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Contact Information

This document is the material corresponding to conference and pre-conference sessions on
accessible document design for Word and PowerPoint 2013.

The conference and pre-conference sessions are presented by Karen McCall, M.Ed,,
Microsoft MVP for Word (2009 to present) and Microsoft Accessibility MVP (2014 to
present), Canadian delegate to the PDF/UA ISO committee. You can contact Karen! by e-
mail with any questions you might have or visit the Karlen Communications website? for
more handouts and tutorials.

Note: The content in this handout is copyright from other publications by
Karen McCall. The titles and their ISBN numbers can be found on the
Karlen Communications website, Books and Services3 page. The content
was updated January 2015 for Word and PowerPoint 2013.

Introduction

Microsoft Office makes it easier to create accessible documents especially in Word and
PowerPoint. This support document for workshops on accessible document design will
give you the basics and hopefully answer some of your questions.

Not everything related to what can be done in Word and PowerPoint to optimize
documents and presentations for accessibility is contained in this document or presented
in workshops. However, it is a start and will get you well on the way to creating more
accessible content.

There are additional documents attached to this PDF document for topics I've developed
more specific tutorials for. They are also available individually from the Karlen
Communications Handouts page*.

Have fun!

1 Contact Karen McCall: info@karlencommunications.com

2 Karlen Communications website: http: //www.karlencommunications.com

3 Karlen Communications, Books and Services: http://www.karlencommunications.com/products.htm
4 Karlen Communications Handouts page: http://www.karlencommunications.com/handouts.html
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Word 2013

There are several elements you can use to create more accessible Word documents:
e Create templates for individual documents.

e Use Themes so that if someone can’t use the colours you've chosen they can use
their own or a different Theme.

e Use heading styles and custom heading styles.

e Use inherent document structure such as lists.

e Insert, don’t draw tables.

e Don’tallow table rows to break across pages.

e Use cell margins instead of the Enter key for spacing.

e Provide a table caption.

¢ Identify table header rows [these are NOT headings.]

e Provide Alt Text for images and objects whenever possible.
e C(Caption tables, images and equations.

e Use contextual links supported by footnotes or endnotes.

¢ Do not use Content Controls to create fillable forms/document parts.

Always create a template for the various types of documents you'll use. This makes it easier
to give each document a consistent and distinct look and feel.

Take advantage of Themes in Office. This will let people swap out a Theme that is not
accessible or usable to them and use one that is. When you combine Themes with a
personalized Style Set the level of accessibility can be optimized.

Clearing Formatting!

One of the barriers to accessibility is the formatting that often comes with repurposing
content from one document to another which brings the formatting from the source
document into your current document or template. This can create chaos in terms of styles
and result in content being formatted in ways you don’t want or need. It is important to
clear the formatting of anything you are adding to your current document or template. This
should be done BEFORE you bring it into the current document or template.

There are several ways to do this in Word:

e Select the text in the source document and press Alt + H, E to “erase” the formatting.
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e Selecting a paragraph and pressing Ctrl + Q will reset the paragraph to the margin
but will not clear formatting.

e Selecting a paragraph and pressing Ctrl + Spacebar will clear manual formatting
such as Bold or Italic.

e Set the Copy and Paste options in the Word Options dialog to match the destination
formatting, or Keep Text Only.

Cut, copy, and paste

Pasting within the sarme docurment: Keep Source Farmatting (Default) |4
Pasting between docurments: Merge Formatting W
Pasting between documents when style definitions conflict: |Use Destination Styles (Default)| »
Pasting frorm ather programs: Merge Formatting W
Insertfpaste pictures as: In line with text | w

Keep bullets and numbers when pasting textwith Keep Text Only aption

[ Use the Insert key for paste

Showe Paste Options button when content is pasted

Use srmart cut and paste Settings..

Figure 1 Cut, Copy and Paste setting in Word Options dialog.
To find the Cut, Copy and Paste settings in the Word Options dialog:
1. Press Alt + F, T for File/Backstage area, Word Options.
2. When the Word Options dialog opens, press A for the Advanced category.

3. Press Alt + W twice to move to the list for copying or moving within the same
document.

a. For that setting it is OK to “Keep Source Formatting.”
4. Press Tab to move to the next setting.
Notice that by default, copying images or pictures into Word will result in Inline objects.

If you are copying and pasting content from another document or application into Word it
is recommended that you keep text only and then format the content according to the
document you are working in.

In addition there are Smart Copy and Paste options found under a Settings button in the
same area of Advanced settings. For some reason this dialog is currently not accessible to
the JAWS screen reader (February 2015)..

Page 6 of 82



settings ?

Default settings

Use default aptions for LRI =Ree ey e

Individual options
Adjust sentence and waord spacing automatically
|:| Adjust paragraph spacing on paste
Adjust table farmatting and alignment on paste
Smatt style behavior
MMerge farmatting when pasting from Microsoft PowerPoint
|:| Adjust farmatting when pasting from Microsoft Excel
Merge pasted lists with surrounding lists

Figure 2 Smart Paste Settings in Word 2010.
The settings are:
e Alt+ D for “Use default settings for Word 2002-2010.
e Alt+ W for “Adjust sentence and Word spacing automatically” which is checked.
e Alt+ P for “Adjust paragraph spacing on paste” which is not checked by default.

e Alt+ G for “Adjust table formatting and alignment on paste” which is checked by
default.

e Alt + S for “Smart style behaviour” which is checked by default.

o Alt + letter O for “merge style formatting when pasting from Microsoft PowerPoint”
which is checked by default.

e Alt +E for “Adjust formatting when pasting from Microsoft Excel” which is not
checked by default.

e Alt+ M for “Merge pasted lists with surrounding lists” which is checked by default.

The keyboard command to open the Settings dialog from the Word Options dialog is Alt + F,
T, A, Alt + N. You may need to press Alt + N until you land on and hear you are on the
Settings button. Then press Spacebar or Enter to open the Settings dialog.

[ might uncheck the PowerPoint setting and check the merge list setting if you copy and
paste a lot from PowerPoint and documents have a lot of lists. It is helpful to know that
these settings exist so that you can change them if you need to.
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Navigation Pane

Those of us who use adaptive technology such as the JAWS screen reader, may have access
to a list of headings in the document. Not all adaptive technology has this feature. It is also
helpful for those creating documents to be able to check to make sure that the text that they
want to be Headings or navigational points, use the correct Heading level style.

Word has the Navigation Pane (in Word 2007 or earlier, this was known as the “Document
Map”) that anyone can use.

When remediating Word documents I always keep this open. It not only shows what text is
a heading, but also the hierarchical structure of headings.

! Fuler

EEridIines

Mawigation Pane

Shiow

Figure 3 View Ribbon Navigation Pane check box.

The Keyboard command to show or hide the Navigation Pane is Alt + W, K for View Ribbon,
Navigation Pane. Pressing this keyboard command when focus is in the document will
either open or close it (check or uncheck it).
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Heading List

Contact Information : 1 hove To Heading
Introcuction ;1

wWiard 1

Clearing Formatting! © 2

Cancel

Mavigation Pane : 2
ndd Themes
Themes : 3
Tornime aff tha WWinend Ttadt Crraoon - 2

Sort Headings
(®)In Tab Order

() slphabetically

Dizplay
(®) &)l Headings () Level 4 Heading=

(ILevel 1 Headings (I Level 5 Headings
(I Level 2 Headingz () Level & Headingz

(ILevel 3 Headings

Figure 4 List of Headings in a Word document from JAWS screen reader.

The preceding image shows the Headings List for this document from the JAWS screen
reader. Headings and their level are listed. This provides information on the hierarchy of
content in the document as well as being a navigational tool to quickly move to the content
you want to go to and read.

The following image shows part of the Navigation Pane for this document. The Navigation
Pane opens to the left of your document.
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Navigation v
| P

HEADIMNGS PAGES RESULTS
Contact Information
Introduction
4 Wford
Clearing Forrmatting!
Mawigation Pane
4 Ternplates and Thermes
Thernes
Turning off the Woard Start Scr...
Headings and Custorn Headings
Custorn Headings
Putting the Spply Shyles Pane on...

Figure 5 Navigation Pane in Word.

If you are converting the document to tagged PDF, the headings will become Bookmarks.
The Navigation Pane gives you a preview of what items will be in the Bookmarks.

The Navigation Pane is accessible to those using adaptive technology and/or the keyboard.

Press Shift + F6 and F6 to move between the document and the Navigation Pane. Use Tab to
move to the first Heading and then the Up and Down Arrows to go through the Headings.
Press Enter on the one you want. You are taken to that point in the document and can begin
reading. To get back to the Navigation Pane, press Shift + F6.

Templates and Themes
[t is easier to use templates and Themes with documents in Word and PowerPoint.

The first step is to create a template.
1. Open a new blank document and press F12. This opens the Save As dialog.
2. Give the new template a name such as “Report” or “Annual Report.”

3. Your template will be saved in the Custom Office Templates folder in your
Documents folder as soon as you choose Word Template as your file type.

With any Office application you can save templates to any storage device. However, if they
are not in the Custom Office Templates folder they will not be easy to find and use again.
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Now you can modify the default styles and add any static text to the template.

Note: Any content you place in the Page Header or Footer area of the
document is not readily discoverable by adaptive technology. Do not put
the title of the document in the Page Header only! It must be in the main
text layer of the document. Accessing it requires going into the Page
Header then back to the main document. Many basic users don’t know
how to do this and it is bad document design.

I recommend pinning the template to the list of Recent Documents. It will be easier to find
when you want to use it.

To pin a document to the list of Recent Documents:

1.

The document does not have to be open but it does have to be in the list of Recent
Documents.

Press Alt + F, R for File/Backstage area, Recent Documents.

Press Tab to move into the list of Recent Documents then Tab again to move to the
actual list. If you are using a screen reader you will hear the name of the first
document in the list. Use the Up and Down Arrows to find the document you want to
pin to the list.

When you locate it, press the AppKey or right mouse button and Choose Pin “Pin to
List.”

Visually the document is now placed in the top area of the list of Recent documents
and has a push pin in dark blue to the right of the name of the document. The list of
Recent documents are alphabetical.

DOpen

Dpena copy

Copy path to clipboard
Bin o list

Bermowe fram list

Clear unpinned Docurments

Figure 6 Document context menu in list of Recent Documents showing Pin to List option.

You can pin or unpin any document by following the same process. If a document is pinned,
the text will say “Unpin from list."
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To use the template, Press Alt + F, R for File/Backstage area, Recent Documents.

When you locate the document in the list of Recent Documents, press the AppKey and
choose “Open a Copy.”

