sources of help
and guidance for instructions (See Section 3.0).

104



SSA Guide: Producing Accessible Word and PDF Documents. Version 2.1, April 2010

3.3. Lanquage

3.3.1. The Language(s) have been defined?
Note: For more information on language switching, see Language (Section

1.3).

A) Checking and B) Remediating
Set the default document language.

1. Select File... Properties > Advanced Tab > Reading Options

> Lanquage.
2. Select English US from the dropdown list (or other primary

language as necessary).

Document Properties

Description | Security | Fonts || Initial View | Custom Advanced

PDF Setlings

Base URL: |

Search Index: |
Trapped: | Unknown | %

Print Scaling: | Default

Reading Options
Binding: | LeftEdge “

Language: g
Chinese - Simplified
Chinese - Traditional
Danish
Dutch
English
English UK

Set the language for portions of the text that use a different language from
the document's default language.

1. Openthe Tags tab: View... Navigation Tabs > Tags.
2. Inthe Tags tab, expand the tag tree as needed to see the
elements.
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3. Right click the appropriate text element, and choose Properties

from the pop-up menu.

=
2 dsocl

BH security Handl
Q' <Body Text=

Q‘ <Body Text=

Q‘ <heading 3>

Q' <Body Text=

Q‘ <heading 3=

Q' <TextBox>
Q‘ <Shape>
Q‘ «<Shape>
Q' <Shape >
+ (& <Shape

Edit Class Map...
Q‘ <Body Text>
) Edit Role Map...
47 <heading 3>
@ <> Tag Annotations
Q‘ <TextBox= Document is Tagged PDF

Find...

Change Tag to Artifact...
Copy Contents to Clipboar

Highlight Content

| Brragerh'es. -

[

4. Inthe TouchUp Properties dialog box, select the Tag tab.
5. Select a language from the Language dropdown list menu.

Note: The language specified for an element also applies to all
elements nested under it in the logical structure tree.

B The

oS TouchUp Properties

@ Securit]
@ <BodyTeq |Content| Tag | Text
@1 <Body Tex
&7 <heading Type: |Ncrmal

<Body T
@I ooy TE Title: |
@1 <heading
@'«:BodyTex Actual Text: |
@1 <heading
o <>

Alternate Text:
@1 <TextBox
Q' <TextBox
@ <shape> Language:
@1 <5Shape: Brazilian
@1 <Shape> Chinese
Edit T| .
@1 <Shape > = |Danish
@1 <Mormal > Dutch
English

@' <toC> English UK [%
7 <Body Tex English US
@1 <heading Finnish
& <heading 2> e ———————————
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3.4. Fonts

3.4.1. Character Mappings have worked properly?
A) Checking and B) Remediating

If non-standard fonts and/or symbol characters have been used (e.g., for
novel-looking bullets), then a character mapping error may come up in the
Accessibility Full Check (Section 3.0).

Non-standard characters may not display correctly on a user's screen (or
printout) if they do not have the specific non-standard fonts installed. The
best way to avoid this is to Use System Fonts (See 1.4.1).

If non-standard characters and fonts are used, either:

e Return to the original Word document and swap out the
spurious non-standard characters with characters from a
standard font (See 1.4.1); or

e Treat these elements as images and add alternate text (See
3.5.1);, or if the character is decorative (such as a bullet),
change it to an artifact (See 3.1.5).
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3.5. Graphics / images

3.5.1. Alternate Text is added to Information-Type images?
A) Checking and B) Remediating

1.

2.

Notes:

Right click on any Information-Type graphic and select Edit
Alternate Text from the pop-up menu.

Check that the Alternate Text explains the purpose and
meaning of the graphic.

(Orline Sodial Security Handbook: Your Basic Guide to the Sodial
Security Programs
ext:

Language: ~

EditTag... | [ Edit Attribute Obrects... | [ Edit Attrbute Classes... |

plex it is impossil

For an explanation of the different types of graphic (information,
redundant and decorative), and how to add alt-text in the
original MS Word document, see Graphics / images(Section
1.5).

If graphic objects were not grouped properly before the
conversion to PDF (Section 1.5.2), then either return to the
source and group the objects before conversion, or use the
TouchUp Reading Order tool to corral objects as single images
in the reading order (See Section 3.1.2).
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3.6. Tables

3.6.1. Table Tags are set?

A) Checking

There are a number of table tags that are used in the code within PDF
documents. The main ones are:

e <Table>: Table element—A two-dimensional arrangement of
data or text cells that contains table row elements as child
elements and may have a caption element as its first or last
child element.

e <TR>: Table Row element—One row of headings or data in a
table; may contain table header cell elements and table data cell
elements.

e <TD>: Table Data cell element—Table cell that contains non-
header data.