Do not press Enter on the template from your list of recent documents. This will not create
a document based on the template but will open the template for you to modify.

You can go through the File/Backstage, New (Alt + F, N) process but once you get the Start
Screen you will need to press Tab to move into the list of Templates and then E to list your
Custom Office Templates. You will need to Tab to the list of templates then Arrow around
the templates to find the one you want. If you are using a screen reader, this may take a
while. Using the option to pin documents you use a lot or are working on over a long period
of time makes using templates much easier if you are using adaptive technology.
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Themes

You can use Themes to mix and match colours, fonts or effects:

Press Alt + G, T, H to open the Themes Gallery. This will let you choose an entirely different

Theme for the look and feel of the document; or,

Press Alt + G, T, C to open the colour choices, Alt + P, T, F to open the font choices, or Alt + P,

-

-

Thermes =

-

Headig L

Title

Heading 1
n i,

T, E to open the Effects choices.

|ﬂﬂeset to Therme from Ternplate

L%Emwse for Thernes...
i Save Current Theme...

Custom
S
Aa Aa Aa Aa
EEEEEE L L] || [ | [ [
Blue Band Blue Flex Citrus Expedition
X
Aa Aa
EEEEE. .- | . EHrEEEN
Horizon Karlen De.. Karlen Wiew  Pale Yell.,
=
Aa Aa Aa
. HEEN H = m )
Plant Leaves Push Pin Puzzle Too Many ..
Office
Aa Aa Aa
[ ] [ ] ENEEE EEEEEN L L] ]
Office Facet Integral
Ad Ha
HEEEEEN EEEEE EEEEEE HEEEEEE
lan Board... Organic Retrospect Hlice

Figure 7 Themes Gallery in Word.
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Blue Green
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Office
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Offbce J007 - 20190
Cambria
Aa Calibi

Caliburi
Calibri
Calibri

Aa

Asial
A Arnial
8 i

Corbel
Corbel
Corbal

As

Carilara
Candara

Candara

As

Franklin Golhic

A Franklin Gothic M...
Frankiin Gothic Book

Century Goldhic

Century Gothic
Aa Canfury Gothic

Twr Cem MT

Tw Cen MT
Aa T Can AT -
E Customize Fonts,.

Figure 8 Themes Colour and Themes Font Galleries in Word.

A Theme is made up of four parts:
e The Theme itself.
e Theme Fonts.

e Theme Colours.
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e Theme Effects.

You can modify the fonts and colours of Themes but not the Theme Effects . We'll look at
modifying a colour in the PowerPoint section of this handout.

You can make your template a Theme that can be applied to any document by:

While the template is open, just before you close it, press Alt + G, T, H, S to save the current
Theme.

Focus is in the area where you can give the Theme a name.

Once you give the Theme a name and save it, your new Theme will appear in the Themes
Gallery for all Office applications. It will include its own Theme Fonts and Theme Colours
based on your choices.

You can choose an existing Template such as a report, invitation, flyer or other type of
document by pressing Alt + F, N for File/Backstage area, L.

(_) Aa Title =] Ime Title

Take a
tour EENEEE ENEEN
n m, m =, . H,..
Title =)
1 heoma — ’ E y B . | WANT TO VOLUNTEER
EEEEEN ’ i@
= = H., [ R T | Om— | weme— [ Prmm—" | SR,
'ﬂ.‘-,.'__‘ -}
e?

% B
|

M- | e

r -

Figure 9 New document Template for Word.

Press Tab to move into the list of document templates and then the Up, Down, Left and
Right Arrow keys to locate the template you want to use. Press Enter on the document
template to use it.
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Turning off the Word Start Screen

If you want to turn off the Start Screen, which shows each time you open Word 2013, press
Alt + F, T for File/Backstage area, Word Options.

In the General category, press Alt + H to uncheck the check box to Show the Start Screen.
This is a toggle that will move you to that check box and either check or uncheck it. This
option is checked by default.

Woaord Options

General

D General options for working with Word,
i

Display

Proofing User Interface options

save [ Shows bini Toolbar an selection G
Language Enable Live Preview

] i ing
Advanced Update document content while dragging

ScreenTip styler | Shour feature descriptions in ScreenTips
Customize Ribbon

Duick Access Toolbar Personalize your copy of Microsoft Office

Add-Ins User name: Karen McCall

Trust Center Initials: KRM

Shwrays use these values regardless of sign in to Office,
Office Background: | Spring W

Office Theme: Withite

Start up options

Choose the extensions you weant Word to open by default: Default Programs...
Tell rre if Microsoft Word isn't the default program for wviewing and editing docurments,
[[] Open e-mail attachrments and other uneditable files in reading view G

[] iShow the Start screen when this application starts§

Figure 10 Word Options dialog with setting to show Start Screen turned off.

Headings and Custom Headings

One of the most critical structural elements of a document is the use of heading styles in
our documents. Typically our first instinct is to fling formatting at text to make it look like a
change in topic.

To create a more accessible document use proper heading styles and custom heading styles
based on existing ones. You must also use Heading Styles in a hierarchical order, moving
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from Heading 1 to Heading 2 and not from Heading 1 to Heading 3. Headings are
navigational points in a document and help everyone find the content they need when they
need it. The Table of Contents is generated from the Headings in a document.

To apply a heading style:
1. Select the text to be formatted with the heading style.
a. Press Ctrl + Alt + the number 1 for a heading level 1.
b. Press Ctrl + Alt + 2 for a heading level 2.
c. Press Ctrl + Alt + 3 for a heading level 3.

If you are not familiar with keyboard commands, use the Apply Styles Pane by pressing Ctrl
+ Shift + S.

Apply Styles v X

Stwle Mame:

Mormal hd
Reapply Modify.,. | |4

| AutoCamplete style names

Figure 11 Apply Styles Pane.

You can either type the name of the style you want to apply or press Alt + Down Arrow and
use first character navigation to locate it. Press Enter and the style is applied to the selected
text.

When you are finished working with the Apply Styles Pane, pressing Ctrl + Space, C while
focus is in the Apply Styles Pane will close it. To put focus back on the Apply Styles Pane,
press Ctrl + Shift + S again.

[ recommend putting the Apply Styles Pane on the Quick Access Toolbar. There are
instructions on how to do this in the Office 2013 Settings and Changes> document on the
Karlen Communications web site. There are also instructions for this later in this
document.

You can use the Quick Styles Gallery on the Home Ribbon to apply a Style by pressing Alt +
H, L and clicking on it. While the Styles in the Quick Styles Gallery are accessible using the

5 Office 2013 Settings and Changes, Karlen Communications web site:
http://www.karlencommunications.com/MicrosoftOfficeAccessibility2013.html
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keyboard, you cannot use first character navigation so this is a tool better left to those who
are mouse dependent.

aaBboel | aaBbcal AaBb AaBbC AaBbC acescer AAB AaBbi acsceo aesbcen AaBhCeD
THMormal | THo Spac., Heading1  Heading2  Heading3  Heading 4 Title Subtitle  Subtle Em..  Emphasis  Intense E.. Strong Cuote Intense (1.,
AaBeCcD AaBbCeD AaBbCcl AaBbleDd

{ Subtle Ref.. Intense R..  Book Title T List Para.. Caption
Create a Style
:'EgearFormatting

ﬂh Bpply Styles...

Figure 12 Quick Styles Gallery from the Home Ribbon.

Additionally, you could use the Styles Pane by pressing Alt + H, F, Y. This is one of those
tools were the icon on the Home Ribbon is tiny and using the keyboard command to show
the Styles Pane will save you time.

Styles M
Clear All
Mormal bl
Mo Spacing bl

Heading1 =
Heading2 =
Heading 3 1a
Heading 4 12
Title 12
Subtitle =

Figure 13 Styles Pane in Word.

Pressing Alt + H, F, Y again while focus is on the document will close it. If focus is on the
Styles Pane, press Ctrl + Spacebar, C to Close it.

An advantage to using proper heading styles is the ability to generate a table of contents
and to have headings in Word tagged as headings in an accessible PDF or Braille document
or in an ePub book.
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Figure 14 Linked Table of Contents for this document.

If you want keyboard commands for heading levels 4 through 6, there is a Customizing
Keyboard Commands in Word® document on the Karlen Communications web site.

Custom Headings

If you need more than one look and feel for a heading level, you can create custom headings
based on existing headings. This is the key for accessibility: the new headings are based on
the existing heading structure in Word.

[ usually add some text to the template, select it and then apply the inherent heading or
other style [ need to use as the base for the new style.

You can add random text to a Word document by typing the following and pressing Enter
after the right parenthesis.

=rand(x)
Where “x” represents the number of paragraphs inserted, each having 3 sentences.
You can also type:

=rand(x, y)

6 Customizing Keyboard Commands in Word, Karlen Communications:
http://www.karlencommunications.com/MicrosoftOfficeAccessibility2013.html
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Where “y” represents the number of sentences in each paragraph. If you prefer Latin text,
use the same syntax but type the following:

=lorem(X, y)
Once you have some text in a document, you can begin modifying and adding Styles.
To create a new Style:

1. Open the Styles Pane by pressing Alt + F, Y.

2. The New Style button is at the bottom left of the Styles Pane. It is the button to the
far left in the group of three buttons.

3. Once activated, the New Style dialog opens and you are ready to create the new
style.

ul | Y

Mewr Shyle

Figure 15 New Style button in the Styles Pane.

If you are creating a new Heading Style, [ recommend that you name the Style something
Like Heading 1A so that it falls alphabetically in line with other Styles in the Styles Pane.
This makes it easy to find and use, especially if you are creating a template for others to
use. If you will be the only one using the template, using a standard naming convention will
help you remember what Style to use months or years later.
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Create New Style from Formatting ?

Properties
Mame: Heading 2.4
Stule type: Paragraph Y]
Style based on: T4 Heading 2 (¥
Stwle for following paragraph: 9 Heading 24 W
Formatting
Cambria w16 |w|([B | I U Automatic W

Il 1l
"1
11
"1

*
+

il
Il
Il
Il
1l
Ik

Putting the Apply Styles Pane on the QAT

Style: Show in the Styles gallery
Based on: Heading 2

Add to the Styles gallery |:| Automatically update

(@) Only in this document () Mew documents based on this template

Farmat = Cancel

Figure 16 New Style dialog showing Heading 2A Style.

Note: In the preceding image I've created a Heading 2A based on Heading
2. This is important. If you create a Heading 2A and it is based on the
Normal paragraph Style, it will not be a real heading. Any new heading
styles you create must be based on an existing heading style.

You can now make any formatting changes that would apply to a Heading 2A in your
documents.

When you are finished, don’t check automatic update! This will add a new style for EVERY

one-off formatting you apply in subsequent documents creating a “dog’s breakfast” of
formatting that is impossible to sort through and use.
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The one thing you do need to decide is whether you want the new style to be available only
in this document or for new documents based on this template. The keyboard command to
move to the first radio button is Alt + D while you are in either the Modify Style or New
Style dialog.

To modify an existing style:
1. Select the text formatted with that style.
2. Press Ctrl + Shift + S to open the Apply Styles Pane.
3. Tab to the Modify button and press Enter.

You don’t need to rename the style because you are just going to modify it. The Modify Style
dialog looks the same as the New Style dialog.

If you are mouse dependent, you can right click on a style in the Quick Styles Gallery and
choose Modify. You can also do this from the Apply Styles Pane. While this can be done
from the keyboard in both places, it is faster using the Apply Styles Pane.

taBbCel | 4aBbCcl AaBb AaBb( ﬂl

T Marrm Update Mormal to Match Selection
A Modify...
1 Select All: (Mo Data)
Fename...

Femuowe from Shyle Gallery
&dd Gallery to Quick Access Toolbar

Figure 17 Modify Style option from the Quick Styles Gallery.

Putting the Apply Styles Pane on the Quick Access Toolbar
If you used the style drop down list in Word 2003 you probably miss it. If you didn’t use it,
you will want to start using it.

Word does have the Quick Styles Gallery; however, it is sometimes faster to use the
keyboard. The Apply Styles Pane is easier to glance at and verify the formatting for the
selected text.

The Apply Styles Pane is a floating dialog that is located to the right of the document when
you open it using Ctrl + Shift + S.
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Apply Styles v X
Stwle Mame:

Mormal -

Reapply rodify... 24

| AutoComplete style names

Figure 18 Apply Styles Pane.

To put the Apply Styles Pane on the Quick Access Toolbar:

1.
2.

N 1ok

Press Alt F, T to open the Word Options dialog.
Press Q to move to the Quick Access Toolbar category.

Press Tab to move into the options for the Quick Access Toolbar. You are in the list
of possible types of commands to list.

Choose All Commands from the list of commands.
Find “Style” with no other verbiage associated with it.
Press Alt + A to add it to the Quick Access Toolbar.

Tab to and press Enter on the OK button.
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Word Options

General

E-E Custornize the Quick Access Toolbar,

Display
Chaose cammands frorm: G Customize Quick Access TaolbanG

Proofing All Cormmands For all documents (default)

Save

e Save
Stylen, Undo
Advanced Style by Exarnple Redo
Style Enforcement Settings Shyle
Style Gallemy.., Shyle Separator
Quick Access Toolbar <5 Style Inspector &= Sendto Microsoft PowerPoint
Style Separator
/i Style Set
Trust Center 14 Style Visibiligy
Styles
Styles
M Styles..
Shyles
Styles
Styles
o ahylistic Sets
Subject Focus
Subrmit Méeb Contral)
Subrnit with Irmage (el Contr..,
Subordinate

Subscript

Language

Custamize Ribbon

Add-Ins

Sum

Surmary Information..,
z

¥°  Sunerirrint

Customizati H Reset =
[ Show Quick Access Toolbar below the Hstemizatons e

Ribban Irmport/Export ¥ |G

Cancel

Figure 19 Word Options dialog showing Quick Access Toolbar options.

Items on the Quick Access Toolbar can be accessed by pressing Alt + a number. In this case,
the Apply Styles Pane is Alt +4 because on my Quick Access Toolbar, it is the fourth item.

H ©- Mormal | o7 E,'! =
HOkAE IMSERT DESIGM PAGE LAY OUT

Figure 20 Quick Access Toolbar with focus in the Apply Styles Pane.
Other tools you will want to put on the QAT are:
e Select Table which is in the Popular Commands.

e Send to Microsoft Office PowerPoint which is in the Commands not in the Ribbons.
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e Reveal Formatting which is in the Commands not in the Ribbons. (Shift + F1 is the
only way to see the Reveal Formatting Pane if you don’t put it on the Quick Access
Toolbar.)

Reveal Formatting ¥ *

Selected text

Sample Text

Compare to another selection
Formatting of selected text

4 Font -
FoMT
[Default] Cambria
12 pt
LapGLAGE
Englizh [United States)

4 Paragraph
ALIGMRMEMT
Left
IMDEMTATIOMN
Left: 025"
Hanging: 025"
Right: 0"
SPACIMG
Before: O pt
After: 8 pt
Line spacing: Multiple 105 i

4 Bullets and Mumbering

List:
Bulleted
Lewel: 1
Aligned at: 0.25"
Indent at: 05"
& Section

Figure 21 Reveal Formatting Pane.
Pressing Shift + F1 again will close the Reveal Formatting Pane.

The Reveal Formatting Pane shows you the formatting at the cursor point.

Page 25 of 82



Bulleted and Numbered Lists

Use the Bullets and Numbers tools to create standard lists. Avoid using non-Unicode
symbols for lists.

[l
i
I
-
11
4
L
&
4
4

Paragraph

Figure 22 Bullets and Numbering icons in upper left of Paragraph Group.

Do not press Enter to put space between list items. This breaks the list into several
individual lists rather than one list of items. Select the list and use the paragraph dialog to
add space after each list item.

Modify the List Paragraph Style to ensure that all lists in a document have the same
spacing.

Select an individual list to adjust the spacing of that list only.

The keyboard command to open the Paragraph dialog is Alt + H, P, G. This is another of
those tools that is accessed faster using the keyboard than the mouse. The small icon for it
is located in the lower right of the Paragraph Group on the Home Ribbon.

To add space between list items, uncheck the check box to “Don’t add space between
paragraphs of the same style.”

Usually 8 point to 10 point spacing after a list item works well visually. I don’t generally
add spacing above each list item because the purpose is to add a bit of spacing and as you
can see from this document, adding space below each list item provides just enough
spacing to separate the list items. (In this template the spacing is 8 point after each list
item.)
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Paragraph ?

{ Indents and Spacing {| Line and Page Breaks

zeneral
Alignment: Centered W
Dutline level: | Body Text W Collapsed by default
Indentation
Left: o = Special: Biy:
Right: o = [rore] W =
[ ] Mirrar indents
Spacing
Eefare: O pt = Line spacing: A
After: Gpt s Multiple v 1o S

|:| Don't add space bebween paragraphs of the same style

Preswiew

ek loa danak Ioo 2ena kb loa dana ke Ioa 2ana kb loa an ke Ioa ek loa dana ke Ioa
Lumak oo tamak Ico Jamak oo dam sk oo Zama b loa lan sk Ioo. 2ama b loa an sk e
amak o2 mak Ic2 amak o2 anak 12 ama ke Isa

Tahbs... Set As Default Cahcel

Figure 23 Paragraph dialog.

Import/Export Styles

Perhaps one of the “coolest” features available to us in Word is the ability to import or
export styles. Once you have a template you like with your branding and formatting, you
can apply it to any other document. This means that revising legacy documents becomes
much easier and faster.

You will still have to add the structural elements such as headings and lists, but the look
and feel of the document will be consistent with the current look and feel of all of your
documents.

This process is accessible using the keyboard and adaptive technology.
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| Show Prewiew
Dizable Linked Styles

4 .E‘.Fl:] ﬂ:j Cptions..

Marnage Shyles

Figure 24 Manage Styles button in the Styles Pane.

To use the Import/Export tool:

1.
2.

Open the Styles Pane by pressing Alt + H, F, Y.

When the Styles Pane opens, press shift + Tab to start at the bottom of the Styles
Pane and locate the Manage Styles button.

Press Spacebar to open the Manage Styles dialog.

In the lower left of the Manage Styles dialog is the Import/Export button. The
keyboard command is Alt + X.

The Import/Export dialog opens and focus is on the Style stab.

Press Tab to move into the list of styles in the current document. The current
document is represented on the left of the dialog.

a. On the right side of the Import/Export dialog is the document you will be
sending styles to.

b. You can choose which way to import and export styles, left to right or right to
left, but I try to be consistent so I don’t get confused.

When you press Tab to move into the list of styles, nothing is selected. Press
Spacebar to select the first style and then press Up or Down Arrow to move through
the list of styles.

If this is not the document you want to copy styles to or from, press Alt + F to Close
File. The Close File button becomes an Open File button and you can choose to open
a different file.

a. For each side of the Import/Export dialog, there is an edit area just above the
Close/Open button with the filename in it.

b. The JAWS screen reader announces the filename when you enter the list of
styles on the left or right of the dialog.
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9. On the right side of the Import/Export dialog is a list of styles in that document
(many of them are the same) and a Close File button. The keyboard command for
that button is Alt + C.

a. As with the other document, the Close file button becomes an Open File
button and you can then choose to open a different document.

10. By default, Word thinks you want to copy the styles to the Normal document
template. We don'’t.

11. Close the document represented on the right side of the Import/Export dialog and
then open the file you want to copy styles into.

12. When the Open dialog appears, make sure to change the files of type to Al
documents from Word Templates.

13. When you select styles on the left, the Copy button between the two documents has
an arrow pointing to the right.

a. Ifyouselect styles in the left side of the Import/Export dialog, the arrow
points to the left.

b. This information is not conveyed to those using screen readers which is
another reason I always transfer left to right.

14. To copy all styles, hold down the shift key and select all styles in the dialog.
a. The Home and End keys work in this dialog but Ctrl + A to Select All does not.
15. With the styles on the left selected, press Alt + C for Copy.

a. Ifthere are styles such as Headings, you will be asked if you want to replace
the inherent Word styles with the ones in the document you are copying
from. Say yes.

16. Once the styles have been copied to the second document, the one on the right, the
change will be instant.

17.Tab to and activate the OK button in the Import/Export dialog.
18. Tab to and activate the OK button in the Manage Styles dialog.

You don’t have to have the second document open, but I like to see the instant effect of the
style changes.
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Manage Styles

Edit Becommend | Restrict | Set Defaults
Sort order | &5 Recommended W |:| Showe recommended styles anly

Lelect a style to edit

A

d Default Paragraph Font [Hide Until Used)

T ho Spacing

T4 Heading 1
Heading 2 [Hide Until Used)
Heading 3 [Hide Until Used)
Heading 4 [Hide Until Used]
Heading 5 [Hide Until Used)]
Heading & [Hide Until Used)
Heading ¥ [Hide Until Used]

Prewview of Mormal:

Cambria

Font: [Default] Cambria, 12 pt, Left
Line spacing: Multiple 1.03 |i, Space
After: § pt, Widow/Crphan control, Style: Show in the Styles gallery

Mew Style,.,

(®) Only inthis document () Mew documents based on this template

ImporyExport... Cancel

Figure 25 Manage Styles dialog.