e <TH>: Table Header cell element—A table cell that contains
header text or data describing one or more rows or columns of a
table.
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To check table elements, do the following:

1. Openthe Tag Tree (View... Navigation Panels... Tags).
2. Expand the tags to view a table tag.

= A
= @1 <TBody =
F = <TR>
B0 <D
= @1 <Body Text>
&
B0 <D
= @1 <Body Text:
5 Col 18 Col 2
B0 <TD:
= @1 <Body Text:
5 Col 3
F = <TR>
B0 «<TD
= @1 <Body Text=
'ﬁ Fow 1
B0 <TD:=
= @1 <Body Text=
B R1C1
B0 <TD:=
= @1 <Body Text=

[ T

3. Review the table tags to determine whether columns, rows, and
cells have been correctly identified. Select the table tag <Table>
and verify that it contains one of the following elements:

a. Table Rows, each of which contains Table Header <TH>
or Table Data <TD> cells.

b. <THead>, <TBody>, and <TFoot> sections, each of
which contains Table Rows <TR>. (The Table Rows
<TR> contain <TH> cells, <TD> cells, or both.)
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B) Remediating

Note: Tables that lack well-defined borders or contain adjacent page
elements are often tagged incorrectly (see section 1.6.3).

Poorly tagged tables can be corrected by selecting and redefining them or
by splitting combined cells by creating a tag for each cell. It may be
necessary to return to the original MS Word document, remove split cells
and (if necessary) add well defined borders (see section 1.5.4 for more
information).

Note: Tables may include merged cells to create a column or row heading
that straddles or 'spans' two or more associated columns or rows. In these
cases, attributes for Tags may include {ColSpan} and {RowSpan}. If these
attributes are not set properly, the way the table is read by Screen Reader
software may be incorrect. The CommonLook plug-in for Acrobat Pro has
a tool for remediating complex tables. Refer to Help in Acrobat Pro and

the CommonLook manual (See Other guidance and help, Section 3.0).
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3.7. Links

3.7.1. Links make sense when spoken in isolation?

A) Checking & B) Remediating

See the Rationale and Testing Methods in Assign link names that make
sense when spoken in isolation (Section 1.7.1).

3.7.2. Links (where possible) are on only one line of text?

A) Checking

Links that span two lines of text on the page will be (mistakenly) read
twice by Screen Reader software (see section 1.7.2).

Review the links on the pages to determine whether links are spanning
two lines of text.

B) Remediating

If possible, fix this problems in the original MS Word document before
converting to PDF. If not possible, use the following procedure to make
the link speak as a single link:

1. Open the Advanced Editing toolbar. (View...Toolbars...
Advanced Editing).

View Document Comments Tools Advanced
Navigation Tabs » o ]
Task Buttons Y
Toolbars | v | Advanced Editing
Menu Bar F@ ||« Basic d%

2. Select the link tool:
» Uy e E-B-IT
ﬂ
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3. Links are highlighted:

This 1s a Ehvperlink that breaks across two
neg.

4. Select the link box of the second part of the link and delete it.

5. Open the Content tab, find the second part of the desired link
text, and move the text so that it is below the first part of the link
text within the same container.

= [ hvoerink example.pdf |
=3 Page 1
E [ arnatabers
iz This is a hyperlink that breaks across two
G Lk lines. ' N
[ Lirk
=R Contmner <P>Thais &
=10 Text: Thisis a
Thssa
F B Container <Span > hypariei that brepks ao
ST Text: hyperink that breaks acoss teo
hyperiink that bresis scross two

¥
- 3
=53 Contaner <Span> bnes
=, m Text: ines

6. Delete the empty container element left behind.

| Conmtent % Tags & Fages 4 Signatures & Sookmari

s # Path
£ B i Lonipinnr <Enmn
3 mT1e New Container.
7 Path Edit Container [
=5 Contz
=T Te [:Ut
Qelet?\
i contz Find i’ﬁntent fra
i ELT T Cim ol
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3.8. Color

3.8.1. High-Contrast color combinations are used?
A) Checking

Use Windows Operating system high contrast and high contrast reverse
modes

e See Section 1.8.2 for details.

View the document using Acrobat's various high contrast modes

1. Goto Edit... Preferences...Accessibility.
2. Select various High-contrast color combinations and review
the document.

Preferences

Categories: Document Colors Options
D A Replace Document Colors
Accessibility

Batch Processing ") Use Windows Color Scheme

Catalog (%) Use High-Contrast colors

Color Management

Commenting High-contrast color combination: | Bladk text on white w
Convert From POF Green text on black

") Custom Color:

Convert To POF Yellow text on black

Forms ] | White text on black |
Full Screen Black textonwhite
General O

Identity

International [l anly change the color of black text or line art.

Internet [ change the color of line art as well as text,

JavaScript

3. Determine if all text is still readable when the document is
viewed using each of Acrobat's 4 high contrast color
combinations.