The preceding image shows the Manage Styles dialog. Press Alt + X to open the
Import/Export dialog.
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Figure 26 Import/Export dialog.

Close File

The preceding image shows the Import/Export dialog. You can open or close documents on
either side of this dialog.
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Figure 27 Open dialog in Import/Export tool.
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Be sure to choose “All files” in the files of Type list so that any Word documents you want to
use are shown. You will also need to locate the file on your computer or storage device. By
default, the Import/Export dialog looks in the Templates folder on your computer.

Drganizer

Styles Macro Project [tems

In AccessibleDocumentDesi.; To Mormal.dotm:

Copy-= Caption

Default Paragraph Font
Heading 1

Heading 2

Heading 3

List Paragraph

Mo List

Heading 2 Mormal

Delete

Styles available in: Styles awailable in:

AccessibleDocumentDesignConferenceHandout2015) v Mormal.dotm [global termplate) W

Clase File Close File

Description

Figure 28 Import/Export dialog with styles selected to copy to another document.

You can select one style to copy or hold down the Shift key and use the Up or Down Arrows
to select multiple styles. To select all styles, press Home to put focus at the top of the list of
styles and then hold down the Shift key, press Down Arrow until you reach the end of the
list of styles.

This is what I usually do as it is sometimes faster than locating each style | want to copy. If
there are no changes to a style from one document to the next, no “harm” is done.

Microsoft Word

9 Do you wish to overwrite the existing style entry Mormal?

Yes to All M Cancel

"Was this information helpful?

Figure 29 Dialog asking if you want to overwrite existing styles.

When you are asked if you want to overwrite the existing styles, say yes.
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Building Blocks

Building blocks replace the “AutoText” in versions of Word from 2003 backward. Microsoft
Office comes with a separate file that can be accessed by Office applications that contains
the pre-formatted gallery items as well as preformatted text or content.

Building Blocks Crganizer

Building blocks; Click a building block to see its preview

Marre Gallery Cateqory Ternplate

References Bibliograp...  Built-In Built-In Buil...
Bibliography Bibliograp...  Built-ln Built-In Buil...
Warks Cited  Bibliograp..  Built-In Built-In Buil...
Sideline Cowver Pages  Built-in Built-In Buil...

lan (Dark) Cowver Pages  Built-in Built-ln Buil...
Filigree Cover Pages  Built-in Built-In Buil..,
Slice (Light)  CowerPages  Built-in Built-In Buil..,
Integral Cower Pages  Built-in Built-In Buil...
Wehisp Cover Pages  Built-in Built-In Buil..,

Retrospect Cover Pages  Built-in Built-In Buil.., [Docurment
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Facet Cover Pages  Built-in Built-In Buil..,
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Banded Cowver Pages  Built-in Built-In Buil...
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Close

Figure 30 Building Blocks Organizer.
You can access or create building blocks by pressing Alt + N, Q.

Building Blocks can contain any type of content including tables, pictures, Headings and
text.

To create a Building Block, select what you want to be the Building Block and press Alt + N,
Q, S for Insert Ribbon, Building Blocks, and Save Selection to Quick Parts Gallery. The Quick
Parts Gallery is the view of your own Building Blocks.
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A dialog opens for you to fill in with information including a name for the Building Block. If
you are creating a Building Block for your contact information you might want to name the
Building Block “Contact” or “Contact Information.”

Create New Building Block

Mane:
Gallery:

Category:

Description:

Sawve in:

Options:

A dialog opens
Quick Parts

General

Building Elocks.dotx

Insert cantent only

Cahcel

Figure 31 Create New Building Block dialog.

When you create building blocks you can choose whether formatting is retained or will
match the current document.

_ui
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=l 4

[# Signature Line -
E.;E'..Date & Tirme

T Q

Quick Wordfrt ] Equation S¢rmbal  Ermbe
Parts = v DI:Hz'JE':t T - - FlasH
General H
WCAG Conformance

This document passed the WCAG 2.0 success criteria and the W3C PDF Technbgues success
criteria. Details are contained in the checklists in this document

Eield...

Building Blacks Organizer..,

e L0 TR L
g Drcurment Property K
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e

Figure 32 Quick Parts Gallery from the Building Blocks button on the Insert Ribbon.
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You can create cover page building blocks, static content building blocks such as copyright
or contact information, and include images with Alt text and captions as building blocks.

Note: Content Controls are still not accessible to adaptive technology or
the keyboard so avoid using them when creating Building
Block/Document parts.

Putting a Heading on the Next Page
There are times, as shown in this tutorial, when you want to put a heading on the next page
for either visual effect or to further separate content/topics/chapters.

Faragraph ?

Indents and Spacing | Line and Page Breaks

Pagination
ﬂidnwﬁ@rphan cantrol
Eeep with next
Keep lines together
[#]iPage break before!

Formatting exceptions
|:| Suppress line numbers
Dgun't hyphenate
Textbox options
Tight wrap:

Mane

Preswiew

Tahbs... Set As Default Cahcel

Figure 33 Paragraph dialog with Line and Page Breaks tab showing.
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To add a page break before text in a document:
1. Select the Heading or piece of content you want at the top of the next page.
2. Press Alt + H, P, G for Home Ribbon, Paragraph dialog.
3. Press Ctrl + Page Down to move to the Line and Page Breaks tab.
4. Press Alt + B to move to and check the check box to put a Page Break Before.
5. Tab to and activate the OK button by pressing Enter.

This technique provides a cleaner page break than using Shift + Enter and is easy to remove
if you have to due to additional content or reorganizing of content.

To remove the page break before, access the Paragraph dialog again and uncheck this check
box. By using this method consistently, it is faster and easier to add or remove the page
breaks before content.

Images, Tables, Columns and Text Boxes

['ve attached recent updates to the techniques for Adding Accessible Images to Documents,
Tables and Columns, and Text Boxes and Accessibility to this PDF document. They are
tagged PDF and the two documents, Tables and Columns and Text Boxes and Accessibility
have sample documents attached.

You can download these documents on Tables, Accessible Images and Text Boxes and
Accessibility” individually from the Karlen Communications web site.

Word Accessibility Checker

Word has an Accessibility Checker to help with accessibility barriers that might be lurking
or overlooked in the document. There are time when I am writing and forget to add Alt text
to an image and the Accessibility Checker keeps me on track.

Press Alt + F, letter I for File/Backstage area, Information.
Press the letter [ again to open the Inspect Document sub-menu.

There is no keyboard command once you are in the Inspect Document sub-menu. Press
down Arrow to move to Accessibility Checker and press Enter.

7 Karlen Communications Handouts page: http://www.karlencommunications.com/handouts.html
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Figure 34 Word Accessibility Checker under the Info tab.

The Accessibility Checker opens to the right of the document in the Accessibility Check
Pane and begins checking the document.
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Accessibility Checker ™

Inspection Results

ERRORE

A Pissing At Text
Picture 29
Picture 449

WARMIMGS
4 Unclear Hyperlink Text

httpe/ fneneie karlencommunications, co
btk finaie karlencormmunications.co
httpe/ fneneie karlencommunications, co
btk finnai karlencormmunications.co
https:fftermplates.office.cormfen-us T
httpe/ fneneiv.paciellogroup.comresour
httpeffkarlencommunications.comfad
httpe/fblogstechnet cornfbfoffice 201
httpe/ fneneie karlencommunications, co
4 Fepeated Blank Characters

7 Characters

4 Characters

4 Characters

Figure 35 Accessibility Check for this document at this point in time.

The preceding image shows the results of an accessibility check for this document at this
point in time. Because I created images for an entire process and then will go back and add
the text and Alt Text, two images have been flagged as not having Alt Text.

The check also found the links in the Footnotes and has identified them as not being
contextual. Since [ want the long URL'’s in the Footnotes, I can ignore this. I might, however,
want to click on or activate each of them in the Accessibility Check Pane to make sure that
they are all Footnotes.

It also appears that | have repeated blank characters which is something I need to
investigate because I don’t use spaces for positioning.

Of course, they are the blank lines between the title of the document and the picture of
Olivia and Barnaby. I removed the blank line after my name and once that was done, that
item was automatically removed from the Accessibility Check...so [ don’t have to run it
again to see that remediation.
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[ also went to the images and added Alt Text to them. The following image shows the up to
date Accessibility Check.

Accessibility Checker ¥

Inspection Results

WAARMIMGS
4 Unclear Hyperlink Text

hittpe e karlencommunications.co
btk ffannai, karlen cormmunications.co
btk ffannsie karlen cormmunications.co
hittpe e karlencommunications.co
https:ffternplates office.comfen-us T
btk ffaneiy, paciellogroup.carmfresour
http:/fkarlencormmunications.comfad
httpeffblogs technet.combfoffice 2010
bittpe Ao karlencommunications.co

Figure 36 Updated Accessibility Check for this document at this point in time.

To fix the remaining repeated characters error, I modified the Title Style to create the space
[ want below the style and before the image. I used the Paragraph dialog from the Modify
Style, format dialog to add 120 points of spacing under the Title style. Since [ am only going
to use the Title Style in this way, modifying the Title style will not affect any other aspect of
the cover page.

Additional Information v
Why Fix:
Alternate text helps readers

understand information presented in
pictures and other objects,

How To Fix:

Select and fix each issue listed abowve to
make this document accessible for
people with disabilities,

Read rmaore about making docurments
accessible

Figure 37 Additional information at bottom of Accessibility Check Pane.

Page 39 of 82



PowerPoint 2013

You have flexibility in PowerPoint to make more accessible templates and presentations.
Unlike PowerPoint 2003 where it was difficult to use the Slide Master View and insert an
accessible Content or Text Placeholder, you can do this easily in PowerPoint 2013.

An accessible PowerPoint presentation includes:

e Correct Tab Order of content.
e Decorative images in background on Slide Master.
e Text or Content Placeholders NOT text boxes
e Tables are inserted not drawn.
o Use Insert Ribbon to define the table.
e Use of Themes so that if someone can’t use the colours you've chosen they can use
their own or a different Theme.
e C(Create a template of your own!
e Good colour contrast and simple design.

One of the frustrating things about PowerPoint presentations is something I talked about
back in 2001. I was searching for a specific piece of information on the Internet, for
example, accessible PowerPoint design. I found the exact text! It was a single PowerPoint
slide with the slide title “Accessible PowerPoint Design.” The only content on the slide was
a picture and the text “You should create accessible PowerPoint.” This was a presentation
to a conference and I thought that there would be more information than that on the
topic/slide. I understand the need to “protect” your knowledge, but at some point, finding
these types of cryptic non-informative pieces of information just turns people of.

A common mistake is in the belief that PowerPoint is a word processor. Slides are for brief
speaker prompts not essays.

Another common mistake is in thinking that the slide designs and templates available in
PowerPoint or on the Microsoft PowerPoint Templates and Themes® web page are
inherently accessible. They are not.

8 Microsoft PowerPoint Themes and Templates page: https://templates.office.com/en-us/Themes

Page 40 of 82


https://templates.office.com/en-us/Themes
https://templates.office.com/en-us/Themes

New Slide Sizing

With PowerPoint 2013 Microsoft introduced a new “widescreen” slide size. This is to
accommodate the larger, wider monitors.

Word 2003 LDS : .
el T I Click to add title I

Karen McCall, M.Ed. Click to add subtitle

Copyright 2007

Figure 38 Two slide widths, Standard (left) and Widescreen (right).

If you have an older presentation and want to bring it into the widescreen size, you can do
this. You can also take the widescreen size and make it smaller.

L1 &8
Slide Forrnat
Size * Background

D Stardard (2:3)

|:| YWifidescreen (169

Egustnm Slide Size..,

Figure 39 Design Ribbon, Size sub-menu.
Press Alt + G, S for the Design Ribbon, Size.

The sub-menu will open and your choices are Standard, which is the old size, or
Widescreen, which is the new size.

If you are using a Widescreen size and decide you want to change it to a Standard size, you
will be asked how you want to implement the sizing.

A dialog opens and your choices are Maximize which will maximize the slide area for that
sizing; or, Ensure Fit, which will adjust the sizing to ensure a good fit for content. I would
choose that one!
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When the dialog opens focus is on the buttons which are not accessible BUT, you can press
Alt + M to choose Maximize Fit or Alt + E to choose Ensure Fit.

Microsoft PowerPoint

You are scaling to a new slide size. Would you like to maximize the size of your
content, or scale it down to ensure it will fit on the new slide?

N4

Maximize Ensure Fit

Maximize Ensure Fit Cancel

Figure 40 Adjust Standard size dialog.

If you are using the mouse, you may have to click OK to complete the process. If you are
using the keyboard you don’t. Your instructions are carried out immediately.

Word 2003 LDS Click to add title
Creating Accessible Documents in Word _

Karen McCall, M.Ed. Click to add subtitle
Copyright 2007

Figure 41 Presentation on left changed to Widescreen, presentation on right changed to Standard.
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Creating a Presentation in Word
[t is easy to create your presentation in Word and then send the content to PowerPoint.

In Word 2010, unlike Word 2003, we will need to put the “Send to PowerPoint item on the
QAT or Quick Access Toolbar first. Follow the instructions for putting the ASP or Apply
Styles Pane on the QAT or Quick Access Toolbar. The “Send to PowerPoint” item can be
found in the “Commands not on the Ribbons” list.

Word Cptions

General

E-E Customize the Quick Access Toolbar,
Display
Choose cormmands from; G Customize Quick Access Toolban '

Proofing All Commands For all documents (default)

Sawve

Send Mowy Save

Send to Back Undo

Send to Exchange Folder Redo

Send to Mail Recipient Shyle

L= Send to Microsoft PowerPoint Style Separator

Quick Access Toolbar Sent Left (= Sendto Microsoft PowerPaint
Sent Left Extend
Sent Right

Trust Center Sent Right Extend

5, Server

Set as Default

Set a3 Default Layout

Set Sytohape Defaults

Set Default Paste..,

Set Murmbering Walue,,

Language

Customize Ribbon

=1
o
o
Advanced *
M
=

Add-Ins

Set Proofing Language..

Set Transparent Colar

Setup and configure all accoun...
Shading

Shadon

Shadowr Colar

Shadowy Effects

Shadow Effects

Shadm CnOfFf

Lo U e R T

i

Customizati : Reset =
[ Show Quick Access Toolbar below the HFtemizatons e

Ribban Irmport/Export ¥ |0

Cancel

Figure 42 Customize Quick Access Toolbar showing Send to Microsoft PowerPoint tool.

I've attached a template for creating your PowerPoint content in Word to send to
PowerPoint to this PDF document.
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Slide title
Point 1.
Point 2.
Point 3.

Slide Two
Point 1.
Point 2.
Point 3.

Figure 43 Sample text in a Word document for PowerPoint slides.

To create a PowerPoint presentation in Word:

1.

N s w

Open a new blank document. It doesn’t have to be a template; it is the underlying
structure that will be converted to the slide components.

a. The “Send to PowerPoint” template I've included uses black text on a white
background to avoid any conflicts with a slide design or Theme you might
choose.

b. You can copy and paste it or simply save it to your Custom Office Templates
folder.

When this gets sent to PowerPoint, the text will start on the second slide. Type the
text for the second slide.
i. We will add the title slide in PowerPoint.
Type the bullet points for the first slide but do not format them as bullets.
Select the text that you want to be the title of the second slide.
Press Ctrl + Alt + the number 1 to make it a heading level 1.
Select any bulleted items on “the slide” and make then heading level 2.
Repeat this process for each slide of the presentation: slide titles are heading level 1
while bullets are heading level 2.
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8. Save your document as something meaningful to your presentation.
9. Activate the “Send to PowerPoint” item placed on the QAT or Quick Access Toolbar.

When you do this, the slide presentation is created. PowerPoint will open, the slides will be
constructed and you are ready to add images and the title slide.

This lets you work on the content of your presentation without being distracted by visual
design and bling. It also creates an accessible version of your presentation that can be sent
to participants who can then access it on note taking devices or laptop computers or it can
be Brailed To tidy up the Word document as an alternate format document, open the Styles
pane, select all instances of heading level 2 and make then normal text once you’ve sent the
document to PowerPoint.

Finishing the Presentation in PowerPoint
Once the slide content has been sent to PowerPoint, switch to slide sorter view in
PowerPoint by pressing Alt + W, letter I for View Ribbon, Slide Sorter. .

— — - — S —
slide title Slide Two
= Pairt 1. = Poirt 1.
= Paimt 2. = Poimt 2.
= Faimt 3. = Paimt 3.
1 2

Figure 44 Slide Sorter View in PowerPoint showing text for two slides created in Word.

In Slide Sorter view use the keyboard because it is more accurate and faster to position the
cursor just before the first slide.

To finish the slide presentation:

1. Press Left Arrow to take focus off of the first slide and put it just before the first
slide.

2. Choose Insert, Slide, and choose the Title Slide layout.

a. Ifyour cursor was just before the first slide, this is where the Title Slide will
be placed.

3. Ifyou were a bit off, you can drag the Title Slide to its position or cut and paste it
there.

4. Switch to Normal view by pressing Alt + W, L for View, Normal.
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Press Tab to move into the Title placeholder.

Press Enter to activate Edit mode.

Type in the title of the presentation.

Press the Escape key once to get out of Edit mode.
Press the Tab key to move to the Subtitle placeholder.
10. Press Enter to activate Edit mode.

11. Type in The Subtitle information.

12. Press Escape to get out of Edit mode.

13. Save your presentation and continue working on it.

O 0N o U

Now you can add the bling.

Press Alt + G for the Design tab and then press H for the Themes Gallery. Choose your
Theme!

slide title

= Point 1.
= Point2.
* Foint3.

Figure 45 Focus in Slide Sorter View just before first slide.
Once you add the Title Slide, switch to Normal Layout View
Begin adding a Theme and other content.

This approach is useful for those of us who get distracted by the bling!
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slidetitle Slide Two
= Point1. = Foint1.
= Paim 2. = Faim 2.
= Paimt 3. = Paimt 3.
1 2 3

Figure 46 Slide sorter View with Title Slide added.

The following image shows the slide presentation once a Theme was added.

Tifla ATide

Slide title

= Pairt 1.
= Point2.
" Paimt 3.

Slide Two

= Point 1.
® Point 2.
= Point 3.

Figure 47 Finished PowerPoint presentation
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Slide Masters

It is always a good idea to create a custom slide template that can be used for various
presentations. Just as we created a template in Word, we can create or add to templates in
PowerPoint.

e To access the Slide Master press Alt + W, M.
e Toreturn to the Normal slide view press Alt + W, L.

Slide Master shows you all the possible slide choices for a presentation. Just as with Word,
once you create your template, you can save it as a Theme, or you can begin the process by
using the Theme you created in Word.

To choose an existing Theme for your template, press Alt G, H for the Design Ribbon,
Themes.

FILE Hame Insert DESIGN TRAMSITIONS ANIMATIONS SLIDE SHOWY REWIEMY WIEM ADD-INE ACROBAT ABBYY PDF Transfarmer+ WisualBee
This Presentati

Aa

B

Custom

Aa e 3n >, Aa Aa
..... S R —— .. ... —— ey '.'.... = e

’AH_‘ m E

Figure 48 PowerPoint Themes from the Design Ribbon.

If you are starting with a template, press Alt + F, N for File/Backstage area, New. Tab into
the list of possible Templates and press Enter on the one you want.
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Presentation1 - PowerPoint

New

Search for online templates and themes

%ugge:ﬁed;a&r(hes‘ Presentations _Business _ Orientation  4:3 _Education _ Blue _ Personal

im0 Blusron

Create an Take a ( B Opuwic S

Title Layout

@ Office Mix tour " )
2 F——— I B,

KD Retrospect ION acet
INTEGRAL

2. M- L B, soscroom &,

Figure 49 New presentation from Template.
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Turning off the PowerPoint Start Screen
If you want to turn off the Start Screen, which shows each time you open PowerPoint 2013,
press Alt + F, T for File/Backstage area, Word Options.

In the General category, press Alt + H to uncheck the check box to Show the Start Screen.
This is a toggle that will move you to that check box and either check or uncheck it. This
option is checked by default.

PowerPaint Cptions

General

m General options for working with PowerPaint.
i

Proofing

Save User Interface options

Language Show Mini Toolbar on selection G
Advanced Enable Live Preview

Custarmizs Ribban ScreenTip styler | Shour feature descriptions in ScreenTips

Quick &ccess Toolbar Personalize your copy of Microsoft Office

Add-Ins User name: Karen McCall

Trust Center Initials: KRM

Shwrays use these values regardless of sign in to Office,
Office Background: | Spring W

Ciffice Therne: Withite

Start up options

Choose the extensions you weant PowerPoint to open by defaults | Default Programs..
Tell me if Microsoft PowerPaint isn't the default program for viewing and editing presentations,
[[] Show the Start screen when this application starts

Figure 50 PowerPoint Options dialog showing Start Screen turned off.
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Colour Contrast and Readability
This brings us to an important accessibility and usability issue: the readability of the
content on the slides.