B) Remediating

If any problems are found with the colors used in the PDF, it will be
necessary to return to the original MS Word document and fix the
problems there (See Color, Section 1.8).
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3.8.2. Color is only used redundantly?
A) Checking

See the Rationale and Testing Methods in Provide redundancy for
information presented in color (Section 1.8.3).

B) Remediating

If any problems are found with the colors used in the PDF, it will be
necessary to return to the original MS Word document and fix the
problems there (See Color, Section 1.8).
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3.9. Document properties

3.9.1. Document properties are properly set?
A) Checking & B) Remediating

Open the Document properties dialog box (File... Properties...
Description Tab).

At a minimum, the Title of the document field should be set. Information
added to other fields will aid in online the search-ability of the document
(see section 1.9).
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Attachments
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Word Document Accessibility Checklist

1.1.1 Use Styles for formatting (page 19) [1]
1.1.2 Format paragraph line spacing with styles (page 26) [1]
1.1.3 Use list formatting (page 27) []
1.1.4 Use Column formatting (page 29) []
1.15 Do Not Use Hyphenation (page 31) [1]
1.1.6 Do Not Use Drop Caps (page 32) [1]
1.1.7 Convert text boxes to regular paragraphs (page 33) []
1.2.1 Place document titles in the main document; not the 'Header' area (p. 37) [ ]
1.2.2 Use Heading Levels in style formatting (page 39) [1]
1.2.3 Use automation if creating a Table of Contents (page 41) [ ]
1.3.1 Set the language properties (page 44) []
1.4.1 Use System Fonts (page 46) []
151 Add Alternate Text to graphics / images (page 49) [1]
1.5.2 Group Complex Obijects (page 53) [1]
1.5.3 Place graphics / images 'in line' (page 55) []
154 Avoid (or carefully control) text rendered as images (page 57) []
1.6.1 Remove table formatting applied to non-tabular information (page 62) [ ]
1.6.2 Set the header row as 'repeating’ (page 63) [ ]
1.6.3 Remove text wrapping around tables (page 65) []
1.7.1 Assign link names that make sense when spoken in isolation (page 67) []
1.7.2 Where possible, do not allow links to span two lines of text (page 68) [ ]
1.8.1 Use text colors that contrast with their backgrounds (page 69) [ ]
1.8.2 Use automatic color settings for black text and white text (page 70) []
1.8.3 Provide redundancy for information presented in color (page 71) []
19.1 Set the document title in document properties (page 73) [ ]

This Checklist is from the SSA Guide: Producing Accessible Word and PDF documents, Version 2.1,
April 2010. Produced by the Social Security Administration Accessibility Resource Center.






PDF Document Accessibility Checklist

Note: Before you start this checklist, ensure that the Word document checklist has been
passed. Fix any problems in the Word document before converting it to a PDF.

211 Configure Conversion Preferences (page 80) [1]

2.1.2 Convert the document with the 'PDF Maker' application in Word (p. 85) [ ]

3.1.1 The initial view is set properly? (page 94) []
3.1.2 The reading order is correct? (page 96) []
3.1.3 Lists have the correct tag structure? (page 98) []
3.14 The tab order of pages is set? (page 100) [ ]
3.1.5 Artifacts are correctly placed outside of the reading order? (page 100) []
3.21 Bookmarks are set correctly? (page 102) []
3.2.2 Headings are set correctly? (page 102) [ ]
3.2.3 Dynamic tables of contents are working? (page 104) [ ]
3.3.1 The Language(s) have been defined? (page 105) []
3.4.1 Character Mappings have worked properly? (page 107) []
3.5.1 Alternate Text is added to Information-Type images? (page 108) [ ]
3.6.1 Table Tags are set? (page 109) [ ]
3.7.1 Links make sense when spoken in isolation? (page 112) []
3.7.2 Links (where possible) are on only one line of text? (page 112) []
3.8.1 High-Contrast color combinations are used? (page 114) [ ]
3.8.2 Color is only used redundantly? (page 115) [ ]
3.9.1 Document properties are properly set? (page 116) []

This Checklist is from the SSA Guide: Producing Accessible Word and PDF documents, Version 2.1,
April 2010. Produced by the Social Security Administration Accessibility Resource Center.






Reader's Notes






Agency-Specific Information (SSA)

Copyright statement and suggested citation

This guide is public information and may be freely copied. Electronic and
paper copies should not be modified from the source without prior written
permission from the authors. To cite the work in this guide, use the
following information:

e SSA-ARC (2010). SSA Guide: Producing accessible Word and
PDF documents, Version 2.1. Social Security Administration—
Accessibility Resource Center, Woodlawn, Maryland, USA.
Available: <add the URL where you downloaded the guide
from>.
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