In the Background options you have some fills and textures that can be applied to slides.
Always test these to ensure that the content of your slides is still readable once you apply
the fill or texture. Consider the following combination:

FEHS OF-
Home  In N TRAN

s BT A

2B a9

ni
o

Figure 51 Slide with small red check background and black text.

Even if we chose another pattern and colour, we affect the readability of content by the
choices in slide design and fonts that we use.
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This design does not pass the Paciello Group’s Colour Contrast Analyzer®.

D Colour Contrast Analyser

Options  lmage  Help

Faoreground
Colour select: |:| w | Hex: #FFFFFF

Background
Colour select: [ v Hex #C3370A

Result- Luminosity

Large text
4 Pass (AA)
L8 Pass (AAA)

Figure 54 "Berlin" template/Theme fails the Colour Contrast Analyzer.

The “Main Event” template/Theme uses a lot of red which is a barrier to those with
red/green colour blindness. The template/theme also uses all capital letters for all
placeholders and a bold version of the font in the content area of all slides. It fails the
Colour Contrast Analyzer on the grey text with white background.

9 Colour Contrast Analyzer, The Paciello Group: http://www.paciellogroup.com/resources/contrastanalyser/
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> Colour Contrast Analyser
Options  lmage  Help

Foreground
Colour select; [N v Hex #7FTFTF

Backoround
Colour select; | | v Hex #ETETET

[ 15how contrast result for colour blindness
Result- Luminosity
Contrast ratio: 3.241 [ | Display details
Text Large text

X Fail (A4 v'| Pass (AA)
X[ Faieey X | Fail (AAA)

Figure 55 "Main Event" template/Theme fails Colour Contrast Analyzer.

The “Basis” template/Theme has a lime green colour with white text for the Title slide and
subsequent slides have the lime green border with lime green text.

This design fails everything in the Colour Contrast Analyzer.
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> Colour Contrast Analyser = ':'
Options  lmage  Help

Foreground
Colour select; | | v Hex #FFFFFF 2~

Backoround
Colour select; [0 v | Hex #46B727

[ 15how contrast result for colour blindness
Result- Luminosity

Contrast ratio: 2.231 [ | Display details
Text Large text

X X
X X

Figure 56 "Basis" template/Theme fails the Colour Contrast Analyzer.

Most of the recommendations for working with PowerPoint are to start with your own
Slide Master. By creating your own Slide Master, the Slides can be synchronized with your
brand. You can also choose colours and designs that compliment your presentation rather
than distract from it.
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Karen McCall, M.Ed.

Figure 57 Karlen Communications web page, Word template and PowerPoint template.

With PowerPoint, although someone using a screen reader or Text-to-Speech tool might be
able to avoid the eye candy, those with learning, cognitive, print or visual disabilities

cannot. Colour, fonts and Tab Order are among the most significant barriers to content
when working with PowerPoint.
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Graphics and Colours

One of the areas of accessibility and readability to watch for is the use of graphics with
some slide Themes. If you are using graphics, they should not be overwhelmed by the
presentation Theme.

IMAGES ON SLIDES

¢ THIS IS ANOTHER SLIDE THEME THAT USES ALL CAPS
WHICH WOULD HAVE TO BE FIXED BEFORE USING.

THE BACKGROUND IS ALSO VISUALLY CONFUSING
ON EACH SLIDE DESPITE THE CONTRAST OF TEXT AND
BACKGROUND.

I'VE ALSO ADDED AN IMAGE THAT GETS WASHED
OUT IN TERMS OF VISIBILITY.

Figure 58 PowerPoint Theme with greyscale dotted background, all caps and visually busy greyscale image.

Checking Link Colours

Before you get too far into formatting and adding new slide templates, check the contrast of
the link colours. This is often one area that causes accessibility issues. The contrast
between the link colour and the background colour or design makes the links
unrecognizable.

The following image shows the presentations used to demonstrate lack of colour contrast
(and use of red) with links on slides. The “Berlin” presentation the link colour makes the
link text unreadable. The “Main Event” presentation which is the middle one in the picture,
uses all caps and a light red link colour; and the “Basis” slide template uses a colour that
also makes the link unreadable.
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* Point 1.
» Point 2.

e Point 3.

* POINT1.
* POINT 2.
* POINT 3.

e Point 1.

Figure 59 Three link samples from previous Slide Masters.

The links in all three slide templates/Themes fail the Colour Contrast Analyzer.

] Colour Contrast Analyser
Options Image  Help

Foreground

Colour select [ ] v Hex #FFAE3E

Background
Colour select | v Hex #E76613

[]Show contrast result for colour blindness

Result- Luminosity
Contrast ratio: 1.8:1 ["IDisplay details
Text Large text

Fail (A4) X

| Fail AR) |
bl Fail (AAA) |

Fail (AA8)

Options  Image  Help
Foreground
Colour select [l v Hex #F21213 2~

Background

Colourselect [ | v Hex #DEDEDE Z| |

[] Show contrast result for colour blindness
Result- Lurninosity
Contrast ratio: 3.2:1 [(] Display details
Text Large text
x| Falew v Pass (AA)

X[ Farea X Fail (AAA)

(&) Colour Contrast Analyser - O n

] Colour Contrast Analyser
Options  Image  Help

Foreground

Colour select [0 v Hex #F59E00

Background
Colour select: v Hex #FFFFFF

[]Show contrast result for colour blindness
Result- Luminosity
Cantrast ratio: 2.15:1 [ Display details
Tent Large text
x - | Fail ¢
x - X i

Figure 60 All 3 slide templates/Themes fail the Colour Contrast Analyzer for their links.

Even though the general accessibility and readability of content for these slide
templates/Themes create barriers to the content, we are going to take one of them and
demonstrate how to change the link colour and create a new Theme.

We'll use the “Basis” template/Theme for the demonstration as there is a white
background and the change will be more effective.

To change the link colour for a template or Theme:

1. Inthe Slide Master View press Alt + M, T, which opens the Theme Colour Gallery.
2. Press C to choose Customize Theme Colour.

3. Open the Hyperlink colour palette and choose a good contrasting colour for links in

presentations using this Theme.
4. Change the name of the colour Theme from “Custom 1” to match the name of the

template.
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a. For example I might call this “Accessible Basis” or “Basis - Accessible”
depending on how I want Themes displayed in the Theme Colour Gallery.

b. By keeping the original name, this set of Theme Colours will be in the list
alphabetically. It would mean that all of my “accessible” Themes wouldn’t be
under “A.” It is a strategy.

5. Tab to and activate the OK button.

HCD|DFS' @Backgrnund Styles =

Custom
hermes

- I I I
it Therme | HCIINNNRNEN
Office

EOEEEEN.
C ]
e ]
]
C
C ]
C ]
EOEEEEN.
BN
L]
C e ]
EONEEENN
C ]
EONOeEE.
L]
C ]
C ]
C ]
EOEEEEN.

Hyperlinks Blue

Karlen Wiew

Dffice

Office 2007 - 2010

Grayscale
Blue Warrm
Blue

Blue Il

Blue Green
Green

Green Yellow
ellow
Yellow Orange
Orange
Orange Red
Red Orange
Red

Red YWialet
Winlet

Winlet Il
hedian

Egustumize Colors..,

Figure 61 Themes Colour Gallery.

As you can see from the previous image, | have a couple of custom Theme colours with
modifications already.

Press Alt + H to move to and open the colour palette for the Hyperlink colour.
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Create Mew Theme Colars

Theme calors Sample
Text/Background - Dark 1 -
Iil Text

Text/Background - Light1 || | =

Text/Background - Dark 2 E -

Accent 1 |:| -
Accent 2 E -
Accent 3 |:| -
Accent 4 E -
Accent 5 |:| -
Accent & E -
Hyperling |:| -
Eollowed Hyperlink Theme Colors

H EEEETENE

Mame: |Custom 1

Cancel

Standard Colors
| N | EEENER

vy bore Colors..,

Figure 62 Create New Theme Colour dialog with Hyperlink palette open.

I'm going to choose one of the blue colours. If | wanted to use a darker colour or different
colour than is shown here, I can press M for More Colours and either use the palette or RGB
values to choose the colour.
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Standard | Custom’ |

Cancel Colors: | cancel

Color model:

Red:
Mew -

:| Green;
. Elue:

Current J Current
/4

Figure 63 More Colours options for setting a Theme Colour.

Once I choose the blue colour I want and rename the Theme Colour (I called this one
“Sample Hyperlink”), I can apply it to any slide presentation.

A ECDIDrs' @Backgmund Shples -

Custom

- HONEENEE Hyperlinks Blue
dit Theme | INCIINEENENE Karlen View
HO NI sample Hypetlink

Figure 64 "Sample Hyperlink" Theme Colours in Theme Colours Gallery.

Your links for slide presentations using this Theme will now be more visible and therefore
more accessible and usable. If you want to save this as a template as well, apply the Sample
Hyperlink Theme Colour and then press F12, give the template a name and then choose
PowerPoint Template from the Files of Type list. It will be placed in the Custom Office
Templates folder on your computer.
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] Colour Contrast Analyser = D“
Options  |mage Help

Foreground

colour select: [l v Hex #002080 Pl
Background

Calour select: || v Hex #FFFFFF

[ ]Show contrast result for calour blindness
Result- Luminosity

POlnt 3 Contrast ratio: 15.27:1 [ | Display details

Text Large text
¢  Pass(as) v Pass (AA)
v Pass(ad) v Pass (AAA)

Figure 65 Colour Contrast Analyzer for blue link text.

Adding Accessible Slide Placeholders

There is an updated tutorial on how to “Add Accessible Placeholders to PowerPoint
Presentations” document attached to this PDF document.
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Outline View

An easy way to check the accessibility of a basic PowerPoint presentation is to look at it in
the Outline instead of Thumbnail view.

The following image shows Outline View for a presentation I did on access to specialized
public transport in rural communities.

TRANSITIONS  ANIMATIONS

101 Public
Karen McCall, M.Ed,, Karlen Communications
“Those of us living in rural commanities have been left out of AODA
(Mayo Moran Independent Review of ADDA, 2015)

2. Background

« "Public transport accessibity is a prerequisite of many other nghts defined in the UN CRPD Zero

A Public Transport in Rural Communities:

Services, Ontario Canada

«In many rural commanities there is 3 need for speciaized public raasport years or decades before
here 1  nedfor Tied route”or ‘comertiona transpar y san odaels

~Adhoc basedona of at you need.” we wil determine
where and when you can travel* and “we will determine whether your disabilty is real or not” are
inappropriate and unacceptable .

3 Emerging Trends in Public Transport
= Shift away from fixed route transport to transport that meets the needs of the person using &
~Persanal Rapid Transit - based on the old Para transit model
= Car2Go services where you can use a car when you need it Slightly different than the typical rent-a-
car model,

«Finland ~ by 2025 they & a public transport sy traveled You
can use whatever mode of trave is available including bikes, ferries, commuter train, bus, tax, or
walking to get to your destination.

- Even Toronto is looking at how people their foed
reute transport

* S . M i“

4 Rural Communities "
« Nothing is changing or evalving in rural communities in terms of public transport. . -
o il D s e nea Karen McCall, M.Ed., Karlen Communications
people with disabilities. . . .
«Nomotwation to change how people with disabiies access: “Those of us living in rural communities have been left out of AODA.”

* Education.
. i H
Bihploymecs {Mayo Moran Independent Review of AODA, 2015)
~Sodial recreational or religous actvities.
*Medical care.
*Goods and services.
= Rural Communities are not addressed in AODA or IASR.
5 Myths
“Public transport s a git,done out of the goodness of our hearts..and we can take it aay any bme we
want” Muniopal Councillor, Ontario Canada

6 Specialized Public Transport as a Luxury

Click to add notes
«Peop sabilties money just ke everyane eise. i they cant
afford the luxuries they need to look at their lifestyle or move.” Municipal Counciller, Ontario Canada
~Despite statistics verifying that most people with cisabilties are iving at
there is styll d fron
us” Municipal Cornmundy Services staff member, Ontario Canada
SUDE1OF36 (2 ENGUSH (UNITED STATES) e B e —r

=S99 W = & -" T [ : U>l.:.'_!s<ni‘,'{:lr'~f'-':uu R

A

Figure 66 Slide presentation in Outline View.

All of the text shown in the Outline View will be exported to text when the presentation is
saved as an RTF or Outline document.
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Figure 67 Thumbnail and Outline Views of Text Box content on a slide.

While Text Box content might show up in the Thumbnail view as shown in the previous
image, it does not show up in the Outline View.

Likewise, when a SmartArt graphic is added to a slide, it will show up in the Thumbnail
View but not the Outline View as shown in the following image.

LI
SMARTART
GRAPHICS

avws e aw ol ol Bnp

1 SMARTART GRAPHICS
Go to Slide Master and turn off all Caps

2[_] SmartArt Graphics

smartart Graphics

Figure 68 SmartArt Graphics in Thumbnail and Outline Views.
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You can set PowerPoint to always show you the Outline View instead of the Thumbnail
View which will save time in switching back and forth between views of the presentation.

1. Press Alt + F, T for File/Backstage area, and go to the advanced category by
pressing A.

2. Press Alt + letter O to move to the list “Open all documents using this view.”

3. Choose “Normal, Outline, Notes and Slide,”

PowerPoint Options ?
] SrTur STIUTLL WL K2y T 2LTEET IS N
General Show wvertical ruler
Froofing [] Disable hardware graphics acceleration
Save [] Disable Slide Show hardware graphics acceleration
Language Autornatically extend display when presenting on a laptop or tablet
Open all docurnents wsing this wiew R E R T e e e TR
Advanced
Figure 69 Set PowerPoint documents to open showing Outline View.
All presentations will now open showing the Outline View instead of the Thumbnail View.
Alt Text for Objects and Using the Notes Area
Any object on a slide must have Alt Text with the exception of Title, Text or Content
Placeholders.
Format Picture -
OO m W
Complex Images

Description

There is a detailed description of the
image “Waterline of Visibility” in the
| Notes section,

is where you would write the longer more detailed description of the compleximage.

Figure 70 Complex image on slide with Format Picture Pane open and text in Notes area.
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If you are not using the Notes area to provide detailed notes or a script for your
presentation, you can use it to transcribe audio or video content or to describe complex
images on slides. Remember that adaptive technology has buffers and the Alt text cannot be
an essay or really long description of the image or object.

Each slide must have a Title using the default Title Placeholder.

The image used on the preceding slide is shown below to demonstrate its complexity.

Waterline of

Learning | ‘ A
Systems |  Styles \ Role/Function

-

Life

Experlen‘ms '/P';nsonalityﬁ
Profile {
Or/so‘rllal ‘ - I
S °"_’ap/° /' Thinking
Sexual n Style

Political Views

\
4

Education
R -

“

gamily | Tale™®
Status |\ _—

I < Skills ' pers
Beliefs >

”

pec&W"”

Figure 71 Waterline of Visibility showing the various components of ourselves that are visible and hidden.

The “Waterline of Visibility” is from the article “The Diversity Iceberg.10”

The “Waterline of Visibility” is represented by an iceberg with a small number of
characteristics above the waterline (visible) and many more beneath the waterline
(invisible). It is an image that can be used to discuss cultural diversity.

10 The Diversity Iceberg, California State University blog:
https://csuchicocdo.wordpress.com/2012/02/06/the-diversity-iceberg-3
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If you are using the Notes area for descriptions, you will need to let people know this and to
send the PPTX file not a Slide Show.

Adding Alt Text to Images Objects and Tables on Slides

PowerPoint 2013 uses the Format Picture Pane as do other Office 2013 applications to add
Alt text to images.

If you are using adaptive technology, the best strategy is to close the Format Picture Pane
once you've worked on an image. I find that sometimes the Panes steal focus from where
I'm working in documents and presentations.

To add Alt text to images, objects and tables in PowerPoint:

1.
2.

©® N o ok

Select the image, object or table.

Press the AppKey or use a right mouse click.

Choose Format Picture which is at the bottom of the list in the context menu.
a. The keyboard command is letter O.

The Format Picture (or Format Object) Pane opens to the right of the slide.

Focus is on the Effects tools.

Press Shift + Tab once to move up to the buttons level.

Press the Right Arrow once to land on the Size and Properties Grid.

Press Tab to move into the Size and Properties Grid. Focus will be on Size.

a. You are not imagining things, this is the “Layout” button in Word’s Format
Picture Pane.

Use the Down Arrow to locate the Alt text option and press Spacebar to open the
options.

10. Press Tab to move to the Description edit area and either type or copy and paste the

description for the image, object or table.

11. Press Ctrl + Spacebar C to open the context menu for the Pane and Close. The Pane.

Page 67 of 82



Format Picture X
&H O

I SIZE
I POSITION
I TEXT BOX

4 AT TEXT
Title &

Descriptian

There is a detailed description of the
image “Waterline of Wisibility" in the
Mates sectian.

Figure 72 Format Picture Pane showing Alt Text for image.

If you are mouse dependent, you may be able to leave the Panes open and continue

working. It may also help if you are using multiple monitors to stack Panes you are working
with.

Using the Selection Pane to Order Content on Slides

In the case of PowerPoint slides, the order in which the title and text placeholders are
tabbed to is the order in which they are read or accessed by someone using a screen reader.

For tagged PDF it may also affect the logical reading order of the resulting tagged PDF
document.

In PowerPoint you can reorder the text placeholders or objects on a slide by using the
Selection Pane.

To reorder objects/content on a slide:
1. Press Tab to move to the first object on the slide.
2. It will then have handles around it.

3. Press Alt + ], A, P to open the Selection Pane from the Picture Tools, Format Ribbon.
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Figure 73 Selection Pane from the Picture tools, Format Ribbon, Arrange Group.
The Selection Pane opens to the right of the slide.

The logical reading order or the Tab Order of the objects on the slide will appear from
bottom to top which is a bit counter intuitive since you expect that the first item in the
Selection Pane will be the first item on the slide. It is the reverse. The objects are tabbed to
from the bottom up. So the Title Placeholder will be the item “Title” in the Selection Pane.

The Selection Pane has up and down arrow buttons so you can move an object up or down
in the Tab Order or logical reading order on the slide.

As you Tab through the objects, the corresponding item will be identified in the Selection
Pane.

Selection -

Show All || Hide All -

-~ | Contact— Continue the Discussion

9 9 [y

Figure 74 Title Placeholder highlighted in Selection Pane and on slide.

The slide used in the preceding image has the Title Placeholder, a Content/Text
Placeholder and a decorative image that [ put on a slide master so it will not show up in the
Selection Pane and is not available to adaptive technology. It is a decorative image.

The following image is of a slide with a Title Placeholder, Text/Content Placeholder and an
image. The Selection Pane was used to order the content on the slide.
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Figure 75 Slide with 3 "objects" and the Selection Pane open to the right of the slide.

To reorder objects/placeholders on slides, select the object/placeholder and use the Up
and Down Arrows to place it in the order you want the content accessed, moving from
bottom (first read) to top (last read).

To close the Selection pane once you are finished, put focus in it and press Alt + Spacebar, C.
This opens the context menu and chooses Close.

When you are working in Slide Master View and are adding additional Content or Text
Placeholders, make sure you check their order before you save and start using the
template/slides.

The arrangement of the objects/placeholders on a slide will affect the order in which the
Tags are created in a PDF document. The tagging tools will follow the “logical” order you
placed the content onto the slides. If you do not correct the Tab Order, you will need to
repair this in Adobe acrobat. In addition someone reviewing your PowerPoint presentation
with adaptive technology will not be able to read slide content in a logical or meaningful
order.

Tables on Slides

When using a table on a slide, use the tools in PowerPoint to insert a table. Although we
can’t use the tools to create <TH> Tags, if we use non-standard tables, images of tables, or
drawn tables, these will represent barriers to accessibility in the presentation and any
subsequent tagged PDF documents you will need from this presentation.
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Note: tables will need to be copied and pasted into the outline or RTF document if
this is the alternate format needed by participants. If you’ve used the proper table
structure the table should convert nicely to Braille or DAISY format.

To insert a table onto a slide press Alt + N, T to open the Table Gallery. You can use either
the Column and Row Gallery or the Insert Table item on the sub-menu.

|| EllEl -
e Kk ] '@'4
Table Picture Clip  Screenshot
- At -

314 Table

|
I
O
O
| O
| O
| O
|

Insert Table..

Diraww Table

Excel Spreadsheet

Figure 76 Insert Table on slide showing cells in the table Gallery selected.

Once the table is inserted onto the slide you can add the data. As with other types of
documents, tables should not be used for layout on a slide. Tables should always be used to
display data effectively.
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Table Sample

500 575 800

Barnaby
- Olivia 600 550 750 -
Zoie 550 500 775
Cloe 575 600 825

Figure 77 Table inserted on slide through the Insert Ribbon.

Don’t used grouped objects to create the illusion of a table. Use the proper table structure.
If you use grouped objects to create the illusion of a table, they will all need Alt Text as
individual images both in the PowerPoint and subsequent tagged PDF documents. This
means that the information will not be presented in table format to someone using
adaptive technology such as a screen reader. It will be presented as individual bits of
content.

If you are using colour in tables, make sure there is a good contrast so that the data is
readable. As expected, the “Wood” colour palette resulted in a Colour Contrast Analyzer
failure.
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Foreground
Colour select | | v Hex #FFFFFF
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[ 15how contrast result for colour blindness
Result- Luminosity

Contrast ratio: 3.2 [ | Display details
Large text

4 Pass (AA)
Hd Fail (AAA)

Figure 78 Text in title row of table fails the Colour Contrast Analyzer.

Tables in PowerPoint don’t necessarily have the same level of keyboard access as tables in
Word do. For this reason, it is important to create tables in PowerPoint properly and to use
them for small amounts of data.
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Links in Presentations

As with links in Microsoft Word, it is preferred that links be contextual rather than the full
web addresses. The following is an example of a list of full web addresses from the JAWS
screen reader. A person using a screen reader or Text-to-Speech tool has to listen to every
character of those links to figure out where the link will take them. We can’t use first
character navigation because everything starts with the letter “H.”

The following image is of a list of non-contextual links for a slide from the JAWS screen
reader.

Select a Hyperlink

hitp: fenswikipedia.orghwvikiPublic _transport
bt Mo vnewy Car2go comieniancouyer)
hitpe izeropraject. arghomeddownloads) Cancel

o smh .com.auffederal-polticsfolitical-r sector-funding-cuts-asttacked-by-former-un-committee-chairman-201 5021 2-1 3051 0 hitml

Figure 79 Non-contextual links in a PowerPoint presentation.

If the PowerPoint document is to be saved and distributed as an Outline for distribution in
Braille or Large Print, you will need to provide contextual links as full web links in the RTF
document. It is a good idea to put the long URL or web address in the Notes area for the
slide.

You don’t want to play around with the size of text used for links. In some presentations
['ve seen five or six font sizes on one slide in one text placeholder which is visually
distracting and detracts from the message you are giving the audience. Your audience will
be spending time concentrating on reading varied font sizes rather than listening to you
explain what the points on the slide mean.

To add a contextual link for a PowerPoint slide select the text to be the link and press Ctrl +
K to open the Insert Hyperlink dialog. From this point the steps are the same as they are for
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Microsoft Word. You can link to a web page, e-mail address or other place in this
presentation document.

Insert Hyperlink

Link to: Text to displaw: | Karlen Communications, ScreenTip..,

9] Loak in: | Documents
Existing File

oritfeb Page J Access Board Guidelines Bookmark...

CF%T;:: J Accessible Usable PDF Fourth Edition

& | fudible
Place in This
Document Eronwsed

Pages

| Bluetooth Exchange Folder
) Book Videos
, Carntasia Studio

Create Mew Recent
Document Files . DET Autosaves

| Custorn Office Ternplates

. Downloaded Installations

_lj Address: http Ak arlencommunications. comy
E-rnail
Address

Cancel

Figure 80 Insert Hyperlink dialog.

Not sure if this is a “feature” or a “bug.” JAWS 16 is listing the long URL’s and ignoring the
“Text to Display” text which is normally used to list the links.

Links

Select a Hyperlink “

it Flencommunications .com/ Ok

it e mdobe . comd
Htp: e microsoft.coms Cancel
it iy officesounds .comd

Karlen Communications.
Adobe

Microsoft

Office Sounds

Figure 81 JAWS screen reader list of long URL's despite contextual ones on slide.
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Bulleted Lists

Just as with Word, you don’t use the enter key to create space between bulleted points in a
PowerPoint slide presentation. Instead use the Paragraph dialog to add space below each
bulleted item.

If you've put too much content into a slide and are readjusting the line spacing so that text
doesn’t overlap, choose “single” line spacing in the Paragraph dialog rather than “Multiple”
which PowerPoint will do by itself when you ask it to cram too much content into one text
placeholder.

To adjust the spacing between bulleted items, select the entire list and press Alt + H, P, G to
open the Paragraph dialog from the Home ribbon.

Paragraph ?

Indents and Spacing

General

Alignment: |[Centered | w

Indentation

Before text: |0 cm 5 Special: none] | w | By =
Spacing

Before: 10 pt 2| Lline Spacing: |Multiple | » | At |09 =
After: 0 pt =

Figure 82 Paragraph dialog in PowerPoint.

In the example above I've used a 20 point spacing which gives the typical amount of space
between bulleted items that a press of the Enter key would.
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Bulleted Lists

0
Y o

Te This means that VoiceOver will ﬁot work with Microsoft Office for
Mac...nor will it work with iWorks tools.

|

'+ The impact is two-fold: people who depend on screen reading or

i TTS tools cannot use robust word processing, presentation, or

| spreadsheet tools; and, people trying to create more accessible

i documents that can be accessed cross-platform cannot create truly
! accessible documents.

* With the advent of VoiceQver and its evolution, it is hoped that all
developers involved, those from Apple Microsoft, and Adobe will
work together to improve the accessibility of Microsoft Office for
Mac and the ability to create a tagged PDF document as robust as
you can in the Windows environment.

Figure 83 Bulleted list on a slide spaced using the Paragraph tools.

As with Word, we added the spacing after each bulleted item. We know that the first
bulleted item has enough space around it because it is the first one in the text placeholder
and the text placeholder is positioned by default to allow space between the title
placeholder and the text placeholder or content on the slide.

By using the spacing between the bulleted list items the list is not broken. This means that
the content will be read as one list of three bulleted items rather than three lists of single
items. This will convert nicely to a List structure in a tagged PDF version of the
presentation.

If you have a single piece of content on a slide, using bulleted text might not be the best way
to present it. You can turn off the bullets by selecting the text in the text placeholder and
pressing Alt + H, U for Home Ribbon, Bullets, and choosing “None” from the Bullets Gallery.
You can then resize the text placeholder and position it where you want on the slide.
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Figure 84 “None” chosen from the Bullets Gallery in PowerPoint.

You can create a slide template with a text placeholder that is not formatted for bullets or
numbering by using the Slide Master to do this.
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Slide Numbers

There is a tool for adding slide numbers that will automatically create a “Slide Number
placeholder” that is more accessible than a text box with a number plunked into it.

Using the tool for adding slide numbers will also ensure that the numbering of slides in the
presentation is consistent and sequential as you add or remove slides.

You'll find this tool under Insert, Slide Number or by pressing Alt + N, S, N.

slide | MWotes and Handouts

Include an slide

[] Date and time
® Update automatically
22172015
Language:
Englizsh [United States)
Fized
212172015
slide number

|:| Footer

Don't show an title slide

Header and Footer

Calendar type:
Gregorian

Apply Apply ta &l Cancel

Figure 85 Header and Footer dialog.

Check the check boxes for Slide Numbers and “Don’t show on title slide.” The keyboard
commands are Alt +N and Alt + S respectively to move to and check these check boxes.
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Using the Accessibility Checker in PowerPoint
The Accessibility Checker in PowerPoint can help identify elements you may have
overlooked such as Alt text on images or tables.

©

Info

[ ey

Protect Presentation

Open } Control what types of changes peaple
Protect
Presentation =

as &dobe

@ Inspect Presentation

Before publishing this file, be auware th

Chechk for

Docurnent properties and authar'
[ssues =

Presentation naotes

E@ Inspect Document
Check the presentation for hidden properties

ot personal information,

Print
Share

Export Check Accessibility
Check the presentation for content that peaple
with disabilities might find difficult to read,

Clase

Figure 86 Accessibility Checker in PowerPoint.

To access the Accessibility Checker press Alt + F, letter I, letter I for File/Backstage area,
Information (Info) and Inspect Document.

Press the Down Arrow to get to Check Accessibility or press A. The Accessibility Checker
opens to the right of the slide area.
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Accessibility Checker ~ ’l

Inspection Results

ERRORE

4 bdissing Al Text

Picture 3 (Elide &

Content Placeholder 3 (Slide 3)
4 Missing Slide Title

Slide 1

Slide 5

WEARMIMGE

4 Unclear Hyperlink Text
Content Placeholder 2 (Slide 4)

TIPS

4 Check Reading Order
Slide 2
Hlide 5

Figure 87 Accessibility Check for a PowerPoint presentation.

In the preceding Accessibility check, there are some problems that I need to fix. The image
on slide 2 has no Alt Text and the Title Slide has no content, Slide 2 has no Title and I need
to check a Hyperlink on Slide 4.

Table Saraple Link Sample

Cornplex Images

~

Slidetitle

Figure 88 Presentation checked for accessibility.

As you make the repairs, the Accessibility Checker automatically updates to reflect the
changes.
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Animations and Transitions

Most tips on general PowerPoint presentations advocate that transitions and animations
NOT be used. This is important in terms of accessibility. Timing the advancement of slides
and having content fly in or out can cause readability barriers.

As with any PowerPoint presentation, avoid the use of animations and transitions.

If there are audio or video files embedded in the presentation, turn off their ability to play
as the slide advances. For those using screen readers or Text-to-Speech tools, having an
audio or video file begin in competition with their adaptive technology when they don’t
know where the embedded multimedia is, is a barrier to accessibility.

Other Accessibility Considerations for Presentations
The accessibility of a slide presentation also depends on how it is distributed.

If a presentation is packaged as a slide show with no ability to control the flow of the slides
using the keyboard, it is not accessible.

If the slides contained linked content to other documents or slide elements such as Excel or
Word content, this content is not seen by adaptive technology in slide show mode.

Additionally, if you expect people to be able to access this content, all embedded files must
travel with the PPTX file and be accessible if the presentation is on an Internet or Intranet
site. This will let people who need to explore the content in Word or Excel the ability to do
So.

If the presentation is packaged as a slide show with no ability to access captioning or a
transcript for any audio or video content, the slide show is not accessible.

If someone is using an older version of PowerPoint and their adaptive technology some
parts of a slide may not be accessible that are accessible with a current versions of both.

Current versions of the JAWS screen reader do provide recognition and access to linked
content from Excel or Word, however this content is not accessible if only the slide show
view is distributed. They MUST have the actual slides to explore.

If you create grouped objects on a slide, they will be tabbed to individually. Adding Alt Text
to the global frame for grouped objects or SmartArt does not mean that each element will
be identified. In fact, there is no way to add Alt text to each element of a grouped object that
would make sense to someone who can’t see it or to parts of SmartArt objects. There is a
tutorial document on the Karlen Communications website on “Adding Accessible Images to
Documents.!1” I've also added it to this PDF document for easy reference.

11 Adding Accessible Images to Documents, Karlen Communications:
http://www.karlencommunications.com/handouts.html
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